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Collins English for Life: Writing will help you to develop your writing skills in everyday life.

You can use Writing:
* as a self-study course
* assupplementary material on a general English course.

Writing consists of 20 units, divided into the following four sections:
* Section 1 Writing to share information
* Section 2 Writing to get things done
* Section 3 Writing for work and study
* Section 4 Writing for pleasure

Unit structure

To make things easy for you, each unit has a similar structure. We recommend that you do the
exercises in order when working through a unit. Each unit includes a selection from:

* A ’Getting started" section, which introduces the topic of the unit.
* A’Looking closely’ section to introduce the types of writing we will be looking at.

* ‘Language focus’ exercises that ask you to practise the language, grammar, styles and
techniques presented in ‘Looking closely’.

* ‘Writing clearly’ and ‘Get writing’ exercises that ask you to practise the language and
skills you have learned.

Other features

* There are boxed texts highlighted in green that give you extra information on ‘Clear
usage’ that will help you complete the unit.

* There are also ‘Useful tips’ and ‘Useful vocabulary and phrases’ boxes to help you
complete the writing exercises.

At the back of the book there are these useful documents:
* Useful phrases for writing formal and informal emails, invitations, reviews, etc.
* Information on sentence structure, punctuation and short forms.
* A checklist for proofreading your own writing.

* Aglossary which gives you definitions and example sentences for some of the difficult
words in the units. '

* An answer key which includes sample answers for all the questions in the book.

How to use this book

There are two ways to use this book:

1 Work through from units 1-20.

2 Choose from the Contents page the units that are most useful or interesting to you.

6 | Writing
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Language level
Writing has been written to help learners at A2 level and above (Elementary to Intermediate).

Other titles
Also available in the Collins English for Life series at A2 level: Reading, Speaking and Listening.

Available in the Collins English for Life series at B1 level: Reading, Speaking, Listening and
Writing.

How to improve your writing skills

Many students think writing is the hardest skill to learn, but this doesn‘t have to be true. Here
are some simple things to do to improve your writing:

1 Read as much as you can in English. Read books, newspapers, magazines, blogs, social
media — whatever you can find. Reading lots of different writing will introduce you to
new vocabulary and grammar.

2 Practise by writing as much as you can in English. Try writing simple things like lists in
English, then move to more complex things like blog posts. Don’t expect to be a great
writer straight away. Try to practise a little every day and you will soon get better.

3 Learn the rules of English grammar, sentence construction and punctuation. English is a
large and complex language, but learning the rules will help you with your writing. Doing
the exercises in this book is a good start!

What is ‘good’ writing?
Not everyone agrees what good writing is, but if you follow the list below, this should help
you decide if your writing is good or not:

1 Itis easy to understand. This is not the same as ‘boring’ or ‘simple’. Good writing can
include lots of different vocabulary and some complex sentences but still be easy to read.

2 Itis pleasurable (fun) to read. As well as being easy to read, good writing should ‘flow’.
This is hard to describe, but means you can follow the text easily without getting
confused; there are no gaps or strange sentences that make you stop to read twice and
you find yourself wanting to read more and more. Think of a time when you have read
something very quickly and can’t believe you have finished it already - that is writing
which flows.

3 Itisn't too long or too short. A 50-page list of instructions on how to turn on a TV is too
long; a five-word sentence to say why you want to apply to a course is too short. Good
writing will find the balance between being too long and too short.

4 It is communicative (it tells you something you didn’'t know before). All good writing
should communicate something. This might be facts, ideas, opinions or something else.

Introduction
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SHORT EMAILS

Getting started

1
2
3

How many emails do you send and receive each day?
Who do you write emails to?
What subjects do you read and write about?

Looking closely

1

2
3
4

Writing

Read the emails and answer the questions.

What does Lewis want?
What does Julie want?
Does Julie like comedy?

Does Julie like Thai food?

Hey Julie
I hope things are good with you.
What are you doing on Thursday night? I've got a spare ticket for a comedy show in Camden

— would you like to come? We could go out for dinner after the show. There's a nice Thai
restaurant near the market. Let me know if you're interested.

Speak soon

Lewis

Hi Lewis

How are you doing? Thanks for the invitation - I'd love to see some comedy with you. | don't
like Thai food, though. Why don’t we go for Italian instead?

See you Thursday!

Julie




UNIT 1| Short emails

Language focus

Read the phrases from the emails again. Mark the phrases for making a plan ‘P,
opening an email ‘O’, or closing an email ‘C".

1
2
3
4

How are you doing? ¢ 5 I'd love to see some comedy with you .......
Speak soon........ 6 Why don’t we go for Italian instead? .......
Would you like to come? ....... 7 | hope things are good with you .......

See you Thursday! .......

Useful vocabulary and phrases: making plans

Use these phrases to make plans Use these phrases to respond to a plan
and arrangements or arrangement

Would you like to go to the cinema? Yes, that sounds good.

How about watching a film? Yes, that sounds like fun.

Why don’t we play tennis? I'd love to!

We could visit the museum. Thanks. I'll see you there.

Let’s go out on Thursday. Sorry, I'm busy then.

Thanks but | have other plans.

Maybe another time?

Unjumble the phrases for making plans.

1

i B W M

Wednesday go the Let’s cinema on to Let's 20 to the clinema on Wednesday?
could football? We play

going How to Italian about restaurant? an

comedy? and some don't go Why we see

park? like work you to go the Would to after tomorrow

Writing clearly

Write a reply to each question in exercise 2, using the phrases from the box.

Imagine you are the person in each sentence. Write a sentence to make or respond
to a plan.

1

a Jack wants to go to the cinema on Saturday with Xiao Li and Adil.
Winl dow't We a0 te the clntnmd on SaEurdam?

b Xiao Liis too busy to go to the cinema on Saturday.
¢ Adil doesn’t want to go to the cinema on Saturday. He wants to go on Sunday.

a Orla would like to go to a Chinese restaurant on Monday with Kate.
b Kate wants to go to a Japanese restaurant instead.

Section 1| Writing to share information
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Language focus
0 Read the emails. Which email is formal? Which is informal?

Y A
Hey Jo, ! Dear Mikael,
What's up? Let's go out this weekend — maybe | | hope you are well.
see a film?
I'm writing to let you know that the date of
Speak soon! your next English class is now Monday 5th
June, not Tuesday 6th June.

Love,
Please let me know if you can still come.
Marta xx
Kind regards,
Betsy
hd v

o Mark these phrases ‘F’ for formal and ‘I’ for informal.

1 Hi/Hey 1 6 Love/Hugs/Kisses.......

2 Dear....... 7 Kind regards .......

3 What'sup?....... 8 x(=kiss).......

4 | hope you are well. ....... 9 Cheers........

5 Speak soon./See you soon........ 10 |look forward to hearing from you. .......

oful tips: o

e Use more contractions such as "What's up? Let’s go out’.
* Use informal greetings such as 'hi’ or 'hey’.

* Use informal endings such as ‘Cheers’ or ‘Speak soon'.
(For really informal emails you can end with the first letter of your name and /
or a ‘kiss’, e.g. ‘H. x’).

* Use shorter sentences and more informal grammar, e.g. missing out words in
a sentence: ‘Maybe (we could) see a film?'.

Writing clearly

o Write an opening phrase and closing phrase for an email to ...
1 vyour best friend 3 a friend you have met once or twice
2 vyour dad 4 your bank

10 | Writing



UNIT 1 | Short emails

9 This email has six punctuation problems. Find them and rewrite the email.

R

Hey Janet,

| How are you. If you re free tomorrow would you like to go to the cinema There's a nice new, Italian place
by the river. Maybe we could try it Let me know if you want to go.

A
Carrie

* Write in full sentences, and try not to use contractions.
¢ Don’t use slang or informal phrases.

* Use formal greetings, such as ‘Dear’. 'Hi’ is OK if you know the person you
are writing to.

e Use formal endings such as ‘All the best’ and ‘Kind regards’ or ‘Best regards’.

Get writing

o Write an informal email to arrange an evening out with a friend.
* Ask what he / she is doing next Thursday evening.
* Make a suggestion about something fun to do.
* Make a suggestion about somewhere to eat.
* Choose informal phrases to open and close your email.

o Write a formal email to your new English teacher to arrange a lesson. Include the
following:
* Ask if your teacher is available next Saturday.
* Suggest a time and place for the lesson.
¢ (Choose formal phrases to open and close your email.
¢ Be friendly and polite.

My review

| can tell the difference between formal and informal emails.
| can open an informal email.
| can close an informal email.

oo

| can write a short email to make a plan with a friend.

Section 1 | Writing to share information | 11



LONGER EMAILS

Getting started

1 What is your daily routine?
What activities do you do most days?

2 Does your daily routine sometimes change? How?
3 Who do you write your longest emails to?

Looking closely
o Read the email and answer the questions.

1 Who is sending the email? Who is receiving it?
2 What is the relationship between these two people?

3 What are some differences between Stan’s life in Edinburgh and his life in Toronto?

From stantheman92@funmail.org
To alekscicek@Ilswcorp.ca
Subject: Hello from Edinburgh!

Hi Aleks

This is my second week in Edinburgh — can you believe it? | love it here. I'm so happy | decided
to go to university in Scotland.

Life is very different here. | share a flat with two other students from my course. Each day | get
up around 7.30 and walk to the university. On the way | buy breakfast at my local café.
Everyone here eats sausages — they're nice, but not very healthy! At university | have classes all
morning. My classmates come from all over the world — there are lots of Chinese and Nigerian
people. We all eat lunch together in the canteen — usually sandwiches. In the afternoon | study
or go for a walk around town — there’s so much to see. In the evenings | go out with my
classmates, except on Fridays and Saturdays, when | wash dishes at an Italian restaurant. I'm
even learning some Italian!

I miss living at home, especially mom's cooking and your stupid jokes ©3 Living in
my own flat is great, but | don't like cleaning and doing the dishes. Edinburgh is very small
compared with Toronto, and it's cold, even in summer!

I miss you, little brother — write soon!

Take it easy ...

Stan

12 Writing



UNIT 2 | Longer emails

Language focus

Read Stan’s email again. Complete the table.

Stan’s daily routine in Edinburgh

Morning

Afternoon i

Evening |

| Fri / Sat evening

Useful vocabulary and phrases: daily activities

When you describe your daily activities use verbs in their infinitive form:
In the morning | get up, brush my teeth, have breakfast and go to work.
In the afternoon | have lunch, study and go shopping.

In the evening | go out (with my friends), go to the gym and have dinner.

When you describe another person’s daily activities, change the form of the verb:

Stan gets up ... He eats ... He goes out ...

Change these sentences to the first person (I go /| eat /| have, etc.).

1 He eats lunch at 1.00 p.m. 4 In the afternoon he goes to the gym.

2t Luntn Ot 1.00 .. 5 In the evening she works at the cinema.
2 She always gets up at 8.00 a.m. 6 In the evening he studies or watches
3 She works from 9 to 5. V.

Fill the gaps in each sentence.

1 Stan.................... (walk) to university every morning.

2 Stansfriends.................... (eat) sausages for breakfast.

3 loieiieeennn.... {go out) with my friends on Friday nights.

4 Wealways......oooovvieiinnnn {have) lunch in the school canteen.

5 Stan.................... (have} dinner at the Italian restaurant on Saturday evenings.

Complete the table with information about you and a friend or family member.

Your daily activities Your friend’s daily activities ‘
Mornings l'get up at ... He ¥ Sht gets up at ... !
Afternoons |
Evenings 1
Weekends

Section 1 | Writing to share information
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Use paragraphs to break up long pieces of text. Paragraphs make your writing
easier to read.

Start a new paragraph each time you change the subject, e.g. if your email is
about two different subjects, use one paragraph for each subject.

In an email, you can use very short paragraphs, especially to introduce and
close your email.

o Choose the best description of each paragraph from Stan's email.

1 The first paragraph ... a introduces the email.
2 The second paragraph ... b compares Toronto and Edinburgh.
3 The third paragraph ... ¢ describes Stan's daily routine.

e Read the text and mark where each new paragraph should start.

Wi Meem, Thanks For Sending me The book's — They look very interesting i
I'm having a levely Lime here in Granada. The weather is beawtifeed and
Spamsh pecple are very frendly. i&dﬁwfnj‘ Spamsh 15 easy, becauSe no one
want's to speak English! Let me Lell you aboutd a bypical day here. I get
up @ 9am and have cotffee and pastries for breakfast. Then Inés, ruy
Span'sh Leacher, comes Co ry house and gves me a lesson. I e lunch

in a cate near ry apartment. Then I have a Siesta — that's the time in the
aflernoon when Spansh pecple Sleep or relax. Most of the shops close

for  few foers. Tn 2he eu’e&)ﬂ In-rmz.‘m}/ﬁ-:lym‘ Jar:gearﬂa.re fﬂffc:\l'-_ga
for a walk. te sometimes go oud for tgpas. Spamsh pecple eat very lat'e.
Sometimes I dont go home wtil 1am! You and Dad should come and visit

rie here. You can stay with Jorge 's parents. Il even teach yoi some
Spansh!
L owve Eﬁﬁef/‘?

Writing clearly
o Practise writing paragraphs.

1
2
3
4

14 | Writing

Write a short paragraph (1-2 sentences) to start an email to a friend in a different country.
Write a paragraph (20-30 words) about your typical morning activities.
Write a paragraph (40-50 words) about a colleague. Describe his or her daily activities.

Write a short paragraph (1-2 sentences) to close an email to your friend.



UNIT 2 | Longer emails

Your emails will be easier to read if you use:

a full stop [.] at the end of every sentence.

a comma [,] to break up clauses in a long sentence.

* a question mark [?] at the end of a question.

* an exclamation mark [!] for excitement about something (but not too often).
* an apostrophe ['] for a contraction (e.g. I'm) or possession (e.g. Stan’s job).

e adash [-] to connect two ideas or give more information.

Language focus
Add punctuation to these sentences.
1 |'miss you 4 Often Peter my friend goes fishing

2 Every day | go to the gym 5 |love Paris its amazing
3 Can you believe Ive been in Rio for two months now

Get writing
Write an email to someone in your family. Describe your daily activities.

» Start with a short introduction. Say something nice about where you live.
¢ In the next paragraph, describe your daily activities.

e Say what you do at different times of day, what you eat and who you see.
¢ Close your email. Say something nice to your family member.

Useful vocabulary and phrases: writing home

Hi / Hey How are you? | hope you're well.

Let me tell you about ... Let me describe my daily routine ...
Every day | ..., Sometimes | ..., | always ... In the morning / afternoon / evening, | ...
Life is very different here. I'm having a great time.

| miss you. / Wish you were here! Love / Hugs / Kisses

My review

| can use paragraphs to break up text.
| can choose the right verbs to talk about daily activities.
| can use punctuation correctly.

cooQ

| can write an email with 2-3 paragraphs to describe my daily life.

Section 1 | Writing to share information | 15



POSTCARDS

Getting started

1 Where was the last place you went on holiday?
2 What did you do there? Did you have a good time?
3 Have you ever sent a postcard? Who to?

Looking closely
o Read the postcard below and answer the questions.
1 Who is the postcard from? 3 Which activities has Rosie done?

2 Who is the postcard to? 4 \What will Rosie do tomorrow?

o Label the postcard with the words in the box.

| address stamp P5: greeting signature . message
1 . T
2 - [ ——
3 R

¥ Eve ryone 1

I r‘fﬂr’f‘tﬁ P f.::v.gfy tiate \/?E.h!_ T he 4
wedher 15 amazing — 2 5 3o Aot'!

On '?'}'.re\fa’@/ L went 2o see the pyrasuds.
Mymre S Aot _?‘; I tock /ots of

2 photos for you, I Aad a rde on a
camel oo — fﬁax‘ was scary! Yesterday
I a/se cwalfed arewund Care and ae Some
deliciows Food & a Street sarket.

T antorraew ot qovng o Fake 4 oretise R s
dowwn the Nile on a sma// Soat. Tm So JG’ pﬁ'f’ff-* Kristine & Lee >
excited — 25 ﬂa'ﬁ Yo be Funtastio !

213 Sowersby Park, ialthamston

s h Vel eoere ! Herel

Lot's of love, Kosie xxx 3

6| P.S. Kemermber o teed s 3:;:’&1‘76}?.’ K
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UNIT 3 | Postcards

Language focus

o Read the sentences from postcards. Mark each phrase ‘P* for talking about the past,
‘F* for talking about the future, or ‘T’ for typical postcard phrases.

Wish you were here! T
On Tuesday | went to see the pyramids. ...
I'm having a lovely time! ..
Tomorrow I'm going to go on a cruise.

We're going to visit the Prado Museum. ...
We saw the most beautiful sunset!

The weather is great!

Miss you!

0 00 N ;Y U AR W N =

We ate at a great restaurant last night.

-
o

We went diving and saw an octopus.

e Complete the postcard text with phrases from the box.

— :
i Wish you were here! wenttosee ate weatheris goingto Seeyou greattime

)E!"r MJSZ‘}/

T T B s s a0 AT A in Kome — Che
............................................................ maz:’»g*’

YESZ‘GP'G’(JJ; = . The Trevi fowumtan. I was
rec/iy/ beacets -.Q{;" In he ev’emrﬁ I sz:zrm’ e fa/e.-"y little restactrant and
............................................................ oo much pizzal

O T oo G S e e visit 2he Vadican.

Jeve, Trev

Ps. T 50:13}71‘ vou a lovely present g

Language note

A postscript is a short message you can write at the very end of a postcard or
letter. Write 'P.S.’ (the short form of 'postscript’) and then your message.

Section 1 | Writing to share information



Clear usage: simple past tense

We use postcards to tell our friends and family about the things we have done on
holiday. We usually use the simple past tense. To form the simple past tense, use

subject + main verb in the past tense.
We visited the pyramids.
We saw the most beautiful sunset!

o Read the postcard. Underline the verbs in the simple past tense.

Dear 54{}/, J&C»{'ﬁ'e and Mia

e are f?m«’:rg a ewonderdfiid Tine in #anj
Kbng,

Y-E.:?Z‘era'@/ e Took the Star FE-:—ry Zo

'?Tssm Sha Tsee and coent Shoppi
bouglit a jade neckiace and chpargaa

a S i{;' Jﬁrrf f.ﬁjf i e qfe 1h G f-n:/

restastrant — the food was defliciows!

T omorrow we re to visit ﬂ:’;ﬂpy
Vafqu lo coi@cah L;ja Se raac‘: . Then
e re 3«:';#5 To eql' dinr Scint.

e riss you!

Lats of love

Meama and Papa >x

C;W 3 J:'V_‘af?e '& M;ﬂ

Iy Portland Place, Lslington

London, M 2%

K

e Match the sentence halves.
1 Yesterday we ate

2 We saw

3 Lisa bought a beautiful
4 |visited the

5 We took

e Fill the gaps in these sentences.

o n o o

some lions and tigers in the zoo.
British Museum.

some delicious seafood.

scarf in the market.

the ferry to Hong Kong Island.

We gte  (eat) noodles at a Japanese restaurant.
2 Patrick ...........ooonil {climb) the mountainand .................... (see) a snake.
3 We.......coooeeeee. visit) the British Museum and.................... (see) the exhibition.
4 |..ooooevnnnnn.. (take) abus to.................... (visit) the Tower of London.
5 VYesterdayl....................(go) to the marketand .................... (buy) a silk scarf.

18 | Writing




UNIT 3 | Postcards

Clear usage: ‘going to’ for future

When you want to write about plans in the future, use ‘going to'.

I'm going to visit the Louvre tomorrow. We’re going to fly to Laos on Monday.
You can change ‘going to go’ to ‘going’.

I'm going to the market tomorrow. She’s going to Kowloon to buy a scarf.

