
Ck-IT l 
1 port B let ter  wri8:- J 

- - There are various types of letters, such as: 
f letters of application * letters of complaint letters to the editor etc. 

The type of letter you should write depends on the reason for writing (i.e. to give 
your news, to invite somebody to a party, etc to make a complaint, to apply for a job, 
etc). Depending on the rubric, you may be asked to write a letter for more than one 
reason (i.e. to give your news and ask for advice.) The most common reasons for 

givinglasking about news congratulating someone 
givinglasking for advice 

them into the corr 

be able to come as I'll be 
a seminar in Berlin th 
week. It's a pity I'll mi 

letter of application 
1 letter giving news 

'r letter of invitation 

I L A -  , - t -  - 4 L k 9  , 

All letters should include ., iollowing: 

a) an appropriate greeting (e.g. Dear SirIMaciam, DearAunt Claire, Dear Mrs Baker, etc); 'T b) an introduction, in which you write your opening remarks (e.g. H11 How are you?) anc 
reason(s) for writing (e.g. I'm just M n g  to congratuhte you on passing your exams, 
I ' m ~ n g i o ~ l r s e f o r  ..., Welmwethrilledtohearihat ..., Iwessonytohear ... etc); 

c) a main body, in which you write about the specific topics of the letter in detail; 
d) a conclusion, in which you write your closing remarks (e.g. Please forgive me - h 

wont happen again, I p m ~ s e ;  Looking forward to seeing you ...l, Please wfie soon, 
Take m / ,  Cant wit fu hear from you, I'd better sign M now, MS all for now); and 

e) an appropriate ending (e.g. Yours ~ I l y  + your full name, Lots of love + your 1 
name). 

Dear Rachel, 

I'm writing to thank you 
very much for the invitatian 
to your wedding. I'm real@ 
happy the two of you am 
finally tying the knot. 



Unit 1 Part B letter Writing 

I .  - -  t 7 
3 8 

- - - 
. ' !  ~ s m r u c ~  - + 

l address & date 
The writing style you should use (i.e. informal, formal or semi-formal), 'i.e. your address in the top right- 
depends on who you are writing to. More specifically: hand corner, followed by the date 

when you are writing to someone you know well (i.e. a close relative, - greeting 
your best friend, etc.) you should use informal style. i.e. Dear MrIMrslMst person's 

when you are writing to someone you do not know, or to someone who 
surname (e.g. DBar Mm Mcarws) 

I 

Is in authority (i.e. the manager of a hotel, a doctor, etc) you should use semi-formal language 
formal style. ending 

when you are writing to someone you do not know very well, or (e.g. Re@ud8/8t~f wfshesletc t 

someone you want to be polite and respectful to (i.e. a friend's parents, your first name or MI name) 
your teacher, etc) you should use semi-formal style. I 

(See Appendix II for examples of each style.) 

ctwwmmaor: 

wemu- 
address & date 
I.e. your address in the top, right-hand corner, followed by the date. 

greeting 
(e.g. DecwJohnl Lkw Mum, etc.) 

informal language 
(e.g.lWbeenmingnowrraebpforeges;DoslYuulony;&theway; 
ft was e piece of calm; I'll pick you W; We can ghm /t e try, etc) 

enaing 
(e.g. Ycudw6est wisheslRegardsletc t ywr first m) 

CQRYClL- 
address & date 
i.e. your address as well as the recipient's address. Your address in the 
top, right-hand corner, followed by the date. The recipient's position, 
the name and address of the company, organisation, etc on the left- 
hand side. 

greeting (e.g. Dear Mm Devig - when you know the person's name - 
Dew SirIMedam - when you do not know the person's name) 

formal language (e.g. I am writing with regard to your advertisement; I 
would appreciate a reply at your earliest convenience; The product 
which was delivered, proved to be fauhy; etc) 

ending (e.g. Yours sincere&/ iMhfuI& + your full name) 

Note: when you begin with Dear MrlMrslMs Marcus, you should end 
with Yours sincerely + your full name. When you begin with 
Dear SirlMadam, you should end with Yours iMhfuI& + your full 
name. 