Correct the mistakes in these sentences.
1 We're go to eat at a French restaurant.

2 |I'm go to go to the cinema this evening.

3 | think | going to like Cairo.

4 \We're going to visited the museum tomorrow.

Get writing

Read your holiday plan. Today is Day 3 of your holiday. Follow the instructions
and write sentences for a postcard home.

Holiday o London:

Day 1: Bus to Buckingham Palace
Day 2: fyesferd@/) French restacerant
_ZJay 3: € fada/) Sﬁﬂffﬂbg

Day 4 (Fomorrow) British Musecmn

1 Write a sentence about Day 1. 3 Write a sentence about Day 3.
2 Write a sentence about Day 2. 4 Write a sentence about Day 4.

Use the sentences you wrote in exercise 1 to write a postcard to a friend.

¢ Start with a greeting and a sentence about where you are and what the weather is like.

* Write about three things you have already done. Use the simple past tense.
* Write a sentence about something you are going to do.

e Write a sentence to close your postcard.

* Write the address.

= \Write a postscript (P.S.)

My review

| can identify the main parts of a postcard.

| can write about activities in the simple past tense.
| can write about plans using ‘going to’.

| can write a postcard describing a holiday or trip.

oooC

Section 1 | Writing to share information
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TEXT MESSAGES

Getting started

1 How many text messages do you send and receive each day?
2 Who do you send text messages to?
3 What do you text about?

Looking closely

@h Read the text messages and answer the
questions.

1 Where is Joanne?

Liiad - . Joanne:
2 What is the problem? At the restaurant. Where r u?

me:
Huh? I'm at home. Thought we
were meeting at 77

e Match these parts of the text messages to dcanni:. :
. . 7! No. I'm sure we said 6.
their meaning.

3 What does Dee suggest to solve the problem?

me:
Check ur calendar!

1 ru a seven o'clock Joanne:
: Oh no! | got the time wrong.
2 ? b |JFT1 Sad .l‘.r dlS&ppOIﬂtEﬂ Sorr}rl @ %an U come now?g
i me:
3 wur ¢ laughing out loud I'll be there in 15 mins. Why don‘t
¥ u order now? I'll have the chicken!
4 A d y'm” Joanne:
LOL! Thanks Dee! C u soon!
5 u e seeyou —
{_ Type message herg
6 cu f you
7 LOL g areyou

Language note

A text / text message (or SMS) is a short message sent from one mobile phone
to another. Use these phrases to talk about texting:

Send me a text / SMS.
Text me later. / I'll text you later.

| sent you a text / an SMS. Did you get it?

20  Writing



UNIT 4 | Text messages

Language focus

Read the text messages on page 20 again. Underline the phrase that Dee uses to
make a suggestion.

Useful vocabulary and phrases: changing your plans

Use these phrases to make a suggestion

Why don't we go to another restaurant? Shall we try another restaurant?
How about meeting on Wednesday? Perhaps we could stay at home?
Let’s go to the park. Maybe we should go out?

If you are changing from one plan to another, you can use the word ‘instead’

Why don't we watch TV instead? Let's go to an Indian restaurant instead.

Unjumble the sentences for making suggestions.
1 instead? Why we cinema to go don't the

2 another watch film? we Shall

3 togo Japanese a instead. restaurant Let’s

4

about Wednesday? How tennis playing on

Write a sentence to make a suggestion for each situation.

1 You and a friend want to eat at a restaurant. You suggest Indian food, but he does not
like Indian food.

Your friend wants to watch some comedy, but you prefer watching films.
Your friend takes you to the swimming pool, but it is closed today.

You and your flatmate made a plan to go the the park, but it is raining now.

v b w N

Your friend wants to see a film at the local cinema. When you get there, all the tickets for
that film are gone.

Useful tips:

To save time when you are texting, use text speak to shorten words:

C u soon = See you soon. Where r u? = Where are you? 15 mins = 15 minutes
2nite = tonight Gr8 = great Thx = Thanks NP = No problem h8 = hate
BTW = by the way

Sometimes we |leave out all the vowels (and some consonants) to shorten words:
cd = could
Use emoticons to show how you are feeling:

:) = smiling / happy :( = sad / disappointed ;) = funny / joking

Section 1 | Writing to share information
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Looking closely
o Read the texts. Underline the text speak and write down what it means.

| Hi Matt. It's raining. U still ) .
want 2 play tennis? G 1 Po youl st coan? do fr?f(y dennis?
:|{ | want 2 play tennis, but not

in the rain. What shd we do
instead?

How about the gym?

Mo. | hB th-e gym!

[Maybe we cd stay in and
watch football instead?

GrB! I'll order pizza. 3)

[ Thx. € u later!

(Type message here

Language note

In texts, you can miss out some of the words in a sentence to save time.
At the restaurant. =/ am at the restaurant. Sorry. = | am sorry.

You can miss out verbs like ‘do’ and ‘have’ from the start of a question.
U still want 2 play tennis? = Do you still want to play tennis?

U got a ticket 4 the concert? = Have you got a ticket for the concert?

e Practise making these sentences shorter. Use text speak and miss out words.
1 Have you got any food for dinner? 4 Do you want to go to the gym tonight?
2 | can’'t come out tonight. I'm too busy. 5 That's great! I'll bring something to

3 I'msorry. | thought we were meeting drink.

at 9 o'clock.

Useful vocabulary and phrases: making suggestions

Lets... Maybe we could / should ...
How about ...? Maybe we could ... instead.
Why don't we ...? If you like, we could ...

22 | Writing



UNIT 4 | Text messages

Language focus

Circle the correct answer (note: sometimes both answers are correct).

1 [I'll be there at/in ten minutes. 4 |I'mat/in the party.

2 Are you at/ in the cinema? 5 Are we meeting at/in 7.307
3 Seeyou at/in the café at/in 30 minutes.

Clear usage: prepositions of time and place

Use ‘at’ to talk about time and place.

Let's meet at 7. See you at 10.30. Are we meeting at the restaurant?
Use ‘in’ to talk about places you can go inside.

I’'m in the car park / restaurant / swimming pool.

Use ‘in + time’ to talk about how long you will take to do something.
I'll be ready in 15 minutes. We'll be there in an hour.

Get writing
Write text messages to suggest plans for each situation.
1 You want to take a friend to the cinema tonight.

3 It's a beautiful day. You and your friend both like playing tennis.

Write text messages to answer each text below. Suggest a change in plans.

1 There are no tickets for the cinema 2nite! :(

2 Italian food sounds good, but I'm on a diet (

My review

| can understand simple text messages.
| can use text speak and emoticons.
| can make a suggestion for changing a plan.

EiE N

| can write text messages to make and change arrangements.
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SHARING NEWS ONLINE

Getting started

1 Who do you like to chat with online?
2 What messaging service do you use?
3 What's the longest conversation you've ever had online?

Looking closely

o Read the conversation and answer the questions.
1 What does Elodie want Pete to do? 3 What does Pete agree to do?
2 Why can’'t Pete come out?

ec6e O ® O O [ =

Add Tl:-lpi_l_: Profile Call Send File

Elodie: Hey Pete. Got 5 mins?

{ 17:05:37 )
Pete: Sure. What's up?
— [ 17:05:46 )
Elodie: Pia and | are going out after work. Want to join us?
{ 17:05:52 )
Pete: Where r u going?
—{ 17:05:5H8
Elodie: Probably the George for drinks. Maybe we could go to PJ's for food
later? You should come - it’ll be fun!
e (e
Pete: I'd love to, but | have to finish my work. I've got lots to do!
Elodie: Butit's 5! You should come out and have some fun - you work too
hard!
——— —— 17:06:21
Pete: Well ... | suppose | could come out for dinner. Why don‘t | meet you
at PJ's at 87
— —{17:06:35
Elodie: Gr8!:) See u there!
Pete; Cool, c u later!
-

e Read the sentences from the conversation. Mark them ‘S’ for making a suggestion,
‘O’ for expressing an obligation (something it is a good idea for you to do), or ‘SO’
for expressing a strong obligation (something it is very important for you to do).

1 Maybe we could go to PJ's for food 4 You should come out and have some
later? <= ;111 R

2 You should come ... ....... 5 Why don’t | meet you at PJ's at 87

3 ... I have to finish my work. .......
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UNIT 5 | Sharing news online

Language note

When you greet people online, use the same language as for texting or
writing informal emails:

Hey / Hi | Hello How’re you? How’s it going?
How're things?

Don't use formal language like ‘Dear ..., but it is polite to check if your friend
or colleague is free to talk.

Are you free right now? Have you got 5 minutes?

Clear usage: expressing obligation and necessity

For very strong (100%) obligation, use ‘must’ and ‘have to'.

You must visit your grandma more often. | have to work late this evening.
For weaker obligation (50%), use ‘should’.

You should come out more often. | should stop eating so much chocolate.

Language focus

Complete the conversation with *should’, ‘must’ or ‘have to’.

Kerry: Hey Phil, my boss says | 1 .......Nave ko work late today. :( | don't
think | can come to the party — sorry!

Phil: Butyou 2 ...........c..ccenueueeee.e.. cOmel! It won't be any fun without you! :i
Kerry: But everyone else in my office 3 ......................... work late. They'll be angry H
if | get to leave early. x
Phil: 1 think you 4 ........................... talk to your boss. Tell her this is important. ]
Kerry: What do you think | 5 ........ccccovrnierunne say? :
Phil: Tell her it's your brother's birthday party and you 6 ............cccceuuveeeee. gO. éf
Kerry: You're right. 1 7 ...........e0evneneeee.... Stand up for myself. Wish me luck! ,1

Read the explanation, then complete each sentence with ‘mustn‘t’ or ‘don’t have to'.

The negative of ‘must’ is ‘must not / mustn't’. It expresses a strong negative obligation. The
negative of 'have to’ is ‘don’t have to'. It means that you don't have to do something, but
you can still do it if you want to.

YOU ........ueene....... be rude to your boss. You could lose your job!
lereerriieennnenn... work late on Fridays, but sometimes | do anyway.
We should go away this weekend. I .................... work on Saturday.

YOU ...c.uvveeeeeee... lose this key — it's the only one | have.

[ T e T R

Ed is such a nice guy. He .................... see his grandma so often, but he visits her every
weekend.

Section 1 | Writing to share information
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Read the conversation. Underline the phrases for sharing news.

Miriam: Hi Rasmus. Are you free to talk?

Rasmus: Hey Miriam. I'm free. What's up?

Miriam: You won't believe this, but Keira and Jack are having a baby!
Rasmus: OMG!!!! Wow! That's amazing news :) Who told you?

Miriam: Keira told me last night. She also said that it's going to be a girl!
Rasmus: How exciting! I'll send them a card. Oh, I've got some news too.
Miriam: Really? What is it?

Rasmus: I've got a new job!

Miriam: Wow! That's amazing! Congratulations! Let's go out tonight to celebrate ...

Useful vocabulary and phrases: sharing news

Use these phrases to share news Use these phrases to react to news
Sarah said that ... OMG! (= Oh my gosh). Wow! Really?
| heard that ... That's great / amazing / shocking /
Did you know that ...? terrible!

Did you hear about ...? Congratulations! (if news is good)

Use these phrases to share unusual or 'm so sorry to hear that. (if news is bad)
exciting news
You won't believe this, but ...

I've got some (exciting) news.

Writing clearly

Use the phrases from the Useful vocabulary box to share some news. Follow the
instructions below.

1 Tell your friend that you have a new job.
2 Tell your friend that two people he / she knows are getting married.
3 Tell your friend that you didn’t get the job you wanted.

4 Tell your friend that you are moving to another country.

5 Tell your friend that someone you both know has lost his / her job.

Now write a response to each sentence you wrote in exercise 1.

Example: You wown't believe this, but 1've oot o new job! / reallyy? That's areat!
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UNIT 5 | Sharing news online

Useful vocabulary and phrases: closing a conversation

Use these phrases to pause an online chat (e.g. if you need to do something else)

Sorry, | have to take a call. Just a second.
Ill be back in a minute. / BRB (= be right back)

To close (finish) a conversation politely use one of these phrases

Sorry, but I've got to go now. / I'd love to talk more, but | have to go.

It was nice chatting to you.

Let's talk again soon.

Language focus

Use the phrases from the Useful vocabulary box to close the conversations.
Remember to be polite.

1 | Mia: The party was fun, and everyone wanted to know about my new job. ‘
T ——————— 'v
2 | Simon: Work’s been really busy. | have so much to do before Friday! :|
IO oo st s s B o A o SRR B B S gri'
3 | Sophia: I'm having a great time in Spain. You'd love it. How are you anyway? "'I
B . ettt et e e e e et e e ba e s e b atsab e b 'I
Get writing

Write responses to these sentences.

1

Vi B WM

Hey, what's up. Are you free to talk?
They are going to get married!
Anne told me that she lost her job!
I'll be back in a minute.

I'd love to talk mare, but | have to go.

My review

| can greet friends online and end a conversation.

| can use ‘should’, ‘must’ and 'have to' to express obligation.
| can use different phrases to share and respond to news.

| can chat with friends online.

cooo
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FILLING IN FORMS

Getting started

1 When was the last time you filled in a form?

2 Where do you normally have to fill in forms?

3 What's the most important form you've ever had to fill in?

Looking closely

o When you move to a new city, you often have to fill in forms to register for new
services. Circle the places where you usually have to fill in forms.

doctor's surgery clothes shop supermarket
pizza restaurant gym bank

school / college dentist work

library hairdresser

e Read the form and answer the questions.
1 What is the first name of the person filling in the form?
2 Is the person filling in the form a man or a woman?

3 Why is the person filling in the form?

Fairside GP Clinic
New Patient Registration Form

Personal information Title:@Ms!Mrser Gender: M) Dateof Birth: L_L_J Q14| |
DD MM YY

FstNamesLLELELZ VLA 0 1 0 L & L0 10 1 & 1 1 1§ 1§11

MiddleName: L1+ | ¢ 1 ¢ ¢ ¢ ¢ v ¢ ¢ ¢ & & 1 v 1 & 119

CasENameskaleslu Aty ) G e e Gl il e e S R e e e ] e e ]

Primary language: English Nationality: ______ Marital status: m married

Contact information Home Address:

HousefFlatno: LL 141 | Istreett CY1A 121 E 1N 1S\TI\R1E1E17) | 11
Town/Gity: L1 L L L 1 1 1 1 1 1 1 JPostcede:l L L | | 1 1 |
Email address: LL |- 1e A7 15101411 L1E£1€12151 . 1A1C 1. 1911451

Home tel: _ Q12 343 ¥56 Mobile tel: ‘ﬁﬁ
F
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UNIT 6 | Filling in forms

Complete the missing information in the form using words and numbers from the

box below.
14 LEEDS ANNE British
WATSON 89 L2 3SD 097865643321

Language note

Most forms will ask you for your personal details first. These include:

Title (e.g. Miss, Mr, Mrs, Dr)

First name (e.g. Anna, Xue, Megumi, Cristian)

Second / Family name / Surname (e.g. Smith, Wang, Villa-Lopez)
Date of Birth / DOB (the day, month and year of your birthday)
Gender (i.e. male or female)

Language focus

Answer the questions with your personal details.

1

2
3
4
5

What is your full name and title?

What is your surname?
What is your full date of birth?

What is your year of birth?

What is your gender?

Language note

Most forms will also ask you for your contact details. These include:

Your address (house / flat number, street, town / city, postcode).
Your email address
Your telephone number (mobile, home, work), often shortened to Tel. No.".

Some forms will ask for details of your ‘Emergency Contact Person or Next
of Kin’. This is someone close to you (like your husband / wife, partner or
parent).

Answer the questions with your contact information.

1

2 What is the name of your street?

3 What town / city do you live in?

What is your flat / house number? 4 What is your postcode?

5 What is your email address?

6 Who is your emergency contact person?

Section 2 | Writing to get things done
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Language note

Most forms need your signature at the end. This is because the information
you write in a form is very important.

If you give false or incorrect information, it could cause problems. When you
sign a form, you are promising that the information is true and correct. This
part of the form is legal, and is called the ‘declaration’.

Looking closely

o Read the declaration on this form. Answer the questions.

| certify that the information | have given in this form is true and complete.

PRINT NAME SIGNATURE DATE

SAMuE]. P 5. Fhidlep) nJo1/13

What does the signature say?
What is the full name of the person signing the form?
What is the date?

BOwW N -

What does 'certify’ mean?

Clear usage: form language

Some forms ask you to ‘write in block capitals / caps’. This means write in upper case
letters.

MR JACEK WOZNIAK

‘Circle the answer that applies to you' means draw a circle around the correct answer /
word.

(male/ female

‘Cross out the answer that does not apply to you' means draw a line through the
incorrect answer / word.

male [/ femate

Some common abbreviations on forms are:

DOB = date of birth m / f = male / female

no. = number n/a = not applicable or not available

tel. = telephone
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UNIT 6 | Filling in forms

Language focus

Follow the instructions.

1 Write your surname in block capitals.

2 Circle the answer that applies to you. male / female

3 Cross out the answer that does not apply to you. male / female
4

What is your tel. no.?

Get writing

Complete the form with Lucie’s personal details and contact details.
ST .. o)
I'm Lucie Clarke. | was born on July 5th 1986. | 2\

=4

| live in Bristol, at 27 Park Place, BR3 2XF. \
I'm not married. r
My email is l.clarke@freemail.org |

.J/

Personal details:

Title: Last name:

First name:

DOB: / / Gender: ________ Marital status:

Contact details:

House number: Street:

Town: — Postcode: —_ Email address:

Now practise filling out your details on two different forms.

¢ Go online and search for ‘library registration form' and ‘new patient registration form’.
Print out one example of each.

e Fill in your personal and contact details.

* Write your signature and the date.

My review

I can fill in a form with my personal details.

| can understand the legal importance of a form and write my signature correctly.
| can answer extended questions on a form.

| can complete a variety of different forms.

D000
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‘TO DO’ LISTS

Getting started

1 Do you write lists? What for?
2 Do you write lists by hand or type them?
3 How do you show you have finished something on your list?

Looking closely
o Read the lists. Fill the gaps with words from the box.

[ answer send read buy pick up tidy meet

“To do’ List Monday 17 June

* Go to supermarket
1

- £99s
- cevenl

- washing powder
- Iﬂivthdat] carg

T e e L I e e blrthdmd card to Mikee
. 3 Jmc,}zet from drg cleaner

o TFRRE-SH-EO-DHAGE-

Y B e e e Vo

To do items: Fri rch

Read and 5.......viiinmnmnminnaass. emails
o B s N AraR S Tepors

Call Alan

Make coffee for 11 a.m. meeting

* T e neneaneeeeeeenennns JESSIE @Nd Phil for lunch
Write office blog

Tidy desk

N RR KK

-
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UNIT 7 | ‘To do’ lists

Answer the questions.

1 What is each list for?

2 What is different about the two lists?

3 What tasks has the writer of the first list completed?
4

What tasks has the writer of the second list not completed?

Clear usage: imperatives

Use imperatives to give orders and instructions, or to write tasks in a list.

Imperatives are verbs in their base form. For example: give, buy, pick up, meet, read.
Pick up dry cleaning.

Buy flowers for Suzanne.

Read emails.

Language focus
Circle the correct verb in each sentence.

1 Meet / See Alessandro for lunch. 6 Go to/ Pick up meeting.
2 Buy/ Pick up dry cleaning. 7 Meet / Write report.

3 Give/ Tidy the house. 8 Call/ Give Andy.

4 Buy/ Read emails. 9 Give /Do the washing up.
5 Make / Send coffee. 10 Buy/ Make eggs.

Clear usage: content and function words

Content words are the most important words in a sentence. They give us the
meaning. They include nouns, verbs and adjectives.

Read these emails and answer the telephone.

Function words are less important. When you write a list, you can usually miss out the
function words.

Read these emails and answer the telephone.
Read emails. Answer telephone.

Read these sentences. Underline the function words.
1 Visit the supermarket and buy some eggs.

2 Please pick up the dry cleaning.

3 Call Michaela, about the party.

4 Read the report and make notes on it.

5 Buy Max a birthday card and send it.

Section 2 | Writing to get things done
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9 Use one of the following function words in each gap. In some gaps, more than
one answer is possible.

[ on at the some to
1 Please make.......... coffee before.......... meeting.
2 Buycereal at.......... supermarket.
T 0|« —— dry cleaning when you are in town.
4 Go to the meeting.......... Thursday.
5 Send the email .......... Jane.
6 ... meetingstarts.......... 11.30 a.m.
7 Take.......... notes when you are in........... meeting.
8 Do washing up and tidy.......... house.
Writing clearly

o Rewrite the sentences from exercise 2 on Page 33 as tasks on a list.

o Rewrite these long sentences as tasks on a list.

T Mouse.

1

2
3
4
5

s

Tidy the bedrooms, the living room and the bathroom.

Please take the car to the garage.

Please talk to Bradley on the telephone this afterncon.

At the meeting, please make some coffee and take some notes.

Please buy some eggs, some cereal and a pizza when you are at the supermarket.

When you write a list:

34 | Writing

Put the most important tasks first or highlight them with an asterisk (*).

Use list software on your phone so you can read and write lists wherever you
are.

Use different lists for different tasks, e.g. one for everyday tasks, one for work,
one for school.

Use bullet points for main tasks and sub bullet points for smaller tasks (e.g. the
first list on page 32).



UNIT 7 | ‘To do’ lists

Looking closely
o Read the list and answer the questions.

Mu o do’ List - Satuwrdau.

—r

s Go to shopping centre
*  » Buy new dress for party
o Sehehoesfixed™

¢ Buy gift for Sandra v

* &

o Bl cavd?
L

o Meet Joe + Alix for lunch 12.30 v

* Buy wrapping paper for gift

1 What is the most important task on the 4 What task is the writer not sure about?
list?

5 What tasks has the writer completed?
2 What is the second most important task
on the list?

3 What task does the writer decide isn't
important?

Get writing

o Imagine you are writing the list in exercise 1 on Saturday morning. Use the
bullets to rewrite it in a more organised style.

* Put the most important tasks first.

* Use sub-bullets for the tasks that involve shopping.

o Write two lists.
1 Write a list of everyday tasks you need to complete this week.
2 Write a list of tasks you need to complete at work or at school this week.
* Use bullet points and sub bullet points.
e Put the most important tasks first.

e Use imperatives.

My review

| can recognise a 'to do’ list.
| can use imperatives to write tasks in a list.
| can write a ‘to do’ list for everyday tasks.

ool

| can write a 'to do’ list for school / work tasks.
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INVITATIONS AND
DIRECTIONS

Getting started

1 When was the last time you organised a party?
2 Who did you invite?

3 How did you invite your guests?

Looking closely
o Read both invitations. Answer the questions.

1 What is special about Marie’s birthday party?

2 What instructions do the guests at Marie's party have?
3 Who is organising the party for James?
4

What do James's colleagues need to do by 31st August?

3 Hawksby. After 5 years, James is leaving us

Pg!é[{!& 1' You are invited to a leaving party for James
TO BE

e for a new job in London. Join us at 5 p.m. on
Thursday 3rd September for tea and cake in
the conference room, where we will wish
on w zist July James good luck in his new job.
at Susanne & Tobias's flat
: th’j:fr'_ :"\ :F‘j 38D Please give your money for James's leaving
gift to Christine by 31st August.

at a SURPRISE birthday
party for Marie

30 p.mi.

S5am Rogers
General Manager

Remember: this is a surprise party

Flease don't tell Marie about it

Useful vocabulary and phrases: invitations

You are invited to .... I'm having a party!

Please join us at ... We're moving house!
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UNIT 8 | Invitations and directions

Language focus
o Unjumble the invitations.
celebration. at our join Please us wedding Please joln us at owr wedding celebration.
birthday invited to are Louise’s party. You
an party. having engagement are We
leaving I'm party. a having

birthday 30th me Please at join my party.

=2 B L Y

I'm on November. dinner having Please party a 29th come.

o Fill the gaps with words from the box.

[ birthday married invitation invited housewarming
1 Youare.................... 1o Grace and Alex’s flat party.
2 Didyougetan.................... to his leaving party?
3 Please come to my 25th.........cocvvereeen party.
4 Siri and Karl are getting ..................... You're invited!
5 Please cometoour.................... party at 28 Chester Street.

Clear usage: invitation verbs

Please join us at ... Please come to ...
Please arrive at /by ... Please bring ...

e Match the events to their descriptions.

1 engagement party a when a baby is named

2 christening b an event we hold when someone dies

3 housewarming party ¢ when two people agree to get married.

4 funeral d a celebration for when someone stops working
5 retirement party e when someone moves into a new house

o Circle the correct word in each sentence.
1 We are having a housewarming / christening for our new baby daughter.

The engagement / funeral of Alice Martin will be held on 6th May.

2
3 You are invited to a retirement / housewarming party for Jo Hall, who is leaving us.
4 Please join us at our engagement / christening party. Love, Matt and Rebecca

5

Join us at 25 Kirke Avenue for our funeral / housewarming party.
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Writing clearly

° Write a sentence inviting people to these events.

1- Your next birthday party. 3 A leaving party for your colleague.
2 A surprise birthday party for your 4 A surprise retirement party for your
friend. colleague.

Language focus
o Read the directions to a housewarming party. Mark the party on the map.

Hi Everyone

We are looking forward to seeing you at our housewarming party tonight.
The easiest way to get to our house is by train. Come out of the train station,
turn right and go straight along Acorn Road. Turn left at Roseberry Avenue.
Our house is Number 7, on the right, opposite the park.

See you soon!

Mary and Tim

9-0?‘0 @l
vd

Acorn
Park

SIMop,
MeLyiLLE

Library

ACORN ROAD

_,,--—""—___—_ Train station

Useful vocabulary and phrases: giving directions
Go straight along/on ... Cross the road / street.

Turn left at ... Our house is on the right.
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Get writing

UNIT 8 | Invitations and directions

Look at the map below and complete the directions with language from the

Useful vocabulary box.

10(|8]|6]]|4]|2 E “w
S
Train o
gll7zlisll3!]1 station ﬁ% g
oN| =
DALE STREET = g
[a Ij.
5 5
1wjlells||la]|2(8 =
= N
—
[V 8]
9 7 5 3 1 =
PARK STREET
GEORGE ROAD
1 5 7 9
10([|&8|]|6]]j4]]|2
1 Train station to 7 Park Street: Go....................along Elm Row and turn ....................
onto Park Street. Number 7 is.................... the library.

2 Train station to 5 Dale Street: Cross the street and turn left. Turn right onto Dale Street.

MumberSisonthe.....................

3 Train station to Joe’s Pizzeria: Turn leftand .................... along Elm Row. Turn
ceeernnerninernneens OMEO Lieennnnn........ Street, then turn left again along.................... Road.
The Pizzeriaison the...................., after the bridge.

Write an invitation to your next birthday party.

* Say when and where the party will be.

Write an email inviting your friends to a housewarming party.

s Tell them when to arrive.
» Tell them what to bring.

* Give them directions to the party.

My review

| can recognise invitations for different parties.

I can use different phrases to make an invitation.

| can write a set of simple directions.
| can write an invitation to a party.

D000
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ADVERTISING A ROOM

Getting started

1 Have you ever rented out a room in a flat?
2 How did you find new flatmates?

3 Did you use an estate agent, the internet or another service to
rent out your room?

Looking closely
o Read the advertisement for a flat and answer the questions.

1 Who is renting out the room? 3 What is the room like?
2 What sort of flatmate are they looking 4 How much money would you need to
for? start renting this flat?

€] | x| #

Lovely double room in the friendliest house in Clapham!

Clapham Junction, London
Room type: double Date available: 03/08 Property type: flat

Friendly female flat share on Northcote Road. Sharing with two students
(two females, one 23 and one 24),

The flat is well lit and cosy, with a shared kitchen, bathroom and living room.
We are looking for a friendly student or young professional to move into the
biggest bedroom. The room is fully furnished, bright and comfortable.

Rent includes all bills and is very cheap for Clapham. We are close to the most
beautiful park in London, and some of the nicest restaurants and bars.

£610 per month. Deposit of £412 and six weeks' rent in advance.

If you're interested, send us (Angie and Marie) an email to Angie@email.com
and tell us about yourself. We look forward to hearing from you!

- R N -
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UNIT 9 | Advertising a room

9 Label the advertisement with the words and phrases in the box.

location rent and deposit headline availability
contact details flat / room description local area information
Useful tips:

An advertisement for a room should answer these questions:

Where is the flat / house?

What is the room / local area like?
Who are the other flatmates?
How much is the rent and deposit?

How do you get in contact?

Language focus

Skim read the advertisement. Which questions in the Useful tips box does it not
answer?

The cheapest rent, and the
nicest housemates in Edinburgh!

Room type: single
Date available: 15/06/13
Property type: 1 ..coovvvviennnn

s L7 7 SN, room available in Newington area of Edinburgh.

Hi, we are Rufus (25) and Steve 3 (....ccovveeemeennnennns ) and we're looking for a
fun and friendly 4 ....................... to share our 3-bedroomed house with.

The room is small but brightand 5 ....................... . The rent is very cheap
at £350 per month. 6 ....coeemnnnennnnenn. is £350.

If you're interested, give us a call after 6 p.m. on 0131 546 335. z
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9 There is some information missing from the advertisement. Fill the gaps with
words from the box.

23 house fully furnished deposit single housemate J

—

9 Match the terms to their definitions.

1 rent a A room containing a small bed.
2 deposit b Before something is needed.
3 single ¢ A room containing a large bed.
4 double d An amount of money you give your landlord when you
move in. He / She pays it back when you move out.
bills e What you have to pay for electricity, water, internet, etc.
in advance f Money you pay your landlord each month to live in their

house / flat.

Clear usage: superlatives

To form the superlative, follow these rules:

For short adjectives, add -est’
nice > nicest warm > warmest light > lightest

For adjectives ending in ‘y’, miss out the 'y’ and add ‘iest
cosy > cosiest lovely > loveliest

For longer adjectives, add ‘the most’
beautiful > the most beautiful comfortable > the most comfortable

Note, some superlatives are irregular (e.g. good > the best).

Language focus
Read the advertisements on pages 40 and 41 again. Underline the superlatives.

Change the adjectives to superlatives.

1 cosy cosiest 4 attractive....................
2 comfortable.......ccovuvvunneee 5 cheap....oooovvveeennnnns
3 NiCRs s 6 prefhy.ainisssian

e Use the prompts to write complete sentences. Use a superlative each time.
1 Our flat/ cheap / in London. Our flat is the cheapest Ln London.

The room / comfortable / in the house.

The room / good / view of the park.

Our local area / nice / restaurants / in Birmingham.

Vi B W N

The / attractive / parks / in London / near our house.
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UNIT 9 | Advertising a room

Useful vocabulary and phrases: renting a room

If you have a room that you want someone to move into
I'm renting out my spare room.

I'm renting out a room in my flat / house.

I’'m looking for a new flatmate / housemate.

If you are renting (paying rent each month) for a room in a house / flat

I’'m renting a room in a house / flat.

Get writing

o Turn each adjective below into a superlative. Use each superlative to write a
sentence to describe your house, flat or local area.

1 beautiful My Local area has the wmost beautiful park in Bristol.
2 cheap | 5 light

3 interesting 6 warm

4 pretty 7 good

e Read Natalie's description of her flat. Write an advert for her spare room.

My flat is in the Clifton area of Bristol. It's quite expensive: £650 a month, but
it's very comfortable. It's a fully furnished double room with a lovely view of
the park. | need another girl to share with me: I'm a 22-year-old student —
very fun and friendly! There are lots of great restaurants in Clifton - it's a very
nice area. The deposit is £800 and all bills are included in the rent. You should
email me if you want to know more: natalie@newmail.org

e Now think about the flat or house you live in now. Write an advert for one of the
rooms.

e Say where the flat / house is. e Say how much the rent and deposit are.
* Describe what the room / local area is like. * Explain how to get in contact.

* Say who the other housemates / flatmates are.

My review

| can understand and use vocabulary to describe flats and houses.
| can use superlatives.
| can identify missing information in an advert for a flat.

Ccodo

| can write an advert for a room or a flat.
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GIVING AND
GETTING ADVICE

Getting started

1 Have you ever moved to a new town or city?

2 Have you ever moved to a new country?

3 What did you do to find out about your new home?

Looking closely
o Read the emails and answer the questions.
1 Do Duane and Lilian live in Shanghai now?
2 Is Duane happy to go to any kind of restaurant?

3 Do you think Duane can speak Mandarin?

Subject: Moving to Shanghai!

F'Y
Hey Lilian
Guess what? I've got a new job and I'm moving to Shanghai in two weeks! | can’t wait - I'mso |
excited!
| know you lived in Shanghai for a long time. I'd really like your advice. Where do you think |
should live? What are some good places to eat (I'm a vegetarian)? Any other advice?
Thanks and all the best,
Duane
v
Subject: Re: Moving to Shanghai!
A
Hi Duane
Congratulations on your new job — that's great news! Shanghai is an incredible city. I'm sure you
will love it there!
I suggest you live somewhere quite close to your job. Pudong is nice, but Puxi has nicer places to |
eat. | think you'd like living in Puxi. |
There are lots of great vegetarian restaurants all over the city. | recommend that you try
Vegetarian House on Wukang Road — it's great!
Let's see, what other advice can | give you ...? You have to learn some Mandarin before you go.
Not everyone speaks English. Oh, and you should take the ferry across the Huang Pu River at
night — then you can see how beautiful the city is.
Good luck! Let me know how you get on!
All the best,
Lilian v
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UNIT 10 | Giving and getting advice

Complete the information from the emails.
1 Where should he live?

Language focus
Read the emails again. Circle the phrases that ask for advice.

Useful vocabulary and phrases: asking for advice

I'd really like your advice. Where / What / Which do you think | should ...
What restaurants would you recommend?

Where are some good places to visit?

Can you recommend some nice restaurants in the area?

Unjumble the sentences asking for advice.

1 live? you should do Where think |

restaurants | What at? should eat

places What to are visit? some good

apartment? think you look should | Where for do an

ui b W N

museums you What recommend? would

Useful vocabulary and phrases: giving advice
I suggest (that) you ... You should visit ...
I think (that) you'd like ... You have to eat at ...

| recommend (that) you ...

Each sentence has one mistake. Rewrite each sentence to make it correct.
1 | think you'd like live in Pudong.

2 | recommend that you eating at the Happy Duck restaurant.

3 You have to trying the food at Chinese Kitchen.
4

You should to learn some Mandarin before you go to China.

Section 2 | Writing to get things done
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Language focus
Complete the table with the words in the box.

[ metro  taxi museum café theatre bus restaurant ferry artgallery

’

Food Transport Culture

MAUSELLML

Complete the sentences with the most suitable word from the table.

1 The Grand.................... shows some great plays.

2 You should try the coffee at the little .................... on Songshan Road.

3 Youhave to take the..........cce across the Huang Pu River. The view is amazing!

4 You never have to wait very long for a..................... in Shanghai, and the driver will take
you anywhere you want to go!

5 |recommend that you visit the Shanghai.................... You can see some amazing old
jewellery and objects there.

B Thekcasmamems is probably the quickest way to get around the city. The trains can be
very crowded though.
Not every..................... serves vegetarian food. You should read the menu first!
I suggest you visit your local .........cooeviennen. It has some beautiful paintings.
| think you'd get to work quickest by .......cccceviienene the Number 35 goes from your

apartment to your office.

Read the email and make a list of things that Jared suggests to Marcello.

p B S B N SRl TR et = A

ki

i Hi Marcello

t So, you're visiting Boston? That's great — it's one of my favourite cities!

. Asyou only have three days | recommend that you walk along the Freedom Trail first. That

- way, you will get to know the city.

. Ifyou get tired you should take a bus or a taxi, oh, and you have to take a ferry to the Boston
- Harbor Islands — the view is amazing!

. There are lots of great seafood restaurants. | suggest you try the Crispy Crab on Louisburg

. Square. There's a great little café in the market on Clinton Street too — you should go there for
. coffee.

I. | also think you'd enjoy walking along the Charles River. It's very pretty.

| Have a great holiday. Send me a postcard!

4 Jared
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UNIT 10 | Giving and getting advice

What to eat and drink How to travel What to see

Get writing

You have just got a new job and are going to move to a new city in two weeks.
Write an email to a friend. Ask him / her for advice.

* Greet your friend and tell him / her about your new job and new home.
* Ask for advice on where to live.

¢ Ask for advice on what to eat and how to travel around.

e Ask if your friend has any other advice.

¢ Thank your friend and close your email with a friendly phrase.

Useful vocabulary and phrases: in a new city

I'm moving to Sydney ... in 2 weeks. | think you'll like living in ...
Any other advice? | recommend you eat at ...
Boston is a great city. The best way to travel around is to take the ...

Think of a city that you know well. Your friend is moving there soon and wants
some advice. Write him / her an email.

¢ Congratulate your friend and say why you like the city.
* Give some advice on good places to live.

* Give some advice on good places to eat and to visit.

= List the best way(s) to travel around the city.

¢ Wish your friend good luck and close your email with a friendly phrase.

My review

| can talk about food, travel and culture in a new place.
| can ask for and give advice.
| can write an email asking someone for advice on a new place.

OO0

| can write an email giving someone advice on a new place.
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1 1 COURSE APPLICATIONS

Getting started

1 Have you ever applied for a course at a school, college or
university?

2 What questions did they ask you?

3 What did you say about yourself?

Looking closely

o Read the application form and answer the questions.
1 Where has Alison studied Spanish?
2 What kind of school is Alison applying for?

3 ‘What does Alison want to do after this course?

Instituto de Espaiia APPLICATION FORM
Name:|4| /17 |s|elzl_I1¥leldlglels| | |_|_I_J_1 |11 | 111 LI Age:l|l|5]

1Z1rlalviel /i l_lrielald | iaigl _J 1|t 1111 |

Tell us a little about yourself and your past experience.
g )

I arr a motvated and ﬁara’mf_—:ré'ir.g student. I am currently in the
Sixth fors at Lee Bridge ﬁaﬁfege‘ Last year I 3.::2.‘ an A in ~n
French exart. In 2012 Yravelled for Six Me.{’ﬁ ” F;M-E, 5,.:?(2!‘.0;
cand Ifc‘i.r'"y and ;?rad?_‘:'jea" 5{;7.2(2,{3’:};3 a/l thiree ;"ax-;jaaﬂej . I have stedied
5,9(«»'5/; P Trntermedicte /evel a&'rg Sel/F—s5tedy books and CDs and
LI have alsSo wdatched many Spansh Films.

Why do you want to study at Instituto de Espana in Manchester?

Z /love . z‘udyfnﬂ fwga@ej cnd fearm'fg aboet new culteres. I have
studied Some Spawsh by snsself, bed now I wart o study Spamsh
properly, @ Institido de Espasa in Manchester. My godl is to study
French and Spanish a@ dnversity. One day I hope Co live and ook
e 50&?‘}? -“:ﬁ?e!‘r.c'_':‘?.

L &
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UNIT 11 | Course applications

Write two lists using information from the application form.

r B N T I S T s ek ™ . &)
W5 A L ¥ &1 i ALY i,

Clear usage: past simple

Form the past simple with subject + past tense verb (verbs can be regular or irregular).
Use the past simple tense to talk about achievements you completed in the past.

| passed my exams last year. | got 2 ‘As” and a ‘B’.

| studied engineering at University.