3 Mark the phrases as F (for 
Formal) or I (for Informal). 

. - 
1 I would also appreciate I I 

some information about ............ :. 
2 Well, Imustgonow ... ........... 
3 Please accept my sincere 

apologies ........... 
4 You are cordially invited 

to attend ... ............. 
5 I am writing in response 

to your advertisement ... ........... 
6 Thanks for the invitation 

to your dinner party ... ........... 
7 I am writing to express my - 

strong dissatisfaction with .............. 
8 i I look forward to meeting 

you in person ........... 
9 Just a quick note to tell 

you ... .....a..... 

10 I am writing to bring to 
your attention the ... ........... 

11 Please do not ,hesi_ta te to 
contact me ... ........... 

12 I'm so sorry to hear you're 
having problems with ... ........... 

13 Write back soon ... ........... 
14 We regret to inform you 

that ... ........... 
15 I won't take no for an 

... answer 



Unit 1 Port B letter Wriling 

4 Read the situation below and answer the questions that follow. 6) played a big part / 
was very important 

This is your last year at school and you are unsure of what course to take at 
,) making sure ensuring ......... university. You have decided to write a letter to , asking for advice. 8) occasion l whole thing 
9) went so well / was such a success ~ 

a) What style should you use if you are writing to: A a friend? B your 10) tell you how much I appreciate / 
former teacher? C a careers advisor? 

thank YOU enough for i 
b) First match the beginnings and endings and then say which of 

the people in part a) each letter is addressed to. Dear Gavin, 
*\Hi - ' / l ~ f  CS .i 11" 

BEGINNINGS.. 
---  

Hi! How are you? I'm writing because I've no idea which course to take i, , 1 the end-of-term party. 
I ' 3rsity next year. I really need your advice! ........................................................ -7 e, k ' 7 1  * >  

i ,,, . ...................................................... , -ea~Mrs!~ld, P P P 

b! 

I hope leaer finds you well. I am wmng to axymm*w m T )  , ..................................................... - &-LAqppp 

.... that the 8) 
. ............ 9) ........y..................,.,,,.....s.a . , 

I am writing to enquire I an ' t  10) .... : .................... ................. 
............................ 
Love, 

1.. - ... ENDINGS 
Becky 

-. 
I 

5' Thank YOU fortaung me time to read mis letter 1 look foward , 
Best wishes, 1) ...,.,..,..,..............W :..!"!.!.:.! ........v... 

Amy Mitton 
- W  

B, I be eaemely grateful if you could advise me on what to I you 3) ........ 
in advance for your kind cooperation. I-- Yours faithfully, 4) ................................................... 

heknd-of-term party. 

I 
5 T ) ~ e 4 m e p a i r s  ~ e x p r e s s 1 0 n ~ ~ ~ ~ ~ ~ ~  -- -.-._-.... all your hard work. 

then choose the most suitable expression to complete each gap. Best wishes, 

1) Hi - just a quick note 1.1 am writing 
2) thank you v&y much / say thanks a lot 
33 all your help / your kind assistance 
4) getting ready / preparations 
5 )  Your contribution / What you did 

1 l 

Becky Jones 

b) Which letter is informal, and 
which letter is semi-formal? 
What type of letter are they? 1 



Unit 1 Part B letter Wrilinu 

I 6 Match the beginnings to the endings, then identify what type of letter 
each pair is from. Finally, say whether each pair has been written in 
formal or informal style. 

writing 

- - 

nir mv wonderful news ... 
- - 

! I would greatly appreciate it if you could provide l,lG WILII SUI I I~  

information regarding ... 