In 2011, | went to Moscow to study Russian.

Language focus

Read the application form on page 48 again. Underline sentences in the past
simple tense.

Now circle sentences in the present perfect tense, then read the Clear usage box
below. Why has Alison used the present perfect instead of the past simple?

Clear usage: present perfect

Form the present perfect with subject + have / has + past tense verb. Use the present
perfect tense to talk about achievements that you began in the past, and which you
are still working on.

| have studied Italian for two years.
I have always wanted to speak Urdu fluently, so I've started taking advanced classes.

I have travelled to many countries (use the present perfect if you plan to keep
travelling, or if you travel to other countries very often).

Fill the gaps in these present perfect sentences.

1 1o studied French for several years.

2 Julie.................... lived in Lebanon since 2009.

3 Mauricio......c.c........... always wanted to study Japanese.
4 The students................... read a lot of ltalian books.

5 He....................enjoyed studying Polish.

Rewrite these sentences in the past simple.

—

I have lived in Norway for three years. 1 Lived L Moywaw “or thvee Ligars.
Sasha has studied Portuguese for several months.

Alan has travelled in Asia and Africa.

| have enjoyed learning about Chinese history.

i B W N

In Chile, | have studied Spanish and Business.
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Writing clearly

o Read Miguel's CV. It is April 2013 and he has just finished his degree. Complete the
two lists below.

Miguel Ferrar

Education
2009-2013 Degree in Computer Sciences and Maths, Technical University of Madrid
2008 Cambridge First Certificate in English (FCE) Grade B
(First School of English, London, UK)
Experience

April-June 2013  2-month placement at En-path Computer Software Ltd. in Berlin, Germany

Summer 2011 Admin assistant at Aquinas Office Tech, Madrid
Cowpleted Acnievements Achievements Miouel is still working on

o Miguel wants to apply for a four-week placement at a computer software
company in Madrid in July 2013. Complete the sentences in his application form.

a) Tell us about your previous qualifications and work experience.

.2 S il ([ e (study) o 24e First School of English in London.
T A (pass) ' Caw‘ﬁn?afje FOE axampnation with a Grads B.
I the Sctrntrmar o 2300 L 3 covcrecsvisenesasssansnsen (work) as an adenn assista a

f‘i’faf}us Office Tech in Madrid.

b) Tell us what you are doing now.

I have been 51‘.&(@';:5 & The Techrcoa/ Universidy of Madrid. I L Il e
(complete) Z4ree years of sy degree in Computer Sciences and Maths.

T cnr C.armn‘ffy .......................... (work) on a deo-sronth pfaﬂem:x‘ ar a
compiter Softeware company in Berlin.

Language focus

o Complete the sentences with information about you.
1 Oneday | hope tolive Lin Japan.

My goal is to

My greatest ambition is to

I would like to

LO I TV

In three years’ time | plan to be
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UNIT 11 | Course applications

Useful vocabulary and phrases: future plans and goals
My dream is to work as a translator.

In the future | hope to travel to many countries.

One day | hope to work in Berlin.

I would like to be an engineer.

In five years’ time | plan to be living in Indonesia.

Get writing

There are five mistakes in Frankie's personal statement. Rewrite it with no mistakes.

Describe your qualifications and experience.

I Zook a course in Japanese at the Nippon School in Frankfnt. I have
passed eith an H. From 2009-2012 I study German, English and Yistory a
~n/ School in Frankfient. I_?c:f an A in all these Ja%jﬂdf.f.

Detring Summer 201 I working as a waler in a small restaurant. Since 2012,
I Aave worked as an adein assistant in a fwgz(@e School.

What are your plans for the future?

My god/ is to study Jgpanese and 2o live and working in Japan. In thiree
vears' time I plan to be living in Tokyye and studying Japanese. My greatest
ambition was to be Fluert in Japarese.

Answer the question: ‘Tell us about your qualifications and work experience’.

e Rather than just list your qualifications, describe them in full sentences.
* [f you don't have much work experience, write about your other achievements,
* Write 40-50 words.

Answer the question: "What are your goals for the future?’
« Write about your study and work goals for this year.

e \Write about one long-term goal (in 3-5 years).

* Write 30-40 words.

My review

| can use the past simple to write about past achievements.
| can use the present perfect to write about achievements | am still working on.
| can use a variety of phrases to talk about future goals.

D000

| can complete an application form for a course.
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1 2 ASKING FOR HELP

Getting started

1 When you don't understand something in class, who do
you talk to? \
2 How do you communicate with your classmates outside of class?

3 What questions do you ask?

Looking closely
a Read the text chat between three classmates. Answer the questions.
1 How do you think Alexis, Samira and Mike 3 How does Samira help Alexis?

? . .
know each other: 4 How does Mike help Alexis?
2 What is Alexis confused about?

[ JoIo ¥ O B o

Add Topic  Profile Call  Send File

Alexis Hey Samira. Do you have time to chat?
————{19/07/12 10.31)

19/07/12 10.31

Samira Sure! What's up?

Alexis Did you understand our English lesson yesterday?
The one about the present continuous tense?

== —{ 19/07/12 1{]'.31}

Samira Sorry, no, | didn't understand it either. Maybe Mike
can explain. I'll add him to the conversation.

- —{ 19/07/12 10.32
Mike has been added to the conversation
Mike  Hey guys. What's up?
= B =
Samira Hi Mike. Did you understand our English lesson
yesterday? Can you explain it to me and Alexis?
= — — — 19/07/12 10.33

Mike  Yes. It was easy. What part didn't you understand?

(19/07/12 10.33
Alexis The part about the present continuous tense. How

did the teacher explain it?
—

{19/07/12 IU-@

Mike  Hold on. Let me look at my notes ...
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UNIT 12 | Asking for help

Read the phrases. Mark them ‘A’ for asking for help or information, ‘RP' for
responding positively and ‘RN’ for responding negatively.

1 What did the teacher say about it? 4 6 What part didn't you understand?
2 Did you understand our English lesson? 7 She said that ...

3 Sorry, | didn‘t understand it either. 8 How did the teacher explain it?

4 |'m not sure. 9 What word did she use?

5 Yes, it was easy. 10 | think she meant that ...

Clear usage: 'wh’ questions in the past simple

‘Wh' questions help us get more information when we ask a question. The most
common ‘wh’ guestions words are ‘what’, ‘where’, ‘when’, ‘who’, ‘which’, ‘why’ and
‘how’ (even though ‘how’ doesn’t begin with ‘wh’ it works in the same way as the
other words).

To form a ‘wh' question in the past simple, use the question word + did / didn't +
subject + main verb.

What did the teacher tell us about modal verbs?
Why didn’t he give us any homework?
When did she say the exam was?

Language focus

Read the text chat again. Underline the ‘wh' questions in the past simple.
What other verbs do they contain (apart from the main verb)?

Circle the correct ‘wh’ question word.

1 What / How did she mean when she said ‘'nouns are naming words'?
2 Why /When did she say the exam was?

3 Who /Which book did Tessa say we should read?

4 How /What did the teacher tell us about adverbs?

5 Which / Why part didn't you understand?

Fill the gaps in each question with the correct ‘wh’ question word. (More than
one answer may be correct for some of the questions.)

[ When Who Which How Where What ]
y R word did you use to describe the story?
T ocnvsieEaaEd exercises did he say we had to do?
3 .. did you answer the questions?

Section 3 | Writing for work and study
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«esse-.e... did he say the next lesson was?
<eee-eeen.. did you find the answer to the question?

<eereneen... did you talk to about the homework?

Useful vocabulary and phrases: asking for help

Did you understand ...?

Do you remember ...?

Can you help me with ...?

What did the teacher mean?

Language focus

= T L I N P 8

1

2
3
4

Unjumble the sentences.

remember Do what did you yesterday? we
homework? help with me you Can my
what Do said? teacher remember the you
about teacher What adjectives? did the say
you understand lesson yesterday? Did our

‘infinitive’ you explain Can means? what

Change one word in each sentence to make it correct.

Can you understand what she said yesterday?
Why did the teacher say about main verbs?
Did you explain what ‘modal’ means? | don't understand.

| did understand the lesson. Can you explain it to me?

Useful vocabulary and phrases: responding to requests for help

If you know the answer to your If you can’t help your classmate,
classmate’s questions, use these phrases: use these phrases:

Let me show you my notes. Sorry, | can’t help.

What didn't you understand / Sorry, | didn't understand.
remember?

| can’t remember.

The teacher meant that ...

Writing

I'm not sure.

| really don't know.

Write some responses to the questions in exercise 1.



UNIT 12 | Asking for help

Get writing
Use the prompts to write some ‘wh’ questions in the past simple to your classmate.

1 You didn't understand what your teacher said about modal verbs.

2 You can't remember when you have to hand in your homework.

3 You can’t remember where your teacher said your exam is next week.
4

You want to know how your classmate answered the questions in their book.

Use the prompts to fill the gaps in this conversation with 'wh' questions in the
past simple.

e Ow OO0 -

Topic Profile Call Send File

Bella didn't understand her Bella Hi Felix.
English class yesterday and 1
she wants Felix to help her.
— 11/11/12 13.54
Felix Yes, sure. What part didn't y'r:u.t{E
understand?
(12 1@,
Bella can't remember what - Bella The part about the present
her teacher said about how | perfect tense.
to form the present perfect. D i S SR S S R S RO R AR
?

Felix She said you form the present
perfect tense with subject + have/has
and the past tense form of the verb.
Anything else?

{11/1112 13.:!
Bella can't remember when Bella Thanks Felix! You're a star!
she has to hand in her e e e R
homewaork. SRRt

Felix On Wednesday next week.
Honestly, Bella - you're so forgetful! &

{11112 1353)

Rewrite Felix's responses to Bella in exercise 2. This time, respond using a
negative form. Remember to be polite and friendly.

My review

I can use a variety of phrases to ask a classmate for advice or information.

| can respond positively and negatively to requests for advice or information.
| can write ‘wh’ questions in the past tense.

I can take part in an online text chat about a lesson.

COo00
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1 3 JOB APPLICATIONS

Getting started

1 Have you ever had a part-time job? How did you apply for it?
2 Do you have a CV? How often do you update it?

3 Have you ever written a covering letter?

Looking closely SHOP ASSISTANT REQUIRED
o Read the advert for a job. Answer
the questions. » Mode Fashions requires a weekend shop
assistant for immediate start.
» Duties include serving customers, keeping
2 ‘What must you be / have to get this the shop tidy and taking payments.
job? » You must be friendly and have a neat
appearance. Many of our customers are
tourists so language skills would be helpful.
» Experience preferred but not essential.
4 What will the company do to help Training provided.
the assistant with the job?

1 Is the job part-time or full-time?

3 What skills are useful for you to
have to get this job?

Email jane@mode-fashions.co.uk with
your CV and a short covering letter.

o Match the phrases to their meaning.

1 immediate start a The employer will show you how to do your job.

2 experience preferred b The employer would prefer it if you have done this kind
of work before.

3 not essential ¢ You look clean and tidy, with nice clothes and hair.

4 training provided d The job begins right away.

5 neat appearance e You do not need to have this.

Language note

When you apply for a job, you usually send the employer a CV and a covering
letter. You can do this as a letter or (more often) by email.

CQV = curriculum vitae (British English), résumé (American English)

Your CV should list your qualifications, work experience and contact
information.

Your covering letter should say how you heard about the job and summarise
why you should get it.
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UNIT 13 | Job applications

o Read the CV and covering letter from Angus, who is applying for the job at Mode
Fashions. Complete the checklist for Jane, the Manager at Mode Fashions.

Angus Smith CV
Contact details
Address: 14 Winston Park Road, Brighton B1 7RG
Phone: 0773564677 Email: angus.smith256(@speedymail.co.uk

Qualifications
«  2011-2012 NVQ Business and Administration from Brighton Business College

« 2011 A-levels: French (B), English (A), Maths (B)

Work Experience
+  2010-2011 Worked part time as a shop assistant at Comfy Sofas, Brighton. [ served customers,
ordered new sofas and arranged the window displays.

« 2009 Summer job as a waiter at La Pizzeria, Brighton. [ served food and drink to the customers,
kept the restaurant clean and took payments.

Dear Jlane

| saw the Shop Assistant job advertised in the Brighton News today and | would like to apply for
the position.

This September | start my degree in Business and French at the Open University, and | am
looking for a part-time job while 1 study. | have worked in a shop and in a restaurant before, |
am very friendly and | enjoy serving customers. | have a neat appearance. | can also speak
French and some German.

Unfortunately | am going on holiday for a week from tomorrow, but | can start after that.
I look forward to hearing from you.
Best regards

Angus

Do they have ... Can they ...

1. experience? i 1. start immediately? |

2. a neat appearance? O 2. speak any foreign languages? [J

3. afriendly personality? [ 3. serve customers? O
4. take payments? O
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e Angus’s CV is very simple. CVs can have several different sections.
Match the CV headings to their descriptions.

1 Contact details a A list of people who will recommend you.

2 Qualifications b A list of the jobs you have had.

3  Work experience € A paragraph that summarises your skills and goals.

4 Hobbies and interests  d  Your address, phone number and email address.

5 Personal statement e Alist of things you do that aren’t work or study (e.g. sport).

6 References f  Alist of the exams you have passed and the grades you got.
Language note

Many CVs start with a personal statement — a paragraph about main skills and
goals for the future. It is a summary of the CV. A personal statement should:

* Contain positive adjectives to describe you, e.g. confident, hardworking,
reliable.

* Say what your main skills are.
* Say what your goals are, e.g. | am looking for a sales job.

o Fill the gaps in Angus’s personal statement. Use words from the box.

[ serving friendly tidy degree experienced waiter using goal J

bamyan oy shop assistantand 2..................... I am hardworking,

. JR, and reliable. My skills include 4.................... customers, 5.........o..oe.... a till,
and keeping my working area neat and 6 ..................... POV ecssmnesinassiag is to get part-time
work in a shop while | study for my 8.................... in Business and French.

Looking closely

o Read this covering letter. Complete the table comparing Angus and Megan’s
applications. Who do you think is suitable for the job — Angus or Megan, or both?

Dear Jane

My friend Alice told me about the Shop Assistant position at Mode Fashions. i
| think | would be perfect for this job. | am studying Fashion Design at art college and am looking |
for a job in fashion.

I have worked at several restaurants so | can serve customers and use a till.

I have also worked in an office doing admin work. Unfortunately | can't speak any foreign
languages, but | love fashion and always have a neat appearance. | am friendly and hardworking.
| can start work immediately.

Kind regards _
Megan &
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UNIT 13 | Job applications

Angus Megan
work experience in a shop Yes Mo

other work experience
languages
immediate start

other notes

Get writing

o Imagine you are Megan. Write a 40-50 word personal statement for her CV.
1 Choose three positive adjectives to describe Megan.
2 Summarise her work experience.

3 Say what her future goals are.

Write your own personal statement. Use the prompts above to help you.

Now write your CV.
e Start with your name at the top, then * List your main qualifications

your contact details ; ;
* List your work experience

* Add your personal statement

6 Write a covering letter / email to apply for the Shop Assistant job at Mode Fashions.
* Say how you heard about the job.
¢ Read the advert again. List the skills that match the job advert (e.g. language skills).

* Say if you can start immediately.

Useful vocabulary and phrases: applying for a job

| heard about the job from ... | enjoy talking to customers.
I am a hard-working person. | can start work immediately.
I have worked as a waitress / teacher / | look forward to hearing from you.

shop assistant.

My review

I can read and understand a job advert.
| can write a personal statement.
| can write a short CV.

o000

| can write a short covering letter.
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TAKING NOTES

Getting started

1 When you are in a class or at work, do you take notes?
2 Do you write notes in full sentences or do you shorten them?

3 Do you use any special symbols?

Looking closely

Read part of a lecture on the left. Compare it to the notes on the right. Answer

the questions.
1 What is the lecture about?

2 How does the writer make his / her notes shorter than the lecture?

3 Do the notes cover all the important information in the lecture?

Today we're going to talk about
English. Where did this lanquage

come from, and how did it develop?

The first thing about English is that it
comes from many different, older
languages. These include Anglo-
Saxon, Old Norse, Old French and
Latin. The word 'English' comes from
the Angles who travelled to Britain in
the 5th century. They came from
Germany bringing their language
'‘Anglo-Saxon' with them. Before the
Angles came to Britain, most people
spoke a Celtic language called
‘Brythonic'.

The second thing about English is
that it has lots of words. The Collins
English Dictionary includes around
260,000 words! Many of these words
come from other languages. We call
these 'loanwords'. An example is
‘coffee’ which comes from Arabic.
Another example is 'pyjamas’, which
comes from Hindi.

nglish: there it comes FFon
+ Aoew it deve/oped

1. Many diff. older /a/55. —
f/ﬁﬁ&'ﬁ Cincl. A-S, O/d Norse,
French, latin). Angles came
Zo Bridain in 524 C. 7 ey
5}*&4{9}7{ A-5 f’dig. wnth Zhens.
By r‘fiﬁfes , Brits \Sjﬂof’e Celtic
lang. called 'Brthonic'.

2. English = big vocab. Collins
Dic. contans 260K cords!
Many coords #rom other falﬁ\f
= Joameoords, eg. coffee

= Aradic ; pyjamas = tindi
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UNIT 14 | Taking notes

Match the languages to the places they come from.

1 Anglo-Saxon a Nordic countries such as Norway and Sweden

2 Old Norse b Countries such as Egypt, Morocco and Lebanon

3 Latin ¢ Part of Germany

4 Brythonic d India

5 Arabic e ltaly (old language which was spoken in Europe in Roman times)
6 Hindi f Celtic countries such as Ireland and Scotland

Language note

Use symbols to write more quickly when you take notes. For example:

C means ‘century’ # means ‘is not equal to’

K means ‘thousand’ + means ‘and’ or ‘plus’

e.g. means ‘for example’ — means two things are connected
= means ‘equals’ / means ‘or’

Language focus
Read the notes on p. 60 again. Circle the symbols.

Rewrite the notes as full sentences.
German + French — English cerman and French are comnected to Enaplish.
3+7=10
In the past British people spoke Brythonic / Latin.

Angles + Romans --> British people
5+3z9
‘difficult’ # "bad’

1
2
3
4 There are Hindi + Arabic words in English.
5
6
7
8 ‘glad’ = ‘happy’

Rewrite these full sentences as notes.

1 The Chinese language is not the same as English.

2 Eight plus ten is not equal to twenty.

3 Old Norse is connected to English.

4 At school we can study English and History or English and German.
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Language note

"To summarise’ means to write down the most important parts of what
someone else said or wrote. To write a summary:

* use only the most important information
* keep it short
* it's ok to change some words, except for names and important terms.

Looking closely
o Compare the full sentence with the two summaries. Answer the questions.

Full sentence Summary 1 Summary 2

The Angles moved to Eastern parts The Angles brought the In the 5™ century,

of Britain in the 5 century. They Anglo-Saxon language the Angles came to
taught their language, which was to Britain. Britain and the British
called Anglo-Saxon, to the British people began to learn
people. Anglo-Saxon,

What information is missing from Summary 17
What information is missing from Summary 2?

Which words are different in Summary 12

BowW N -

Which words are different in Summary 27?

Write your own summary of the full sentence in exercise 1. Try to make it different
from Summary 1 and Summary 2.

©  Write summaries of each paragraph below.

1 In the 11th Century, a group of people called the Normans, who came from Northern
France, came to Britain. They brought their language, Old Norman (a kind of old French)
to Britain. Many people in Britain learned to speak this language.

2 New words are added to English all the time. For example, five years ago no one talked
about ‘social media’ or ‘Tweeting’ — now these words are in the dictionary.

When you take notes in a meeting or over the phone miss out any unimportant
words:

Please call Tony this afternoon at 2 p.m. — Call Tony at 2 p.m.
Also shorten any long words:
languages —> langs.  British —> Brits.
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UNIT 14 | Taking notes

Language focus
e Imagine you are taking notes in a meeting or over the phone. Shorten the sentences.

1 Can | book a table for two people at 8 o'clock tonight, please? Tnule for 2 ot Sp.m.
2 For the meeting can you get two white teas, one black coffee and two white coffees please?
3 After this meeting I'd like Jenny to call Bob and Nick to write a report for Sara, please.
4 |'d like to buy three copies of the Collins Dictionary of English please.
5 (Can you email Chris and Phil and ask them to come to a meeting next Tuesday?
Get writing
o Read these workplace conversations. Rewrite them as notes.

* Miss out unimportant words * Shorten long words

1 In a meeting (you are taking notes): 2 Over the phone (you are the assistant):

Alex: | think we should move to a new Customer: Hi, I'd like to order a pizza, please.

office. This one is too expensive.

Shelly: | don't think that's a good idea. Assistant:  Sure. What kind of pizza?

Everyone is happy here, and
moving offices is expensive too. Customer: A cheese and tomato pizza, please.

Alex: Let's email Mary and ask her what
we should do.

Assistant: OK. Where should we deliver it to?

Shelly: OK. Let's do that. Customer: 25 Armagh Road.

o Read this classroom lecture. Rewrite it as notes.
e Summarise the long sentences. * Shorten words if you can.

¢ Use symbols to help you.

English is a difficult language to learn. There are several reasons for this. The

| first is spelling: many English words are hard to spell because English does not

| have a simple way to write down its sounds. This means it is hard to guess
spelling from pronunciation and hard to guess pronunciation from spelling!

|
|
| English is also difficult because it has lots of homophones. Homophones are
l words that sound the same, but have a different spelling and meaning. For
| example, 'they're is spelled T-H-E-Y-apostrophe-R-E and means 'they are’;

| 'there' is spelled T-H-E-R-E and tells us where something is.

e e

My review

I can read and write simple note-taking symbols.

| can summarise full sentences into notes.

| can use shortened words.

| can write lectures and work conversations as notes.

D000
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PROBLEMS AT WORK
OR SCHOOL

Getting started

1 Have to ever written to your teacher about a problem?

2 Has your doctor ever had to write you a 'sick note’ for your
school or work?

3 Do you find explaining a problem easy or difficult?

Looking closely
€@  Read the emails and answer the questions.
1 What problem does the writer of each email have?

2 What solution does each writer suggest?

I'm afraid I'm not feeling very well today. | have a cold and I don't want to give it to anyone in
the office.

Would it be OK to take a day off work? If I'm still sick tomorrow, | will work from home. l
i
|

|

Hi Geoff | j
|

You can call me if you need to ask any questions about work,
Thanks
Sarbijit

Al
Hi Sally I
I'm sorry that | missed two classes last week. My mother in Poland was ill, so | had to fly home | f

and see her. i

I am back in London now. | would like to catch up on the lessons | missed. Should | do any of {

the exercises in my textbook? !

See you in class on Tuesday. _l
Best regards ' II

E Kassia i
= o '
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UNIT 15 | Problems at work or school

Read the phrases from the emails. Label them ‘DP’ for describing a problem or 'SS’
for suggesting a solution.

0 ~ o AW N -

I'm afraid I'm not feeling very well today. .......

I'm sorry that | missed two classes last week. .......

| would like to catch up on the lessons | missed. .......

If I'm still sick tomorrow, | will work from home. .......

Would it be OK to take a day off work? .......

| have a cold and | don’t want to give it to anyone in the office. .......
You can call me if you need to ask any questions about work. .......

Should | do any of the exercises in my textbook? .......

Useful vocabulary and phrases: apologising

I'm sorry that ...

I'm afraid that ... (use this to give some bad news)

| apologise for ...

Sorry about ... (this is more informal)

My apologies / Apologies.
I'm so sorry.

Language focus
Unjumble the sentences.

1

2
3
4
5

about doing not homework. Sorry my
email. to | forgetting for send apologise the
work I'm can't afraid come to today. that |

| off take I'm that to have sorry a day work.

Friday. class apologise missing on | for

Write a sentence apologising for each problem.

1

2
3
4
5

You forgot to call your boss yesterday.

You couldn’t go to English classes last week.

You forgot to do your homework.

You didn't have time to send an important email to your colleague.

You are late for work twice in one week.
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Clear usage: first conditional — suggesting a solution to a problem
When you have a problem and you need someone’s help, use the first conditional to
suggest a solution. Use ‘If' and the present simple tense to describe the problem.

If I'm late for work tomorrow ...

Use ‘will’ and the base form of the verb to suggest a solution.

If I'm late for work tomorrow, I'll do extra work in the evening.

You also can put the solution before the problem (you don’t need a comma).

I'll get up early tomorrow morning if I can’t finish my homework tonight.

o Read the first email on page 64 again.
1 Underline the sentences in the first conditional.

2 Circle the problems in the “if* parts of the sentences.
a still being sick tomorrow / taking the day off work
b needing to ask questions about work / calling his boss

3 What solutions does Sarbjit suggest?

o Choose the best word to complete each sentence.

[ if will Il |

1 ..........Itake a day off tomorrow, I'll work on Saturday.

2 If I miss another class, .......... do some extra homework.

3 If Idon’t come to the meeting this afternoon, I .......... read your meeting notes.
4 I'll take some extra classes .......... | fail the test.

L will come to work early tomorrow if | can't finish my work tonight.

e Complete these first conditional sentences.
1 If I don't come to work tomorrow, ... 3 I'll do extra work if ...
2 If I don’t pass my English test, ... 4 | will come to work early if ...

Looking closely
@  Read the emails below.
1 Which email is more polite?
2 What phrases does the writer use to make the email polite?

Hi
I didn’t have time to give you my report yesterday. | was very busy with customers all day.

I'm also very busy today. | won't have time to write the report today either.
Andy

Lrl B e I— T T L
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UNIT 15 | Problems at work or school

ry
Hi Sharon
I'm sorry that | didn't give you my report on time yesterday. | was very busy talking to customers
all day and I'm afraid | didn’t have time to finish my other work.
I'm also very busy with customers today. If you need the report today, I'll cancel my meetings and
finish it as soon as possible.
Please let me know what you'd like me to do.
Kind regards
Andy v
€  Rewrite these sentences to make them more polite.
1 Ididn't have time to give you my 3 |didn't have time to finish my other
report yesterday. work.
2 Let me know what you'd like me to do. 4 I'm too busy to write the report today.

e |t's polite to apologise for a problem, even if it isn't your fault.
* Don‘t write too many short, direct sentences. They can sound rude.
¢ Ask the other person if there is anything else you can do.

Get writing
o Write an email to your teacher to ask for extra time to complete a task.
* Explain what the problem is.
* Say why you are too busy to complete the task on time.
* Use first conditional sentences to suggest a solution to the problem.
@  Write an email to your boss to ask for some time off work.
s Explain why you need some time off.

+ Use a first conditional sentence to suggest what you will do to catch up if your boss gives
you time off work.

* Be very polite.

My review

| can write a polite apology.
I can use the first conditional to negotiate.
I can write an email asking for extra time to complete a task.

oo

| can write an email to ask for some time off work.
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PERSONAL PROFILES ON
NETWORKING SITES

Getting started

1 Have you ever joined a networking site for work?

2 Have you ever joined a site for making new friends?
3 How do you describe yourself to other people online?

Looking closely
o Look at the two profiles. Answer the questions.
1 What kind of website is Alex writing for?

2 What kind of website is Sarah writing for?

3 What adjectives do Alex and Sarah use to describe themselves?

Alex Minton

Project Manager
Belfast, Northern Ireland

Summary

I'm a confident, hardworking Project Manager with five years'
experience working in the construction industry.

I have managed some very large projects for important companies.
I have great communication skills and I enjoy working in a team.

I'm looking for new job opportunities. Please send me a message if

you'd like to know more.
“Click to contact
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UNIT 16 | Personal profiles on networking sites

My self-summary

Hi. I'm Sarah.

I'm a fun-loving music student from Beijing. | love all kinds of music
(I play guitar and cello). I'm kind, confident and generous, My favourite
things are travelling, animals and — of course — my family.

I'm hoping to meet new people in Singapore. | enjoy going out to music
concerts and to the movies. | also like chatting over coffee and going
name: Sarah Wang shopping.

Age: 21

S Ep— If you think we could be friends, send me a message!
LY

Useful vocabulary and phrases: describing yourself
I'm a kind person.

I'm generous / musical / fun-loving.

| love / enjoy / like ...

My favourite things are ...

I'm hoping to meet ...

Language focus
o Sort these adjectives into groups.

confident ambitious musical hardworking fun-loving
shy generous experienced qualified kind

R TRE IR YLD (PP, 2 O " koA mrs maa sl Eav Lo piase eiarkmlal g Lo A gt L
Aore SULEROLE Tor WoOrR AOVE SHLEROLE ToV TrLewnds SLCAOLE ToY oty

)
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e Choose the most suitable adjective from exercise 1 to complete each sentence.

1 I'man.................... restaurant manager. | have managed restaurants for eight years.
2 I'mvery.......cccce.e.e.... | play the piano, flute and drums.
3 I'ma...........lawyer | graduated with a first in law last year.
4 I'mavery...............person. | always give 100% to every project | work on.
5 | have no problem talking to new people or starting difficult projects — I'm
VR o wemmumnmi
6 MyfriendssayI'ma.................... person. | love to laugh and have a good time.
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7 lamaquitea................... person. | try to help other people and | spend a lot of time
with my friends and family.

8 Isuppose I'mquite..................... | find it difficult to meet new people — I don't know
what to say!
9 My friends say I'm quite...................... | give a lot of money to charity.

10 Iwant to be Managing Director of my own company. | guess you could say I'm
(6|11 - SRS |

e Choose the five adjectives from exercise 2 that describe you best. Write one
sentence with each adjective to describe yourself.

Clear usage: writing about achievements

Your strengths are things that in general, you do well.

I have excellent communication skills.

I am hardworking and confident.

Your achievements are things that you have succeeded in in the past.

I have five years’ experience as a manager. (= I've worked as a manager for 5 years.)
I'm a qualified lawyer. (= | passed some exams and became a lawyer.)

e Unjumble the sentences.
1 writing excellent | skills, have 3 athree waiter | experience years' have as

2 ambitious and I'm confident. 4 qualified I'm project manager. a

e Read the description. Write some sentences for Alana’s personal profile on a work
networking site.

* Talk about your strengths, not your weaknesses.

* Be careful not to sound too ‘proud’ (i.e you think you are better than other
people).

* Look at other profiles on the site to see what other people are writing.
* Be honest, but don't share too much information.

* It'simportant to sound interesting!
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UNIT 16 | Personal profiles on networking sites

Hi. I'm Alana. | studied law at university - | graduated three
years ago. Since then | have worked as a lawyer in London
and Brussels. | can speak French, English and German.

| work really hard and | want to run my own law firm

one day.

Looking closely

Sometimes profiles can sound too honest or too proud. Mark the following
sentences ‘TH’ for ‘too honest’, ‘TP’ for too proud or ‘OK’ if no change is needed.

I'm confident and happy. | love my family and enjoy my job. .......

I'm an amazing Project Manager. I've never worked with anyone as qualified as me. .......
My boss says I'm good at my job, but | don’t think I'm very good. .......

I'm ambitious and hardworking. One day | hope to run my own company. .......

| don't really like meeting new people. I'm quite shy and boring. .......

(=2 TV, B - SN Y N (Y

You should hear me play the piano — everyone says I'm brilliant at it. .......

Get writing
Write a description of your strengths and achievements for a business networking site.

* Use three adjectives to describe yourself.
* Write about your strengths and achievements.
¢ Don't be too proud.

Write a description of yourself for ‘Local Friends’ — for new friends in your local area.
* Use three adjectives to describe yourself.

* Describe your hobbies and what you like to do.

e Be friendly and positive.

My review

| can use a variety of adjectives to describe myself.
| can write a description of my strengths and achievements.
| can write descriptions that make me sound good.

oo

| can write personal descriptions for networking websites.
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1 7 BLOGGING

Getting started

1 What s a blog?
2 (Can you name any blogs you have read?
3 What three interesting places could you blog about?

Looking closely

o Read Eva’s travel blog and answer the questions.
1 What is Eva’s blog about? 3 Why does the ‘Week 2’ blog post come

’ 2
2 Why is Eva in London? before "Week 1"

Gallery Recentposts [
Eva's blog:
Diary of a
London Fashion
Student Blog roll

Week 2 [
London is great! It's expensive to live here but there is so much e
to see and do. I'm never bored. | —————
I'm really enjoying college. I've made friends with people from
England, France, Japan and Peru! Everyone is so friendly. College
is fun but busy. | often work for ten or twelve hours a day!

I
|
|
Last night | went to see a music concert - they're called 'gigs' in i

London. | had a great time! Next weekend I'm going to take a
train and visit the English countryside.
posted 19 April

Week 1 Hes—er— - s

Wow! I've had an amazing first week in London. | moved intomy | —
flat, started my course and met lots of new people. | can't believe
I've already been here for seven days! et e

My flat is in Shoreditch — probably the coolest place in East i s
London. People wear really strange and interesting clothes here. e
There are lots of fun cafés and bars. —

My college is in Central London. Every day | cycle to college and e
back. | was a bit scared of the traffic at first, but now I'm fine. NS i te oratile
posted 12 April 6 J ;

<1
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UNIT 17 | Blogging

Language note

‘Blog’ is both a noun and a verb.

| wrote a blog post today. Have you read my blog?
I'm going to blog about my holiday. Blogging is hard work!

Language focus
o Underline the phrases and sentences for describing places and people in Eva’s blog.

Useful vocabulary and phrases: describing places and people
Tokyo is fun / interesting / exciting.

There are lots of fun places / museums / interesting people.

Paris is probably the most exciting city in France.

New York is exciting but it's very cold in winter.

People are friendly and wear cool clothes.

o Complete the table with adjectives that fit with each noun. More than one answer
will be correct.

busy glass modern cool interesting wooden
noisy exciting fun old friendly beautiful

Nouns Adjectives that can describe the nouns

1 buildings glass, modern, cool, interesting, woodewn, old, exciting

2 places

3 houses

4 people

5 things to do

o Fill the gaps in these sentences with nouns or adjectives from exercise 2.
1 .ieeieeeene.... are places built by people for to live and work in.
< I - T— building is usually new or quite new.

3 A family usually lives in a building calleda.....................

4 In buildings near busy roads it canbe very ....................
5 Whenaplaceis.................... it means you want to learn more about it.
6 Whenaplaceis.................... it means lots of people want to go there — it is fashionable.
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o Add a sentence to this list to describe a city you know well. Use a noun and an
adjective from the table in exercise 2.

Tlag = =] 8 A =TOfE2nnlme Oyé &0 1A [Pt o

Language focus
o Complete this blog about a trip to the Arctic with the correct verb forms.

|Postirlg Settings Template MM_ELQQ—

Marco's blog: My trip to the Arctic

Thursday 13th July

It is 2.30 a.m. in the morning but the sun is
shining! I'm in Northern Norway, in a village
called Berlevag next to the sea. The houses here

T ..., (be) beautiful. They are made of wood, and painted
in lots of different colours. The people are very friendly. At this time of year
it never gets dark. Everyone 2 ................................... (enjoy) the sunshine, and
there are lots of parties. There are lots of exciting things to do here. On
Saturday my friend Kalle 3 ..............ccccoceuenu...... (take) me fishing in his boat.
We caught lots of fish! Yesterdaywe 4 ................c..ccocn............ (drive) south to
look for reindeer. At firstwe 5 ................................. (do not) see anything,
but in the afternoon we b ...................cconeene... (see) a white reindeer

standing by the side of the road - it was so beautiful!

“:’J

Clear usage: blogging about recent events

When you blog about a place that you are still visiting, use the present simple tense to
describe it.

I’'m in Tokyo. It's so cool here!

When you blog about things you did in the past or recent past, use the past simple to
say what you did.

Last week | started college.

9 Read Eva’s blog again. Underline the sentences in the past simple.
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UNIT 17 | Blogging

Use the prompts to write sentences for a blog.

1 Think about where you are now. Write a sentence in the present simple to describe
this place. Use the verb 'to be'.

2 Think about what you did last weekend. Write a sentence in the past simple with 'to go'.
Choose another verb to describe what you did.

3 Think about the building you live in now. Write a sentence in the present simple to
describe this building. Use the verb ‘to be" and choose an adjective to describe it.

Get writing

Write a description of the place where you live now. Use some of the words in the
box and the prompts to help you.

[buildings modern cool people interesting cafés thingstodo exciting old

* Describe the building where you live and the buildings in your city. Are they old or
modern? Do you know what they are made of?

» Describe the people in your city. Are they friendly? Who are your best friends?

e What are the most popular things to do in your city? Where do you eat? Where do you go
to have fun?

Useful tips:

When you write a blog post:

* Don't write one long piece of text. Use paragraphs to split the text up into smaller
pieces.

¢ \Write short, fun titles that tell your readers what your blog posts are about.

* Always edit your work before you post.

Write a blog post about a recent holiday, or your life now.

» First, describe the place and the people. Remember to use the past simple tense to describe
somewhere you visited in the past and the present simple to describe your life now.

* Choose an activity that you did. What was the activity called? Who did you do it with?
Where did you go? Did you enjoy it?

* Describe one or two maore activities that you did.

My review

| can use a variety of nouns and adjectives to describe places and people.
| can use the past simple tense to describe recent events in the past.
| can write a description of the place where | live now.

o000

| can write a blog post about the last haliday | took.
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1 8 TWITTER

Getting started

1 How do you find out about news and current events online?
2 Do you use social media such as Twitter?

3 Can you write a message in 140 characters?

Looking closely
o Read the Twitter timeline. Answer the questions.
1 Where is Dayo talking about when he says ‘the city is amazing'? How do you know?
2 How do you think Dayo and Anton know each other?
3 What information is Sue Sharpe sharing? Why?
4

What is Carmen’s job? How do you know?

twitter
Timeline  @Mentions Retweets ¥ Searches~ Lists~
—1 ..
Dayo Ademosu @dayoademosu3 34s
@antonthechel Hey Anton! I'm here on holiday. The 2
city is amazing — you should come and check it out! —
BTW, we should go cycling again soon. Let's talk
when | get back.
E hnton ﬁndrews @antonthechef 2m
wyoacemosu? Amazing photo! What are you - L —
- domg in New York?
xzua Sharpe @s uean nesharpe 3m
affichew w Big traffic jam on Euston
Huad Dnverﬁ $Iay away if you can!
#Londontraffic - B e
Dayo Ademosu @dayoademosu3 3m
View of New York City irom the Brooklyn Bridge.
So beautiful: picsiore B i
‘qcarmen Alabiso @TeacherinRome 5m ~* 7o
' So hot today! | took my students to the local café
and we had our class outside. The only problem
was the noisy traffic.
e
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UNIT 18 | Twitter

Label each Tweet in the timeline with one of the following descriptions.

e areply e alink
* a hashtag (#) * time since Tweet was posted
e 3 person’s Twitter name * 3 Tweet

* arepeat (Retweet) of something

Language focus
Read the Tweets. Decide what each Tweet is about and label it.

events weather sport politics celebrities _J

1 Congratulations to the Chinese gymnastics team for winning gold at the Olympics!
#Olympics =povt

2 Tornado due to hit Kansas City at 4p.m.! Get news from kansascityeveningnews.com

Will Brad Pitt and Angelina Jolie adopt another baby? bestcelebgossip.co.uk .........coeevuvenn.