1 5 1 am writing to draw your attention to the terr~ble ~ l~atment  I recehr 
) from ... 
- - 

7 Read the rubrics below and 
answer the questions. 

You have seen an ?~%tnd 
advertisement in the local 7 

newspaper for a teaching job. 
Write a letter tot$- 
headmassof the school, h 

g g i n g g r  
the job ~ a c ' i u ~  ), c ' 0 t . j k b  

" I 
&%&t 

A friend you haven't seen for -. 
months IS getting married in F, g,, 
the summer and has invited 
you to the wedding. Write a ~ ? w f - m j ~  

b & 4 l J  

T muslc teacher as advertised in ... 
-- 

... ENDINGS 
I I G ~  ayan, 1.a IIK~ to say how very sony I am about ... 
W 

earliest convenience. 

X Well, that's all for now. Write back and tell me what you's b e n  I J ~  tc 
-- 

- 1 . - 
D - 

Let me know if you want us to bring anything to the party. See you on 
b i  the big day! - t E 

I look forward to receiving the information and would be grateful if you 
\could reply as soon as possible. 

F I insist on a written apology. I trust tnls mauw rill receive Your 
immediate attention. 1 ,  

You have just returned from a 
trip to South America. Write a 9, V,? letter to a friend telling himlher 
all about it. 

/ r @-?- 

You are the secretary of a 4yL, I C/ 
language school and have ,- 1 

received a lettersm s&mom, 
interest 

' 

-forming d + l  

the person about the courses 
offered at your school. 

I 
&CL> Sy 

You recently bought a box of 
your favourite breakfast cereal. 
On opening it, you found that 
the box was half empty and the 
remaining contents were n o ~ b f i , ~  

J 
longer fresh. Write a letter to the 
manager of the cereal company 
complaining about it. 

- m & , i ~ ~  $ q $ c i J h 3  l, 
%C@.., 

Your cousin has recentlv won'- 
first prize in a short story = ,+ 6fiY'' 

competition. Write a letter CC*:' 
congratulating W- them on their 
success. . C  ;: C-, , .- 

i,'/,; j ~ ' ~ i ~  
Y 

/ 

1) What type of letter should you write 
for each rubric? 

2) Who is going to read your letter? 
3) What style should you use in each 

letter? 
4) How would you begin and end each 

letter? 
5 )  Can you suggest appropriate opening 

and closing remarks for each letter? 



W 1 Read questions 1 to 3, then Listen to the cassette and choose the correct 
answers. Finally, use your answers to talk about Monique's letter. 

l Who is Monique writing to? 2 What is her main reason for writing? 
A a complete stranger A to tell Jackie some good news 
B someone she knows well B to apologise for not writing sooner 

3 Which of these statements are true? Tick (J). 
In her letter to Jackie, Monique ... 

, , .*: - 
r . ;  '.',i . l Paragraph 1 ' . . .. .., ,. ! - - 

l opening remarkslre %!@B, on I for writing 

(main ead 
* m * * m * * * * r r r r r r r .  

A mentions her future plans D complains about Jackie's last letter I Paragraphs 2 - 9 - - - 
B invites Jackie to visit her E asks Jackie to reply soon 1 development of the 
C promises to write soon F sends her regards to Jackie's parents subiect(s) 

--A L- - - -  A -----a---- 

F Informal letters are sent to people you know well (e.g. friends, relatives, e 
your recent news, personal problems, information you need, etc. They are 
an informal style with a chatty, personal tone. 
An informal letter should consist of: 
a) an informal greeting (Deaf KenlAunt * The number of maln b 

b) an introduction in which you write y paragraphs may vary, 

friend's health, etc) and mention yo depending on the rubric. 

e.g.HilHowareyw3IthougMI'dwriteandMyouh1 - ; 
c) a main body in which you write the main subject(s) 

a new paragraph for each topic; - . . I ~  _ 
a conclusion in which you write'Eur closing remark 
e.g. MS all my news for now. Write back soon ... ; 

e) an informal ending (e.g. Lots of l o v e l ~ ~ f  wisha~l* + your first n 

What I like most is 
that there islare ... 2 Read the rubric and underline the key words, then answer the questions. 

l You recently moved to a big city and have decided to write to a friend from 
your old neighbourhood. Write a letter describing life in your new city and your 
feelings about the change. 