4 London Symphony Orchestra playing at the Royal Albert Hall. Such beautiful
music! oo

5 President of France to make a special trip to Washington this week. #france....................

Useful vocabulary and phrases: writing about the news
Twitter is a great place to find out what’s happening in the news.
Have you heard about ...?

Amazing / Incredible / Fascinating / Sad / Funny story: [link]

Because Tweets have to be short, it's a good idea to write them like a headline from a
newspaper.

Fhe US President flies to London for emergency talks with the UK government!

Scientists find dinosaur bones in @ man’s back garden!

Change these pieces of text into news Tweets. Make sure they are no more than
140 characters long.

1 Yesterday morning the President of the Philippines flew to China to meet with the
Chinese Premier. The two politicians met in the afternoon and talked about the future of
their countries.

2 This afterncon the Brazilian football team played a match against italy. The Brazilian team
won the match by scoring three goals. The Italian team scored two goals and lost the match.

3 Today, the popstar Madonna arrived in London from the United States. She is here to play
a concert. Tomorrow she will fly to Berlin to play another concert. During the next week
she will play three more concerts in other countries in Europe.
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‘@' is pronounced ‘at’. Everyone’s Twitter name begins with @.

A private message (one that only the sender and the receiver can read) is called
a ‘DM’ or a 'direct message’.

If you see a Tweet you like you can share it. This is called a Retweet (RT) and
usually the writer of the Tweet will say ‘thank you’ for doing this.

If your Tweet is about a popular subject, use a hashtag (#) so that other people
can search for it easily. Hashtags can be names (#justinbieber) or subjects
(#sport).

Language focus
o Fill the gaps with the words and symbols in the box.

il

Janice @ # RT weather

Timeline @Mentions Retweetls - Searches Lists
' Steve Fitzwilliam @stevefitzdubai 2m
1 i @shizrani456 Interesting story about the tallest building in
& Dubai: shorl.ink/3564 2 .........covccvvnininns Dubai
Shireen Azrani 3 ........................shizrani456 3m
: Interesting story about the tallest building in Dubai: short link/ 3564 #Dubal
| !
| C d...oeeeenneen.... MeAllister @janmcallister32 am
Raining in Glasgow again! | wish we could have some sun for a change. :(
! gt et
| .

e Choose a hashtag (#) to go with these Tweets.

1
2
3
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Weather report says snow tonight! It's going to get cold so keep warm everyone! .................
Danish Prime Minister to visit Germany this week. .................
American swimming star Michael Phelps wins another Gold medal! .................

Family cat travels 500 miles on a train by mistake, but gets home in time for his dinner!

| have a spare ticket for the Rihanna concert on Monday. Does anyone want it? .................



UNIT 18 | Twitter

Get writing
o Read these Tweets then use the prompts to write responses.
1 Retweet (RT) this Tweet. 2 Write an appropriate reply to this Tweet.
Timeling @Mentions . Retwestsw  Searchesw  Lisisw Timeline @Mentions Reatweets™ Sparches™ Listsw
@sportsfan23456 & @KathrynAnneW
That was the best hockey match I've Does anyone have a spare ticket to the
ever seen! Radichead concert tomorrow? | really,
really want one!
3 Write an appropriate reply to this Tweet. 4 Write another reply to @KathrynAnneW. Tell
her about the story in @radioheadfan476's
Tweet and share the link with her.
Timeline @Mentions  Rolweals™ Ssarchesw  Lisisw Timeline @Mantions Relwesls™  Searches™ Lisiyw

=

. @lloveLondon36 @radioheadfan476

Beautiful weather today. I'm going to -~ New tickets on sale for tomorrow's
Hyde Park! What's everyone else */ _ Radiohead concert! You can get them
doing? here: shortlink.com/Radichead/tickets

e Use the prompts to help you write Tweets. Remember — no more than 140 characters.

1 Use news websites to help you write a Tweet. Find an interesting story, add a headline and
link to it, and include a hashtag (#) if there is room.

2 Write a reply to someone on Twitter. Go to Twitter and search for a friend or for a celebrity
you like. Read some of the person’s Tweets, choose one you like and write a reply.

3 Tweet about a celebrity or a sports event. Search online for a good story then summarise
it into an interesting headline and add a hashtag (#).

My review

| can identify different types of Tweet.
| can summarise information in no more than 140 characters.
| can comment on news or current events.

o000

| can write and respond to a variety of Tweets.
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1 9 SOCIAL MEDIA

Getting started

1 Which social media sites do you use to talk to friends?
2 Do you like to share your news online?
3 Do you often comment on other people’s posts?

Looking closely

o Read the Facebook wall and answer the questions.
1 Why is Anja happy? 3 How is Darren feeling? Why?

2 How does Anja know Christopher? 4 \What does Georgina mean when she
says ‘check out'?

facebook & =@ EEEEEEEEEEEN 4] Anje simpson Home v

Update status €3 share Photos (&) Videos

gl What's on your mind?

Anja Simpson i .
Y Anja Simpson

FANORIES EA Back home from my trip to Paris with Brett Angelc‘at:. Tired but happy!

I News Feed 4 4
— 1 Like  Comment + Share 3 hours ago in London, UK 2.
ik : :
o 5 people like this. lf’, -
[ Events
FRIENDS Christopher Brook Glad you had a good time.
= : We missed you at work! 4 a
.2 rClose Friends Like 7 hours ago via mobile
& Famil
L am. ' Darren Murphy
See all list ... Can't believe the football results! - TR S
Like » Comment » Share 11 hours ago
Shelly Griffiths Better luck next time!
APFS a Like 9 hoursago
App Requests 7
Game Requests Darren Murphy Still can't believe it. Terrible match :(
& Like B hours ago
i Georgina Voss
Bl Check out this great new gallery. Who wants to go with me this Saturday?
Forke Street Gallery opening www.forkestreetgallery.co.uk — B

This Saturday a new gallery will open at 23 Forke Street. Come and see
our amazing collection of new paintings. You can also enjoy tea and cake
in our café. Our first ten customers will get a free slice of cake!

Like + Comment « Share 12 hours ago
3 people like this g

Johanna Magnusson Sounds great.
i | really want to go! 11.307
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UNIT 19 | Social media

9 Label the wall with the words in the box.

( comment ‘Like’ button profile picture post link tag J

Language note

Each person on social media networks has a profile, with pictures and personal
information like their name and location. Under the personal information
there is a timeline (also called a ‘wall’). The timeline shows everything a person
has posted on the social media network, with the newest post at the top.

People post lots of different things to their timeline, including photos, videos,
text and links. You can tag your friends in posts. ‘Tagging’ means putting their
name in your post or on a picture.

Language focus
o Fill the gaps in each sentence with the bold words in the Language note.

1
2
3

Did you see the picture | ....................on my wall last night? It's so funny!

| like to share..................... to interesting news stories on my timeline.

| don't put much information in my Facebook ..................... Just my name and hometown.
Be careful who you .................... in posts and photos on social media network sites. Not

everyone wants you to share their information.

| think the..................... is my favourite part of Facebook. | love being able to see what |
was doing months or even years ago.

e Read the text from some posts on a social media network. Decide if each post is
mainly ‘C’ for a comment, ‘S’ for sharing information, or ‘R’ for a request.

1

v B W N

| can’t believe you posted that pic! It’s brilliant! .......
Interesting story. Thanks for sharing. .......
I'm moving house on Friday. Can anyone help me to move some furniture? .......

Check out this story about a girl who sailed around the world by herself. .......

There's a scary film on at the Rio cinema tonight. | don’t want to go by myself. Who'll
come and hold my hand? LOL! .......

Try to write in the same tone — if the post is funny, write a funny comment, if
it's a link to a serious news story, write a serious comment.

Keep comments short. If you want to write something long, write a blog post
and then link to it on your Facebook timeline.

Remember that you can comment on your own posts as well as other people’s.
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o Read Julie's original post, then number the comments in the correct order, 1-5.

Julie Duncan

Great dinner party last night with Matthew Burrows, Kristina Svenson,
Ken Chu and Jamie Wagner. Thanks for helping me cook, everyone!

Like + Comment » Share 3 hours ago in Chicago

6 people like this. g5

Matthew Burrows | agree with Kristina Svenson. It was such a great
evening! Julie, what was the name of the cake you made?
It was delicious!

Like 3 hours ago

Julie Duncan OK, Matthew and Ken, I've put the recipe on my blog
here: http://www.juliesblog.blogland.co.uk/cake-recipe

Like &2 3 hours ago

Julie Duncan Aww! Thanks guys! I'm glad you had a good time.
Matthew, the cake was a plum and raisin cake. | can give you the recipe
if you want!

Like 3 hours ago

Kristina Svenson It was a great evening, Julie. Thanks so much!

Like 3 hours ago

Ken Chu | want the recipe too, Julie. That cake was the best!
amm ‘
l Like 3 hours ago

e Choose the best caption for each photo. Write the letter of each caption under

the photo.

a Cameron running the half marathon ¢ Everyone having a great time at
yesterday. So proud of him! Miranda’s party.

b Mr Tibbles looking very cute and fluffy d Grandpa’s 85th birthday!
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UNIT 19 | Social media

Language note

A caption is a short piece of text on what you can see in a photo. We often
write captions in the present simple or continuous tense, even if the photo
shows an event from the past.

John at his graduation ceremony. Shelly winning the 800 metres swimming race.

Get writing
Write an appropriate caption for each photo.

Matthew Burrows

. I've got a spare ticket to see Coldplay tomorrow night, because Kristina Svenson isn't |
well. Who would like it?

Like - Comment - Share 57 minutes ago

Julie Duncan

Our local library is closing down! It's terrible. Where am | going to get my library
books from now?

Like - Comment » Share 5 hours ago via mobile

Darren Murphy
| Can't believe it's my 25th birthday today! Looking forward to the party tonight!
|

Like - Comment « Share 5 minutes ago

My review

| can recognise different types of post on Facebook.
| can write appropriate captions for photos.
| can write appropriate comments on other people’s posts.

oo

| can make my own posts to the Facebook timeline.
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2 0 ONLINE REVIEWS

Getting started

1 Do you check hotel restaurant and reviews online?

2 If you have a good experience at a restaurant or hotel, would
you write a review?

3 Would you complain online if you had a bad experience?

Looking closely
o Read the reviews then answer the questions.
1 What kind of restaurant is Benny's Diner?
2 Whatis a 'rating’? Is 4/5 a good rating? Is 0/5 a good rating?
3 What does Gerard mean when he says 'the service is absolutely terrible’?

Erin Lindqvist reviewed 3 weeks ago Fe
Rating: 4/5 s
| took my niece and nephew to Benny's for dinner last week. The food was really
| good, although my fries were quite cold. The kids enjoyed their burgers and
milkshakes.

Our waiter was really friendly but the service was quite slow. We had to wait
nearly half an hour for our food.

Overall, | would recommend Benny's Diner. The menu is good and not too
expensive.

~ Your Review

Gerard Garcia Martinez reviewed 3 weeks ago
Rating: 0/5

| stayed at the Downton Youth Hostel for two nights. This hostel is the worst place

| have ever stayed! The service is absolutely terrible — there is no one to clean the
rooms, and the manager is really rude. The price for two nights was $50, which is
expensive for a hostel in this city. The only good thing about this hostel is that it is |
quite quiet — probably because no one wants to stay there! |

Unfortunately, | would have to give this hostel 0/5!
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UNIT 20 | Online reviews

Complete the table with good points and bad points from each review.

Good points Bad points

Benny'’s Diner food really good, kids
enjoyed burgers and
milieshakes

Downton Youth Hostel

Clear usage: adverb + adjective

When you review something, you can use adjectives to describe it.
The hotel was nice.

The food was bad.

The service was terrible.

You can modify (change) the meaning of the adjective by putting an adverb in front
of it.

The hotel was quite nice. (It was OK)
The food was really bad. (really = very)
The service was absolutely terrible. (absolutely = completely)

Language focus

Read the reviews again. Underline the adverb + adjective combinations.

Unjumble these sentences.

food restaurant terrible. was The in the absolutely
quite restaurant at the food The nice. was

Youth The great. was really Hostel

very service good. at local is my café The

clean. is hotel That quite

o b W N =

like | restaurant. Thai really that

Use an adverb + adjective combination to write some sentences for reviews.

1 Wirite a sentence about your favourite local café or restaurant.

2 Write a sentence about a hotel or hostel that you think is "OK’ (but not great).
3 Write a sentence about a restaurant where you had great food or service.
i

Write a sentence about a restaurant where you had bad food or service.
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e Match the nouns to their meaning.

1

2
3
4
5

8

service a the list of food at a restaurant

staff b the people who work at a business

youth hostel ¢ how much you have to pay for something

manager d the person who runs a business

menu e a cheap place to stay, where many people share a
room

price f the effort that staff in a hotel or restaurant make for
customers

waiter g the score a reviewer gives

rating h the person who serves food at the table

o Fill the gaps with a word from exercise 1.

F- TR 8

00 ~ @ W

Hotels in Tokyo are so expensive. | usually stay ata.................... instead.

The waiter at the restaurant was so rude that | asked to speak to his..........cceevvnnen.

The s at my local café is quite limited, but the food is very good.
The rooms at the hotel were really nice, but the .................... was bad, so | only
gave it 2/5.

This hotel has the best .................... from this reviewer.

The ovvvcieeieaennn. for one night at my favourite hotel is £150.

TRR ki at my favourite restaurant are all so friendly.
The.................... at my local restaurant is hardworking.

G Circle the adjective that does not match the noun.

1
2

- @ N
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service: slow, good, clean
rooms: expensive, friendly, dirty
staff: busy, unfriendly, cheap
menu: rude, large, bad

prices: cheap, good, large
manager: cheap, rude, friendly

waiter: busy, slow, expensive

Language note

When we review something and give it a score, we say, for example: ‘two out
of five' or 'five out of five’. We write this as 2/5 or 5/5.

The meal was just great — | gave it 5/5!



UNIT 20 | Online reviews

Useful vocabulary and phrases: positive and negative reviews

Use these phrases to write a positive Use these phrases to write a negative
review review

We had a great time at ... We were very disappointed by ...

We loved / enjoyed ...

| would (really) recommend ... | (really) wouldn’t recommend ...

The Log Cabin is a great restaurant / The Regent is not a very good

hotel. restaurant / hotel.

Change each sentence to make a positive review negative, and a negative review
positive.

1

2
3
4

We would really recommend that Brazilian restaurant. The food is great!
| was very disappointed by the New Street Hotel. The rooms were really dirty.

Tapas Ole! is a good restaurant. The food is nice and the prices are quite cheap.

| wouldn't recommend the Charter Street Youth Hostel. The rooms are small and the staff
are quite unfriendly.

Write about the menu, the staff, the service, the rooms and the prices.

Use adjectives (was the service good or bad, were the staff rude or friendly?)
Use some adverb + adjective combinations

Write positive and negative statements

Finish with a rating ?/5

Get writing

Write a review of a café or restaurant where you have eaten.

Write a review of a hotel or a youth hostel where you have stayed.

My review

| can identify good and bad reviews.

| can use adverb + adjective combinations in reviews.

| can express positive and negative feelings in a review.

| can write a short review of a restaurant or youth hostel.

o000
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1. Emails

Formal emails

Opening phrases

Closing phrases

Notes

Dear Sir / Madam Yours faithfully Use when you don't know the name of the

Dear Sir or Madam person you are writing to.

Dear Mr/Mrs/Ms/ | Yours sincerely / Yours truly | Use when you know the name of the person

Miss [Family name] you are writing to but you have never met or
you hardly know the person.

Dear [First name] Best regards / Kind regards | Use when you know the person you are

writing to well enough to use their first
name.

Hi [First name]

Best regards / Kind regards /
All the best

Use when you know the person you are
writing to quite well and have a friendly
relationship with them.

[First name] /
[First name], hi

All the best / Cheers / Best /
Thanks

Some people don't like this way of opening
an email, but this is quite a popular way to
open emails. :

Informal emails

Opening phrases

Closing phrases

Notes

Hi [First name]

All the best / Cheers / Best /
Thanks

Hi/Hello/ Yo/
Hiya / Hey

Cheers / Bye / Speak soon /
Later / Hugs / Kisses / [first
letter of the person’s name]

There are many informal ways to open and
close informal emails between friends. These
are just a couple,

[no opening phrase]

[no closing phrase]

In informal emails there may sometimes be
no opening or closing phrase. This is very
common if there are lots of quick emails
between two people who know each other
well.

Writing




2. Making plans and arrangements

Phrases for making plans and suggestions
Would you like to ... ?

How about ... ?

Why don‘t we ... ?

We could ...

Let's go out on (Thursday) ...

Shall we try another ... ?

Perhaps we could ... go out?

Shall we ... stay at home?

Phrases for responding positively

Yes, that sounds good / like fun.
I'd love to! / I'd love to come.
Thanks. I'll see you there.

Phrases for responding negatively

No, thanks, / Sorry, I'm busy then.

Thanks, but | have other plans.

Maybe another time?

Phrases for changing from one plan to another

Why don’t we (watch TV) instead?
Let’s (go to an Indian restaurant) instead?

3. Greeting people online

Starting a conversation online

Hey / Hi / Hello
How're you? [/ How's it going? / How're things? / What's up?

Checking if someone is free to talk
Can you talk?

Are you free right now?

Have you got ... (5 minutes)?

Taking a break from an online conversation
Sorry, | need to take a break.

Sorry, | have to take a call / speak to someone.

I'll be back in a minute.

Hold on a second ... / Just a minute ...

BRB (= be right back).
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Ending a conversation online

Sorry, I've got to go now.

I'd love to talk more, but | have to go.

It was nice chatting to you, but I'm afraid I've got to go.
Thanks for the chat. Let’s speak / talk again soon.

Bye / Bye for now.

4. Sharing news

Phrases for sharing news
Did you know [/ hear about?
(Sarah) told me that / said that ...
| heard that ...

Phrases for sharing exciting or surprising news
You won't believe this, but ...
I've got some (exciting) news ...

Phrases for reacting positively to news
OMG! (Oh my Gosh)

Wow!

Really?

That's great / amazing / brilliant / wonderful!
What great / amazing / brilliant / wonderful news!
Congratulations! / Well done.

Phrases for reacting negatively to news
Oh no! / Oh deart!

Really?

That's terrible / awful / shocking / bad.

What terrible / awful / shocking / bad news.

I’'m so sorry to hear that.

5. Invitations

Formal phrases for invitations

You are invited to ...
We would love it if you could come to ...
Please join us at ...

Formal phrases for accepting an invitation
We would love to come / join you at ...
Thank you. We'd love to come.

Writing



Formal phrases for declining an invitation

We would love to come, but (unfortunately) we have other plans.

I'm sorry, but | can’t come / join you this time.

Informal phrases for invitations
Joinusat.../Cometo ...

I'm having a party ...

We're ... moving house / getting married / having a party.

Informal phrases for accepting an invitation
Thanks for the invite. I'd love to come!

Sounds great! We're definitely coming.

See you there!

Informal phrases for declining an invitation
I’d love to, but I have other plans.

Sorry — maybe some other time.

Sounds great, but we can’t join you this time.

Sorry | can‘t make it to your ...

6. Giving advice

Phrases for giving advice

| suggest that you ...

| think that you'd like ...

| recommend that you ...

You should visit ...

You have to eat at / try my favourite ...

Phrases for accepting advice
Thanks for the advice.

That sounds like good advice.

Great idea. I'll try that.

That's a good idea.

Phrases for declining advice
I'm not sure about that.

I don’t think I'd like that.

Maybe that’s not for me.

Thanks, but | don‘t think so.

Appendix 1 - Useful phrases
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7. Talking about future plans and goals

Phrases for describing future plans and goals
My dream / goal / plan / ambition is to ...

In the future / One day | hope to ...

Iwould like tobea/an ...

In five years’ time | plan to be ...

8. Asking for help or information at school

Phrases for asking for help or information
Did you understand ...?

Do you remember ...?

Can you explain / help me with ...?

What did the teacher say / mean?

Phrases for responding positively

Yes, | can help. Let me show you my notes.

Yes, | understood / | remember.

What didn‘t you understand / remember?

The teacher / He / She / meant / explained that ...

Phrases for responding negatively

Sorry, | can’t help.

Sorry, | didn’t understand / can’t remember either.
I'm not sure.

I really don’t know.

9. Apologising

Formal phrases for apologising
I'm sorry that ...

I'm afraid that ...

I apologise for ...

Formal phrases for accepting an apology
Thank you. | accept your apology.
Apology accepted.

Informal phrases for apologising
Sorry about ...
Apologies / My apologies.
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Informal phrases for accepting an apology
That'’s ok.

No problem / No waorries.

Not a problem.

Don’t worry about it.

10. Describing places and people

Phrases for describing places

(Tokyo) is ... fun / interesting / exciting.

There are lots of (interesting people) in ... (Bogota).
(Paris) is probably the most ...

{New York) is (exciting) but ...

Phrases for describing people
Peaple are / Everyone is (friendly) here.
(British) people are ...

11. Writing reviews

General

[ thought that ...

I went to / tried / ate at ...
In my opinion ...

Let me tell you about ...

Negative

We were very disappointed by ...

| (really) wouldn't recommend ...

I would not recommend (name of place) because ...
(Name of place) is not a very good ...

| was disappointed by ...

Positive

I highly recommend.

We loved / enjoyed / had a great time at ...

{ would (really) recommend ...

I would recommend (name of place) because ...
(Name of place) is a great ...

| really liked / loved ...

You really have to try ...

10/10 (ten out of ten = full marks).
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1. Sentence parts

1.1 Subject, verb, object

The basic English sentence has a subject, a verb and an object.

Kasper loves writing.

In this sentence ‘Kasper' is the subject, ‘loves’ is the verb and ‘writing’ is the object.

Main clause

This clause has a subject and a
verb, and can work on its own as
a simple sentence.

You came!

Dependent clause

This clause contains a conjunction
(linking word), a noun and a verb.
It can't work alone as a sentence.
It depends on the main clause to

tell us what the sentence is about.

| liked the restaurant because the
food was good.

Relative clause (also
known as a subordinate
clause)

This is a type of dependent clause.

It begins with a relative pronoun
(a linking word like ‘which’ or
‘'where’) and also has a noun or a
verb.

We saw Alison yesterday, which was
nice.

Noun Phrase

This is a very basic clause with just
a noun or a noun phrase.

Lunch (noun) was great

Main clauses and dependent clauses

A dependent clause adds information to a main clause. It starts with a subordinating conjunction
(e.g. because) or a relative pronoun (e.g. which). A dependent clause can't work alone as a sentence
because it doesn't give us enough information.

Main clause

Dependent clause

Jean wants to go to the Diner

because its her favourite restaurant.

Relative clauses

When a dependent clause starts with a relative pronoun (e.g. that, which, who, etc.), we call it a

relative clause.

Main clause

Relative clause

Rachel knows the man

who is sitting at that table.
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2. Sentence functions

2.1 Statements

A statement (also called a declaration) tells us some information or what someone thinks. For example:

[ saw Jonah yesterday:.
That film was great!
Josh said he didn‘t want to come to the party.

2.2 Questions

A question (also called an interrogative) is always followed by a question mark (?). For example:
What time does French class start?

Wha's that man over there?

2.3 Commands

A command (also called an imperative) is an instruction that we give to someone. For example:
Pass me the salad.

I need you to come home right now!

3. Sentence types

3.1 Simple sentences

A simple sentence has a subject and a verb. It is an independent clause. This means that it doesn’t
need another clause to give more information — it works on its own as a complete sentence.

| like to watch TV in the evening.

3.2 Compound sentences

A compound sentence has two independent clauses. These clauses are linked (connected) by a
conjunction (e.g. and, but).

It's Christmas Day, and I'm having a nice time with my family.
| like fruit, but | don't like vegetables.

3.3 Complex sentences
A complex sentence has an independent clause with one or more dependent clauses linked to it.
| liked that film, which is interesting because | don’t like comedy films.

3.4 Compound-complex sentences

A compound-complex sentence has one or more independent clauses with one or more dependent
clauses.

Tim saw Jules walking down the street, and because she looked so sad, he stopped her and asked
what was wrong.

Appendix 2 — Sentence structure
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Conjunctions are words that link (connect) clauses in a sentence. They are important in writing
because they make sentences sound more natural. There are two types of conjunction:

3.1 Coordinating conjunctions

Coordinating conjunctions link two parts of a sentence that are grammatically the same. For example,
two nouns or two adjectives. The following table contains the most common conjunctions:

Conjunction | Notes Examples
and This is the most common conjunction. I like fruit and vegetables.
Use it to link similar i her. . . .
e Srkat \deas togete She can swim and ride a bicycle.
but Use this conjunction to show that two I like fruit but | don’t like vegetables.
hi iff : : -
things are different (make a contrast) Shacananimbuishe earit ddes
bicycle.
or Use this conjunction to talk about a I don't like fruit or vegetables.
condition (something that has to happen b s e : s
before something else can happen). S Jo (hNE chEgetaa i gp
to a restaurant,

3.2 Subordinating conjunctions

Subordinating conjunctions link a dependent (subordinate) clause to a main clause. A subordinate
conjunction comes at the start of the dependent clause.

Conjunction | Notes Examples
because Use this conjunction to give a reason for |/ don't like John because he’s so rude.
something. '
SHng I can‘t come to work because I'm ill.
although Use this conjunction to contrast two The film was good, although I think the
ideas. main actress was boring.
| like Steve, although he does talk a bit
too much.
unless Use this conjunction to talk about | won’t come to the party unless you
a condition (something that has to come too.
Eappen before sometnirg else can Unless it stops raining, I'm going to go
APPRLY: home
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(1) Full stop (US: period) .
Use the full stop at the end of every sentence.
Note: you must start every sentence with a capital letter. You‘re a great writer.

(2) Comma,

Use it to separate items in a list. You don’t need to use it before the last time — use the word ‘and’
instead.

Please buy bread, milk, butter and cheese.
¢ Use it instead of the word ‘and’ in a list of adjectives. It was a warm, sunny day.

¢ Use it to link two independent clauses together with a conjunction. She was very angry with her
son, because he didn’t pass his exams.

* Use it after words like "however’ or ‘finally’ in a sentence. Finally, | would like to talk about. ..

e Use it to show an interjection (a word or phrase that shows how you feel). Wow; it’s very late! You
look beautiful tonight, darfing.

* Use it to separate parts of a sentence that give us ‘extra’ information. All my students, and | have
many, are wonderful.

* Use it to separate a dependent clause from an independent clause. If it keeps raining, we will have
to go home.

* You don't need to use a comma if the dependent clause comes after the independent one. We will
have to go home if it keeps raining.

(3) Question mark ?

e Use it to show a direct question. What’s your name?

e You don't need to use a question mark for an indirect question.

She wanted to know when the exam was.

(4) Exclamation mark !

e Use it to show that information is important, exciting or surprising.
Be careful!

¢ Try not to use exclamation marks too much.
They work best in informal writing.

(5) Apostrophe *

e Use it to show a contracted word. That’s my hat.

e Use it to show possession. Simon’s essay was the best. It was Ladies’ Day at Ascot.
* Use it to show time or quantity. One week’s holiday. In three days’ time.

e Use it to show a shortened date. He was from the class of ‘96.
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(6) Single quotation marks * *
= Use these to highlight a special word or phrase in a sentence.
Try not to use the word ‘and’ too much when you are speaking.

* |n British English, we use single quotation marks to show that some text or speech is a quote (i.e.
was written or said by someone else).

Shakespeare wrote ‘To be or not to be, that is the question?’.

(7) Double quotation marks “ “

e In British English we normally use these to show an important word or some quoted text inside
some other gquoted text.

The teacher said ‘Try not to use the word “and” too much when you are speaking.”

However, note that in American English (AmE) quote marks are usually used in the opposite way —
single quotes appear within double quotes.

(8) Colon:
e Use it to introduce an important or dramatic idea.
There is only one thing | need: pizza!
1 was so angry: my car had been stolen!
* Use it to introduce a list after a complete sentence.
There are three things you need to make pizza: dough, tomato sauce and cheese.
* Use it to introduce examples.
Here are some examples of conjunctions: and, but, or, because.

(9) Semi-colon ;
* Use it to link two independent clauses instead of a comma and conjunction.
He knew everything about me; | knew nothing about him.
e Use it before adverbs like "however’ and “finally".
The rain stopped, however, we still didn’t go out.
e Use it to separate items in a long, complex list where there are already lots of commas.

The University welcomes some important guests: Professor Ralph, Chancellor, Tutor and Dean of
Studies at the University of Stern; Professor Farish, Tutor in English, French and Armenian Studies,
Mahler University; and Mr Borge, writer and journalist.

(10) Brackets / parentheses ()

¢ Use them to add extra information that is important but not as important as the main information
in a sentence.

Sam was very excited about going to Vietnam (he had never been to Asia before).
¢ Use them to add your own comments as writer of the text.
The film (which was very good) was the best part of the evening.

* Use square brackets to explain the grammar or meaning of a direct quote without changing the
quote, ‘He [David Crystal] is a popular writer on the subject of language.
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(11) Hyphen -

Use it with compound phrases that come before a noun and describe it.
The sixth-form pupils had their exam in the main hall.
Use it with common phrases.

My ten-year-old son loves baseball.

I'd like some step-by-step instructions.

That milk is out-of-date.

Use it to write out numbers.

It's my twenty-fifth birthday.

Use it to make pronunciation or spelling clear.

My name is Se-bas-ti-an. S-E-B-A-5-T-I-A-N.

Use it after a prefix before a name or date.

He is pro-Obama. The book was written pre-2001.

(12) Dash -

Use it to make a break in a sentence when you want to make the reader pay attention.
I won't eat meat — | never will.

Use it instead of paired commas or brackets.

He ate the cake — every single piece of it — in less than ten minutes.

(13) Ellipsis ...

Use it to leave a sentence unfinished, often in informal writing
I'm not sure what to get Tammy for her birthday ...

Use it to show that some words have been left out of a quote.
‘To be or not to be ... Whether t'is nobler in mind to suffer ...’

(14) Forward slash /

Use it to show two or more options. Use it instead of the word ‘or’.
We will serve coffee / tea during the meeting.

Use it in some shortened words.

wlo = without

Appendix 4 - Punctuation
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APPENDIX 5 — Short forms

Emoticons for texting and instant messaging

i) smiling / happy

o sad / unhappy

2 joking / don't take this seriously
:D big grin / happy

<3 heart / love

</3 broken heart / no love

\o/ excitement / jumping for joy

0 surprise / shocked face

d(»_7b headphones / listening to music
(~_-) winking

oAo high five

-P sticking your tongue out at someone (cheeky, not rude)
% ‘my lips are sealed’ (= I'm not telling you anything)
@}-;--  rose / romantic

Symbols for notes

and

plus

equals / is the same as

does not equal / is not the same as
is greater than

is less than

repeat the text that you see above
at

connects two ideas

connects two ideas

don't know / not sure

increasing

decreasing

therefore

number

dollars / money

AV ORI+

vt e

e -,

Short forms of words

Use these in emails or instant messages to people you know well, as well as to take notes.

abt. about
b/c because
C circa (around the time)
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cf.

ch.
D.0.B.
e.g.
esp.
etc.
govt.
i.e.
max.
min.
mth.
no. / nos.
N.B.
p-/ pp.
re.
sbd.
sth.

VS.

wif

w/o

yr.

compare
chapter

date of birth

for example

especially

and all the rest
government

that is / in other words
maximum

minimum

month

number / numbers
important

page / pages
concerning / about
somebody

something

versus (meaning ‘against’)
with

without

year

Note: You will probably see a number of different ways of writing short forms. A good rule to
remember is ‘use a full stop if the final letter is missing, but don't if it's present’. So:

st abt yr vs govt

but
c. sbd. max. etc.
Twitter conventions

RT = Retweet Use in front of another person’s Tweet that you want to
share with your followers.

MT = modified (changed) tweet | Use when you have shortened someone else’s Tweet so
you can Retweet it. Make sure you don’t change the
meaning of the original Tweet when you shorten it.

DM = direct (private) message Use to send private messages to people that you follow,
who also follow you.

@ = at replies Put in front of the Twitter names of the person you want
to send a message to. Note that this message is not

- ) private, so anyone can see it. .

# = hashtag Use it in front of words or subjects so that other people
can search for and find Tweets about similar things.

[...] = square brackets Use these when you want to add a comment
of your own after another Tweet. E.g. RT @
madonnafanclubLondon Great concert last night! [Yes! It
was wonderfull]

#FF = follow Friday Use this on Fridays to recommend people that you
think your followers should follow. For example: #FF @
llovecatse78 She posts the cutest cat photos on Twitter!

Appendix 5 - Short forms
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How to proofread

When you have finished writing a piece of text, you should always proofread it carefully. This means
reading your text very closely to check that there are no mistakes and that it reads well.

Step-by-step notes on proofreading

Print out your text. Use a coloured pen to mark changes on your printed document.

Read your text, looking for one type of mistake at a time. For example, start by checking your
sentence structure. Then start at the beginning again to check your spelling and word choice. If
you aren’t sure about a word, use your dictionary to check it. Finally, go back and check that your
punctuation is correct and that you have used full stops, commas, etc, wherever you need to.

Next, make sure that the information in your text is correct. For example, make sure you have
spelled names of people and places correctly, and that dates and numbers are correct.

Make sure the formatting of your document is correct. For example, make sure that the font size
(e.g. 10, 12) and the font (e.g. Arial, Times New Roman) are the same all the way through. Make
sure any headings or notes are in the same style all the way through as well.

Check the line spacing of your document. This is the amount of space between each line of text.
Make any changes to your document on screen, checking your marked up printed document.

Tips for proofreading

Clear your desk of other papers and books so you have a clean space to work on.

Always proofread from a paper printout, not on screen. It is much easier to see mistakes on a
paper printout.

Proofread in a silent room.

Never proofread when you are tired or when you have been working on a document for a long
time. Look at it the next day instead.

Don't hurry!

When you think your document is as good as possible, give it to someone else to proofread. You
will be surprised what a "fresh pair of eyes’ can see.

Don't just use your computer’s spell-checker software or grammar-checking software. Humans are
much better than machines at seeing mistakes.

Say the words that you are reading out loud — this will help you to focus on the letters in front of
you. It also makes mistakes easier to find.

Be careful of the ends of lines: watch out for missing full stops, and for words that appear twice by
mistake.

If you make a change in one part of the document, make the same change wherever you find the
same mistake. Don’t change your mind half way through a document.

Finally, read your text out loud once more. If you run out of breath, you may need to add more
commas and full stops.
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Unit 1

busy apEcTive

working hard ® They are busy preparing for a party on
Saturday. unable to do something, because you are
doing something else » Sorry, I'm busy that night, 5o
can't come to your party.

comedy noun
a type of entertainment that is intended to make
people laugh « His career was in comedy:

formal apiecrive
very correct and serious rather than relaxed
and friendly * We received a formal letter of apology.

informal apiectve
relaxed and friendly, rather than serious or official
s Her style of writing is very informal,

receive vis

to get something after someone gives it to you or
sends it to you # They received their awards at a
ceremony in 5an Francisco.

send vere
to make a message or a package go to someone
= | sent her an email this morning.

subject noun
the thing that is being discussed in a conversation or a
book » I'd like to hear your views on the subject.

suggestion noun
sorething that you tell someone they should do * May
I make a suggestion?

Unit 2

activities ruraL noun
things that you spend time doing * | have lots of
activities planned for the day.

canteen noun
a place in a schoal where students can buy and eat
lunch  Rebecca ate her lunch in the canteen.

compare vee
to consider how things are different and how they are
similar # / use the Internet to compare prices.

daily aoecmve
happening every day » ...the daily newspaper The Times',

punctuation noun

signs such as (), | or ? that you use to divide writing
into sentences and phrases = You have to give more
attention to punctuation and grammar.

relationship noun

the way two people or groups feel and behave
towards each other » The ministers want to maintain
the friendly relationship between the two countries.

routine noun
the usual activities that you do every day = The players
changed their daily routine.

typical apiecive
used for describing a good example of a type of
person or thing = Tell me about your typical day.

Unit 3

amazing apscTve
very surprising, in a way that you like = It's amazing
what we can remember if we try.

cruise noun
a holiday that you spend on a ship or boat » He and
his wife went on a world cruise,

delicious anwkcmive
very good to eat » There was a delicious menu.

excited soecTive
very happy or enthusiastic = I'm excited to be here,

fantastic aoecmve
very good = | read your essay and it’s fantastic.

sunset noun
the time in the evening when the sun goes down

* The party began at sunset.

tiny aciectve
very small ® My flat in London is tiny.

Unit 4

consonant noun

one of the letters of the alphabet that is not ‘a’, ‘e’, “i',
‘o’ or ‘'u’ = The word ‘book’ contains two consonants
and two vowels.
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disappointed aokcmve

sad because something has not happened or because
something is not as good as you hoped » | was
disappointed that John was not there.

instead aovers
in the place of someone or something » Zoe didn‘t
want to go bowling. He went to the cinema instead.

local aoiecmve
in, or relating to, the area where you live * Susan put
an advertisement in the local paper.

mobile noun
a telephone that you can carry wherever you go # The
woman called the police on her mobile,

perhaps aovers

used for showing you are unsure whether something
is true, possible or likely = They lost millions, perhaps
billions.

shorten vere

to make something shorter = The treatment shortens
the length of the iliness.

vowel noun

one of the letters ‘a’, ‘e, 'i', "o’ and ‘U’ * The name
Emma begins with the vowel ‘e’

Unit 5

chat vers

to talk in an informal, friendly way » / chat to him often.
conversation noun

an occasion when you talk to someone about
something = | had a brief conversation with him.

express viag
to show what you think or feel « Only one company
expressed an interest in his plan.

greet virs
to say 'Hello' or shake hands with someone = She
greeted him when he came in from school,

necessity noux
a need to do something * He'd learned the necessity
of hiding his feefings.

negative aoecve

saying 'no’ ® Dr Hunt gave a negative response. NOUN
in grammar, a form that is used for saying ‘no’ or ‘not’,
such as 'don’t’ # The word ‘never’ is a negative,

obligation noun
something that you should do « The judge has an
obligation to find out the truth.

politely aovens
in a way that is respectful towards other people » “Your
home is beautiful,” | said politely.
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Unit 6

applicable aoece
appropriate or relevant  Don't fill out this form as it is
only applicable to residents of the United States,

emergency rnoun
a serious situation, such as an accident, when people
need help quickly » Come quickly: This is an emergency!

fill in vere
to write information in the spaces on a form = When
you have filled in the form, send it to your employer.

gender noun
the fact of being male or female » We do not know
the children’s ages and genders.

patient noun
a person who receives medical treatment from a doctor
= The patient was suffering from heart problems.

registration noun
when something is recorded officially » / need to fill in
a registration form for my local gym.

surgery woun
the room or house where a doctor or dentist works
* My doctor’s surgery is only five minutes away

title noun

a word such as ‘Mr’ or ‘Dr’ that is used in front of
someone’s own name » After getting married, Julia
changed her name from Miss Douglas to Mrs Crawford.