1 

1 Who is going to read your letter? 

2 Where is this person now? 
3 Where are you now? 
4 Why are you writing the letter? 
5 What topics should your letter include? 

6 How will you begin and end the 
letter? 

7 Which of the following are positive 
aspects of life in a big city? Which are 
negative? 

lots of cafis, cinemas, etc (positive) 

The best thing is that 1 
there islare ... ' 

L 

heavy traffic (negative) 
@ constant noise from cars - 
@ ugly grey buildings -. 
r\ 

'@ plenty of sports facilities f 
-1 

wide choice of things to do 
huge crowds 

3 

good public transport system 4 
large modern shops t 

8 Make sentences using the prompts 
above and the phrases in the boxes on 
the right, as in the example. 

I can't get used to ... 
Unfortunately, there 
islare ... 

- 

e.g. What I like mst is 
there are lo& of 
cinem. 
I can't s t u d  the cm 
noise fiom the car- 



Unit 2 lnformol letters 

9 What can you do in a big city? What can't you do? Use - - - -  the prompts - to 
make sentences, as in the examples. You can use your own ideas. 

!' - go for a walk in the fields - make lots of new friends 
- go shopping in huge - do lots of different things 

shopping centres - walk home safely at night 
- get around easily 

.g. You can 't go for a walk in the field!. 
You can go shopping in huge shopping centres. 

10 Match the feelings to the reasons, then make sentences, as in the example. 

homesick a the city never sleeps 
pleased b there's more crime in the city 
unsafe because c there are always new things to do 
disgusted as g I miss my friends and my old neighbourhood 
excited - e there's rubbish everywhere 

.g. I feel homesick because I mks my fiends and my old neighbourhood. 

3 a) Read the letter and underline the correct tenses in bold. Then, 
label the paragraphs with the headings below. 

opening remarks/reason(s) for writing 
writer's feelings about the change 
closing remarks life in the new city ' 

b) Underline the topic sentences 
in the main body paragraphs, 
then suggest other appro- 
priate ones. 

4 Use the prompts to make 
sentences, as in the example. 

plenty of sports centres - 
expensive to j 9 l t h o u g b )  1 

Dear Sharon, r r a  , e.g. Even though the streets are crowded, I 
How are you? Sorry l )  I'm taking/llve taken, so long to opening remarks/ soon got used to it. - - - j  

write, but I've been busy settling in. Anyway, I thought remon(s) fyr 
2) I'd drop/llve dropped you a line to let you know how 
1Ggetting on here. 

~ i rmin~ham is a really exciting-city with millions of 
things to do. There's so much to choose from, I sometimes --.. 

and the huge c r o w m t f s  a great city. 
...................... 

find it hard 6make up my mind where to go! Although I ........C............ 
still 3) didn't get1 haven't got used to the traffic, the noise 

...................... 
I like livinghere now, but I sornetimes_~eel homesick as 

I Ass lots of things about Cowrie. I'll nevsrll don't 
fo<et the G&tiful couitryside and the %P-- stone cottages. \ Pars 

................... g walkby the sea, !.. 

. - especially you, of ...................... 
...................... g such a great time l 5 almost everything you need hut) , 
- l_ C 9 few buses and trains - ' always 

Well, that's all my news for now. Please write back and arrive on time (n;v&&e]ess)' ' 
up to since I Pars 

_/ 

let me know what 7) you were o ' C@ 'no restaurants - a few inos that 
...................... e r n  heard from y o u w t o  Tom and serve delicious homemade food ...................... Joanna, to-e I'll come back and visit all of you as 

soon as I can. I 
(a1 though) 

Angela ~ , ; I q , . , r . , ; - t ? f ~ ~ ~ r  .*fi;.rr4 . - e.g. Therearen'tmanyshops,butyoucan 
find almost everything you need. 

I 4 '  I 

) ", 1 l , , ,  
L 

t . 
& C L -  i d L  , 2 1 

































I 7 a) Read the rubric and underline the key words, then answer the 

questions. 
m You have just returned from Britain, where you attended lessons at 

a language school. The school had arranged for you to stay with a 
local couple you had not met before your visit. Write a letter to this 
louple, thanking them for their kindness to you during your stay. 

1 Who is going to read your letter? How well do you know these people? 
2 What style should you use? Give examples. 
3 Why are you writing the letter? 
4 How would you begin and end the letter? Choose. 

1 p; g:*--,:::. 
' 

Lots of love)[ 
(first name) I L ,if 1 ;$namel 

I F b) Read the prompts and expand them into full sentences. Then, 
match them to the topic sentences of the main body paragraphs 
that follow. 

[ 1~x1 A my room 1 be 1 very comfortable, l every meal l be l delicious 
.............................................................................................................. 

B what 1 help l me most l be l chance 1 practise English l you l every day 

113 C you l make me l feel like l I l be part 1 of l family 
.............................................................................................................. b 1 D I l never l think l I l be able l speak l English l so well 
.............................................................................................................. F 

Para 2 - I really appreciate all your efforts that made 
my stay in your home a happy one. 

Para 3 - My trip to Britain has certainly improved my I 
English, too. 

.- - - 

c) Choose the most suitable phrase to complete the paragraph 
below. Which paragraph of the letter is this? 

I am writing to tell you that I have arrived home safely= 

........ ........ ........ (1) .A.. for (2) during my stay with you. (3) 1 (4) ( 

1 @ thank you both very much 
B say thanks a lot 
C express my gratitude to you 

2 A all the stuff you did 
B being so kind to me 
C the kindness you displayed 

3 A My visit was enjoyable at times, 
but 

B It was a wonderful experience 
which 

C I really had a great time, so 

4 A am sure I will always remember. 
B won't forget in a hurry! 
C shall always have unpleasant 

memories of the experience. 

d) Which of the phrases1 
sentences below would be 
suitable as closing remarks? 
Tick (J). 

A Thank you again for all your 
kindness. 

C ]  B Well, that's all my news. 

C My parents send their regards 
... and ask me to tell you that 

D Mum and Dad say "Hi". 
E By the way, why don't you come 

and stay with us here? 
F ... you will always be welcome 

guests if you would like to visit my 
country. 

G I would love to hear from you 
whenever you have time to 
write. 

H Drop me a line sometime, won't 
you? 

8 Read the rubric in Ex. 7 again. 
Write your letter (120-180 
words), using your answers 
from Ex. 7 to help you. You can 
use the letter in Ex. 3 as a 
model. 



1"'lT 5 rronsoctionol let ters 
m I Look at the advertisement on the right, and the notes below. Listen to the 

cassette and tick the points in the notes (A-K) which have been included in the 
letter. 

m] advert in Wessex Times, April 

m[ not much information in advert 

ACTIVITIES 
m bikes - hire, or bring my own? - - 

canoeing - qualified instructor? 

1 E l  I hiking- where?- with aguide? 
m[ any other activities oflered? 

CHARGES-BWKINGS, etc 
total cost - how much? 

charge per day, or per activity? 

accommodation available? 

necessary to book? 

REPLY 
write, or phone me - 0181-313-9480 I 

X,. 
I.' .-a .. "* . . . . 

a,, 4 ' V," -L 

Lynwoad 
Qutdoor 
I entre  

- - I .  h 

I' 
tters are letters which respond to written information. This information 

may be In the form of advertisements, letters, invitations, notes, etc, as well as visual 
prompts such as maps, drawings, etc. 

Transactional letters can be of any type e.g. letters of complaint, letters of apology, 
letters applying for a job, letters givinglasking for information, etc. 

: The style of writing can be formal, semi-formal or informal, depending on who you 
, .  m are writing to. 
I 
, 8' It is important to include all the factual information given in the rubric. You must qive 

, using your own words as much as poss~ble.- 

lbl - 6 i i n i i i  
' 

i ' d ) I s X ~ f o * ~  - -- - - - - . - - - -- 
sme Infmatbn, ur explainin the muMpmnw 

2 Read the rubric and underline the bey words, then answer questions 1-7. 

For more lnfonnatlon conta 

1 Who are you writing t 
2 Are you going to use 

idioms? short forms? 

You and two of your friends have decided to rent the cottage in the following 
advertisement. Read the advertisement and the notes you made after speaking 
'0 the owner. Then write a letter to a third friend, asking himiher to join you and 
giving him/her the information about the cottage and what you can do there. 

3 Why are you writing 



I 
Unit 5 Transactional letters 

3 a) Read the letter and complete the paragraph plan using the 
headings below. Has Sue's letter covered all the points in the 
rubric, advertisement and notes? Underline the ~ordslPhrases 
which refer to these points. 

persuade friend to join you information about cottage 

what the area offers 
$"hclude in your letter? Tick (J) . 
7 A information about sleeping 

space 
7 B cooking facilities 

3 C activities/sports in the area 

3 D description of the town 
7 E details of the sightsitourist 

attractions in the area 
7 F the best way to get there 
7 G how much the holiday will cost 
3 H an invitation for your friend to 

join you 
3 1 the telephone number of the 

owner 

J the dates you intend to go there 

6 Complete the sentences, as in the 
example. 

$.g. 1 There are only two bedrooms so 
we'll .... 
A put two beds in each 
@ have to share 

2 Ifyou join us, it's l50 each, which 
is a .... 
A bargain 
B fortune 

3 There are four bikes at the cottage 
which means that we can .... 
A visit the sports centre 
B get around easily 

4 We can rent the cottage from 15th 
to 21st August. So there 'S no need 
to wony about .... 
A the weather 
B the tourists 

1 What opening and closing remarks 
would you write? 

Dear Helen, .,l. , . :  45~$3~~4&$4b+i 
Hi! HOW are y o ~ ~  rm sorry I Raven? wrftteh-for ages, but I've 

been really busy. Anyway, I'm writing now to let  you know that 
Claire, jan and I have decided to rent a cottage in Dorset from 
15th to 21st August and we'd love it if you could join us. 

I asked the owner all about the cottage and it sounds great., 
The cottage has only got two bedrooms, so we'll hive tocare;' 
but the rooms are big with two beds in each. There3 also a 
large garden. It's only £200 a week - that3 f5O each, if you 
join us. In other words, it's a real bargain! . I 

S U 
There are lots of things to do in the area. We cart go horse- 

: 4 riding, and there's a sports centre not far away. There is slso 
, .E a market, a local museum and a e p a r k .  The owner sqs  

there are four bikes at the cottage which we can use, too, which 
L means we can get around easily. 

l really hope you decide to join us. It would be such fun ta 
go on holiday together, and the weather will probably be good 
at that time of the year, so r'm sure we'll all have a great time. 

C . well, that's all for now. Please write and let me know w soon a 
: g c [you've decided what you're going to do. Take care. 

Q 
' U  

Lots of love, 
1 Sue 
1 

Para 1 : Opening remarkslreason(s) for vmtmg 
. - -- 

Para 2: ........................................................................... 
............................................................................. 

Para 3: ............................................................................. p I 
i Para 4: ............................................................................. 

............................................................................. I 
Final Para: Closing remarks 

b) Replace the topic sentences in the main body paragraphs with 
other appropriate ones. 



Unit 5 Tlansaclional letters 

, . c ~ ~ I I ] ,  l ,Jl l l '  .q, 7 

1 1 1 1 1  I. : : d l  ' . 

S , To request information you can use direct or indirect questions. I-.? 
Direct questions are quite common in informal letters and often beg~n 

' 
" ' with a question word such as what, who, when, how, etc. 

e.g. What time will the patty finish? How far is the hotel from the beach? 
Most indirect auestions are formed with modals such as could. would. etc - ' 

and are normally used in semi-formal or formal letters. l'' 1 r'u' G '-'*. :;l 
4 t h d l < L  :.A< 

- e.g.IwouMbegrateTullnywcouldtdlmewhattimthe~willfinis~" 
Could you please let me know how far the hotel is from the beach? 

I You use iflwhether in an indirect question when there is no question word 
in the direct question. 

' - 1  e.g. Direct question: Do we need to bring our own food? ' - -. 
Indirect question: I WW like to h o w  I M s f h e r  we needto Mng our 

own food. I 

1 Read the questions below and say whether 
they are direct (D) or indirect (I). Then 
rewrite them, as in the examples. 

1 I am interested in finding out if there 
will be a ski instructor = I 

Be a ski instructor? 
2 Do I need to pay a deposit? = D 

I would like to know if I need to pay a 

,+@Ad you perhaps tell me how many tickets are available? 
....................................................................................................................... 

Q I would like to h o w  whether there are any facilities for young children. 
......................................................................................................................... 

5 What time does the play finish? 

6 Do you cater for vegetarians? 

7 1 would appreciate it if you could send me further information. 
..................................................................... 

8 Where exactly is the restaurant? 

9 Could you please let me know where the nearest train station is? 

10' Is the cost of equipment included in the price? , - .. ' l 
40 ....................................................................................................... : ................. 

5 Look at the extracts and t d 
notes (1-10) made about the 
Then, match the notes to 
sentences (a-j) opposite, as 
the example. 

A m  COLLEGE 
Reserve a place on one of our 

courses in photography 
FREE MKTERIKtS J 4) ‘do I bril 

No matter what you want to read, 
FULLSTOP BOOKSHOP 

\ will h d  it for you! 
SCHOOJI BOOIg IN ST 

HUGE SELECTION OF 



Unit 5 Tronsoctionol letters 

1 would appreciate it if you could let me know exactly how much the 7 a) Read the rubric below, then 
camp costs. answer the questions. 

m Is there anything I need to bring with me? 

Could you let me know the exact dates of your courses? 

Could you please tell me how many hours per day we will have lessons? Read the notes 

e( I'd like to know if there are classes every day. 

fl Do you have marine biology books? 

I would like to know if the competition takes place in the morning or the information given. 

afternoon. 

m I would be grateful if you could tell me how much the tickets cost. 

out whether you have any Portuguese books. 

you could let me know exactly how many 
students there are in each group. Iplace, da%, time (see above) - - 

a) Look at the following advertisement and write short questions 
about the underlined words/phrases, as in the example. 

,.g. l Which 
want to work abroad? countries? 

1 Should your letter: 
Nannies Around the World a give information? 

an international agency established1 
''''''''''m''''''m'''''' 

b ask for information? ........................ 
in 1980. We are give and ask for information? 

looking for vouna ~eoole 2 q h o  is going to read your letter. %LW bd ,My!.: %;, 
3 How well do you know theperson? 

........................ 4 

--Successful candidates will be ,4 
5 What opening and closing remarks 

........................ 
e i d e d  with suitable accommodatio~ 

should you write? 
........................ 

b) Write sentences using the 
notes given. ........................ 

........................ . Mm Maddox at 14A, Tissier Rd, Toronto, Ontario, Canada or e.g. place/&/time: The party will be held 
telephone 0770-37660 for further information. 'h the schod  ha^ on 1st J@ 

C__ from 8pm k, l lpm. 
\ 

8 Read the rubric in Ex. 7 again. 
Write your letter (120-180 
words), using your answers from 
Ex. 7 to help you. You can use 
the letter in Ex. 3 as a model. 
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