Unit 7

bullet point noun

one of a list of items for discussion or action in a
document, marked by round symbaol » Prepare a fist of
bullet points for the meeting.

complete vere
to finish a task » We will complete the project in May

dry cleaning vers
to clean clothes with a special chemical rather than
with water » We can dry-clean this suit for you today

everyday soskcmve
ordinary, a regular part of your life » Computers are a
central part of everyday life.

imperative noun

the base form of a verb, usually without a subject.
The imperative is used for telling someone to do
something. Examples are ‘Go away’ and 'Please be
careful.’ = | sometimes use imperatives when | need
someone to do something urgently.



instructions rLuraL NOUN
information on how to do something * The cookbook
uses simple instructions and photographs.

orders rura

the words that someone says when they tell you to do
something * The commander gave his men orders to
maove out of the camp.

task noun
a piece of work that you have to do = My task was to
cook lunch.

Unit 8

celebration noun
special event organized to mark a birthday or anniversary
* We've planned a big celebration for Martha’s birthday!

colleague noun
a person you work with ® She's talking to a colleague.

invitation noun
when someone asks you to go to an event | accepted
Sarah’s invitation to her birthday party.

invite vere

to ask someone to come to something, such as a party
* She invited him to her birthday party. noun the act of
asking someone to come to something, such as a party
= This letter from John is an invite to his party.

organise vers
to plan or arrange something * We organised a concert.

party noun

a social event at which people enjoy themselves
* We organised a huge party.

special aoective
different from normal, often in a good way * You're
very special to me, darling.

surprise noun
an unexpected event, fact or piece of news = [ have a
surprise for you: we are moving to Switzerland!

Unit9

area noun
a particular part of a town, a country, a region or
the world * There are 11,000 people living in the area.

advert noun

information that tells you about something such as a
product, an event or a job * Have you seen that new
advert for that restaurant?

UNITS 4-10

attractive apecrve
pleasant to look at = The flat was smalf but atiractive.

COSY ADIECTIVE
comfortable and warm » Hotel guests can relax in the
cosy lounge.

estate agent noun

a person whose job is to sell buildings or land * Our
estate agent is having trouble selling our summer
house.

fully aovere
completely » We are fully aware of the problem,

lovely spiecTive
beautiful, or very enjoyable = 5am has a lovely voice.

skim read vere

to read something quickly and not too carefully in
order to pick up the important or significant details

= I'm skim reading my notes from class in preparation
for the test tomorrow:

Unit 10

advice noun

what you say to somecne when you are telling them
what you think they should do = Take my advice and
stay away from him!

crowded soicmve
full of people » He looked around the crowded room.

culture noun
activities such as art, music, literature and theatre
* Films are part of our popular culture.

ferry noun
a boat that regularly takes people or things across
water = They crossed the River Gambia by ferry

jewellery NOUN
decorations that you wear on your body, such as a ring
an your finger * She sold all her gold jewellery.

painting nou
a picture that someone has painted ¢ She hung a large
painting on the wall.

recommend vers

to suggest that someone would find a particular
person or thing good or useful » | recommend
Barbados as a place for a holiday.

transport noun

a system for taking people or things from one place
to another in a vehicle » We will spend the money on
improving public transport.
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Unit 11

achievement noun
something that you have succeeded in doing = Being
chosen for the team was a great achievement.

application noun
a written request to be considered for a job or a course
* We have not yet received your application,

apply veze

to write a letter or write on a form in order to ask for
something such as a job » | am applying for a new job.

course noun
a series of lessons on a particular subject » I'm taking a
course in business administration.

engineering noun

the work of designing and constructing machines or
structures such as roads and bridges = She studies
science and engineering at college.

exam noun
a formal test that you take to show your knowledge of
a subject = { don’t want to take any more exams,

fluently aovers
easily and correctly » | speak German fluently.

goal noun
the aim or purpose that you have when you do
something ® Our goal is to make patients comfortable.

Unit 12

communicate vese

to share information with other people » They
communicate with their friends by mobile phone.
infinitive noun

the basic form of a verb, for example, 'do’, ‘be’, ‘take’
and ‘eat’. The infinitive is often used with "to’ in front
of it. » The infinitive of ‘going” is ‘go’,

modal verb noun

used, in grammar for a word such as ‘can’ or

‘would" that you use with anather verb to express ideas
such as possibility, intention or necessity * A modaf verb
such as ‘might” is useful for talking about the future.

negatively aovere
in a way that means ‘'no’ = Sixty percent of people
answered negatively.

positively sovers

in a way that shows agreement, approval, or
encouragement * We expect both men to respond
positively to the challenge.

Writing

studies eLura noun

the activity of learning about a particular subject » in
1924, he went to Paris where he continued his studies
in painting, sculpture and drawing.

understand vers
to know what something means = ‘Do you understand
what I'm telling you, Sean?’

Unit 13

appearance noun
the way that someone or something looks » She
hates it when people talk about her appearance.

covering letter noun
a letter of introduction sent with a job application
= [t's important to write a covering letter.

immediate apiecrve
happening next or very soon # There is no immediate
solution to the problem.

part-time soscmve
less than the full working day or week  She is trying
to get a part-time job in an office.

preferred aoiecme
liked better or highly appreciated » I'm looking for a
flatmate: non-smoker preferred.

skill noun
a type of activity that needs special training and
practice = You're never too old to learn new skills.

statement noun

something that you write to tell an employer why you
think you're suitable for a particular job * 've read Joe's
personal statement, and he sounds an ideal candidate.

training vess
to learn the skills that you need in order to do
something = Stephen is training to be a teacher.

Unit 14

bring vess
to have somecne or something with you when you
come to a place * Remember to bring some money,

connected avieciive
used for describing a relationship between things « She
described the problems connected with a high-fat diet.

eastern apecve
in or from the east of a place » ... Fastern Europe.



equal vers
to be the same as a particular number or amount
* 9 minus 7 equals 2.

loan noun
an amount of money that you borrow * Right now it’s
very difficult to get a loan from a bank.

summarise vers

to give a brief description of the main points of
something « The story can be summarised in three
sentences.

symbol noun
a number, a letter or a shape that represents a
particular thing = The chemical symbol for Carbon is 'C",

Unit 15

affect virs

to cause someone or something to change in some
way » This problem affects all of us.

apologise vers
to say that you are sorry * He apologised to everyone.

catch up vers
to reach the same level as someone else » You'll have
to work hard to catch up.

Miss vers
to not take part in a meeting or an activity * He missed
the parly because he had to work.

polite aoiecve
behaving with respect towards other people = He
seemed a quiet and very polite young man.

problem noun
sormething or someone that causes difficulties
= Pollution is a problem in this city

solution noun
a way of dealing with a problem « They both want to
find a solution to the conflict.

take a day off rurase to have a day away from
waork or school = She took the day off as she felt ill

Unit 16

construction nou
the building of things such as houses, roads and
bridges = The new bridge is under construction.

experience noun
knowledge or skill in a job or activity that you have

UNITS 11-17

done for a long time ¢ No teaching experience is
necessary for this job.

industry noun
the work of making things in factories » The meeting
was for leaders in banking and industry.

musical apecmve
having a natural ability and interest in music * | come
from a musical family:

networking noun

trying to meet new people who might be useful to
you in your job or career » | did a bit of networking at
the conference.

opportunities noun

situations in which it is possible for you to do things
that you want to do = Young people need more
opportunities to find employment.

personal apective
relating to a particular person ® The story is based on
his own personal experience.

project manager noun

a person in a company who plans and organises pieces
of work = The project manager is responsible for
completing the job on time.

Unit 17

blog noun

a website that describes the daily life of the person
who writes it, and also their thoughts and ideas

* His blog was later published as a book. vers to

write regularly about your daily life, thoughts and ideas,
on a website » She blogs about politics on her website.

building noun
a structure that has a roof and walls » They fived on
the top floor of the building.

countryside noun
land that is away from cities and towns = ['ve always
loved the English countryside.

cycle vers
to ride a bicycle » He cycles to school every day

popular ADJECTIVE
liked by a lot of people » Chocolate sauce is always
popular with children.

probably sovere
likely to be true or to happen, although you are not
sure = | will probably go home on Tuesday:

reindeer noun

a big animal with large horns that lives in northern
areas of Europe, Asia and America » A herd of reindeer
was seen in the forest,
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traffic noun
all the vehicles that are on a particular road at one time
» There was heavy traffic on the roads.

Unit 18

adopt vers

to take someone else’s child into your own family and
make them legally your son or daughter e There are
hundreds of people who want to adopt a child.

character noun
a letter, number, or other symbol that is written or
printed * [ could not read the Chinese characters.

concert noun
a performance of music ¢ The weekend began with an
outdoor rock concert.

by mistake errase accidentally » [ was in a hurry
and called the wrong number by mistake.

share vess

to make something available to other people an a
social networking website | shared the link to the
story so others could read it.

timeline noun

a sequence of messages shown on a social networking
website » The timeline showed me all the messages
sent to me last week,

tornado noun

a storm with strong winds that spin around very fast
and cause a lot of damage * The tornado destroyed
many buildings in the town.

traffic jam noun

a long line of vehicles that cannot move forward, or
can only move very slowly « The accident caused a
huge traffic jam.

Unit 19

caption noun

a piece of writing next to a picture, that tells you
something about the picture  The photo had the
caption John, aged 6 years’,

close down vers

to stop all work in a place, usually for ever » I'm sad
that I've had to close down my shop!

graduation noun
a special ceremony for students when they have

108 | Writing
|
[

completed their studies at a university or college » Her
parents came to her graduation.

post vere
to put information on a website so that other people
can see it * The statement was posted on the Internet.

profile noun

your personal information on a social networking
website = [ need to update my profile with my new
telephone number,

serious apscmve

important and deserving of thoughtful consideration
* This is a very serious problem. sincere about what
you are saying, doing or intending to do * You really
are serious about this, aren’t you?

Spare apecmve
used for describing extra things that you keep in case
you need them ¢ | have a spare pen if you need one.

style noun
the way in which something is done  { prefer the
Indian style of cooking,

result noun

something that happens or exists because something
else has happened » People developed the disease as a
direct result of their work,

Unit 20

diner noun
a small cheap restaurant that is open all day » After
leaving the party last night, we went to a diner to eat.

hostel noun
a large house where peaple can stay cheaply for a short
time = | will be staying in a hostel when [ travel to Milan.

modify vers

to change something slightly, usually in arder to
improve it * Helen and her husband modified the
design of the house to suit their family’s needs.

rude spectve
not polite » He’s so rude to her friends.

service noun
the help that people in a restaurant or a shop give you
* We always receive good service in that restaurant.

staff noun
the people who work for an organization = The
hospital staff were very good.

terrible aojecrve
extremely bad * I have a terrible singing voice.




'ANSWER KEY

Unit 1  Short emails
Looking closely
1

1 Lewis wants Julie to come to a comedy show and
dinner at a Thai restaurant on Thursday night.

2 Julie wants to go to an Italian restaurant.

3 Yes, Julie does like comedy.

4 No, Julie does not like Thai food. She prefers
Italian food.

Language focus
0] 3 P 5 P 7 0
C 4 C 6 P

Let’s go to the cinema on Wednesday?
We could play football?

How about going to an Italian restaurant?
Why don’t we go and see some comedy?

Would you like to go to the park after work
tomorrow?

[ I N T R L. e

Writing clearly

1

Sample answers:

No thanks, I'm busy then.

Yes, that sounds like fun.

OK, let’s do it!

Thanks, but | have other plans.
I'd love tol

Mo B W Rd —

Sample answers:
1 a Whydon't we go to the cinema on Saturday?
b Sorry, I'm busy then.

¢ No thanks, I'm busy on Saturday. Why don’t
we go on Sunday instead?

Why don’t we go to a Chinese restaurant on
Monday?

b I'd love to go out for dinner, but why don't we

go to a Japanese restaurant instead?

Language focus

1
The first email is informal, the second email is formal.

2
Sample answers:
1 HiHey ..I..
Dear ...F..
What's up? ..l...
I hope you are well. ...F..
Speak soon./See you soon. ...l...
Love/Hugs/Kisses ...l..
Kind regards ...F..
X (= kiss) ...
Cheers. ..l...
| look forward to hearing from you. ...F..

W oo~ & ;b WM

o

Writing clearly

1

Sample answers:

1 Hey Frida..... Speak soon, hugs, Kx

2 HiDad. How're you? ... love, Petra xx

3 HiSunil, how's it going? ... Cheers, lain

4 Dear National Bank ... Kind regards, Anastasia
2

Hey Janet,

How are you? If you're free tomorrow, would you like
to go to the cinema? There's a nice new Italian place
by the river. Maybe we could try it? Let me know if
you want to go.

xX
Carrie

Get writing

1

Sample answer:

Hi Xiao Li

Great to see you again last week. What are you up
to next Thursday evening? There's a new play at the
Young Vic theatre and I've got an extra ticket. Later

we could go to eat at the new Spanish place on York
Road if you like — yum!

Let me know if you're free.
Hugs!
Mauricio x

Answer key
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2
Sample answer:
Dear Mr Allen

| hope you are well.

Are you available next Saturday for a lesson? | would
like to meet at 2 p.m. at my house, 31a Camberwell
Grove.

I look forward to hearing from you.

Unit2 Longer emails

Looking closely
1

Stan is sending the email. Aleks is receiving the email.

1
2 Aleks is Stan's younger brother.
3

In Toranto Stan lived at home with his family. In
Edinburgh he shares a flat with two classmates.

In Edinburgh he goes to university each day, eats
sausages and sandwiches, goes out with his
classmates and works in an Italian restaurant. In
Edinburgh he cleans and does the dishes. He thinks
Edinburgh is smaller and colder than Toronto.

Language focus
1

Stan’s daily routine in Edinburgh

Morning gets up around 7.30, walks to
university, buys breakfast in a local
café, eats sausages for breakfast,
has classes all morning

Afternoon eats lunch in the canteen with his
classmates, studies or goes for a
walk around town

Evening goes out with his classmates

FrifSat evening | washes dishes in an Italian
restaurant

2

1 leatlunch at 1.00 p.m.

2 lalways get up at 8.00 a.m.

3 lwork from 9 to 5.

4 In the afternoon | go to the gym.

5 In the evening | work at the cinema.

6 In the evening | study or watch TV,

3

1 walks 3 goout 5 has
2 eat 4 have

110 Writing

Kind regards

Miguel

4

Sample answers:
Your daily Your friend's
activities daily activities

Mornings || get up at 7.00a.m. |She gets up at

| brush my teeth.1 | 8.00 a.m. She
make coffee and eat | eats breakfast at
cereal for breakfast. | her local café. She
1 go to school. goes to work.

Afternoons || eat lunch in the She eats
school canteen sandwiches at
with my friends. | | work. She works all

study. afterncon and then |
L _ goes to the gym.
Evenings |l make dinner She goes out with
and watch TV, her friends.
Sometimes | go for
a walk.

Weekends |l gotothe gym.| |She goesto
go for a walk in the | the cinema and
park, watches TV.

Language focus

5
1 a 2 G 3 b

6
Sample answer;
Hi Mum.

Thanks for sending me the books — they look really
interesting!

I'm having a lovely time here in Granada. The weather is
beautiful and Spanish people are very friendly. Learning
Spanish is easy, because no one wants to speak English!

Let me tell you about a typical day here, | get up at

9 a.m. and have coffee and pastries for breakfast. Then
Inés, my Spanish teacher, comes to my house and gives
me a lesson. For lunch | go to a café in the square near
my apartment. Then | have a siesta — that's the part

of the afternoon when Spanish people relax or sleep.
Most of the shops close for a few hours. In the evening
I meet my friend Jorge and we talk or go for a walk. We



sometimes go out for tapas. Spanish people eat dinner
very late. Sometimes | don’t get home until 1 a.m.!

You and Dad must come and visit me here, You can stay

with Jorge’s parents. I'll even teach you some Spanish!
All my love
Lisbeth

Writing clearly
1

Sample answers:
1 Hope you're well. It's lovely here!

2 Every morning | get up around 8.30 a.m. | have
breakfast and walk to work. | buy a coffee at my
local cafe.

3 My friend Tom is always busy. He gets up at
6.00 a.m. and goes to the gym. Then he has
breakfast and goes to university. He studies all day
from 9.00 a.m. to 5.00 a.m. Then he works in a
local restaurant in the evenings.

4 | miss you! Write to me soon.

Language focus
1

UNITS 2-3

3 Can you believe I've been in Rio for two months
now?

4 Often Peter, my friend, goes fishing.
5 |love Paris — it's amazing!

Get writing

1
Sample answer:
Hi Dad

It's so great here in Hong Kong - | wish you could see
it!

Let me tell you about my daily routine. In the mornings

| get up around 8.00 a.m. and walk to my local

café for a coffee and breakfast. | take the bus to my
office and start work at 9.30 a.m. In the afternoons

| eat lunch with my colleagues. Sometimes we have
noodles, or sometimes | have a sandwich. After work
| go out with my colleagues. We eat dinner in lots of
different restaurants — the food here is amazing!

Life here is so different to life at home. It's so hot,
and | miss you and Mum. But I'm having a really great
fime!

Give Mum my love. | miss you both!

Love
1 | miss you./l miss you! Sam x
2 Every day | go to the gym.
Unit 3 Postcards
Looking closely 2
1 Hi Misty

1 The postcard is from Rosie.
2 The postcard is to Jo, Phillip, Kristine & Lee (who
are probably Rosie’s flatmates).

3 Rosie mentions going to see the pyramids, taking
photos, riding a camel, walking around Cairo and
eating some delicious food.

4 She is going to take a cruise down the Nile.
2

1 greeting 3 signature 5 address
2 message 4 stamp 6 PS.
Language focus

1

1 T 5 F g: P

2 P 6 P 10 P

3 T 7T

4 F 8T

I'm having a great time in Rome - the weather is
amazing!

Yesterday | went to see the Trevi fountain. It was
really beautiful. In the evening | found a lovely little
restaurant and ate too much pizza!

Tomorrow I'm going to visit the Vatican.

Wish you were here! See you soon!

Love, Trev

PS. | bought you a lovely present!

3

Dear Guy, Jackie and Mia

We are having a wonderful time in Hong Kong.

Yesterday we took the Star Ferry to Tsim Sha Tsui
and went shopping. | bought a jade necklace and
Papa bought a silk shirt. Last night we ate in a tiny
restaurant - the food was delicious!

Answer key

111



Tomorrow we're going to visit Happy Valley to
watch the horse racing. Then we’re going to eat dim
sum.

We miss you!
lots of love
Mama and Papa xx

We ate noodles at a lapanese restaurant,
Patrick climbed the mountain and saw a snake.

| took a bus to visit the Tower of London.

Yesterday | went to the market and bought a silk
scarf.

5
1
Z
3 We visited the British Museum and saw the exhibition.
4
5

E)
4

We're going to eat at a French restaurant.

I'm going to go to the cinema this evening./We're
going to the cinema this evening.

I think I'm going to like Cairo.
We're going to visit the museum tomarrow.

Get writing

1

Sample answers:

1

3
4

2

I took the bus to Buckingham Palace - it was
amazing!

Yesterday | went to a French restaurant - the food
was delicious!

Today I'm going shopping.
Tormorrow I'm going to visit the British Museum.

Sample answer:

Pear Jessie

Kensington.

Lots ent fowa

Mikae!

Llish vour woara hare!

alie front London@ T leve 7 Aeorad
The weadhor is great'!

Yesterday I visited Bec ki,

e st 5)3:59;!:!3 T dhe ﬂm‘lﬂ iz
e ar ﬂjhrrﬂ‘ Franchy restasrant in

Tomorrow I et going to visid dhe
British Meusesens, T a1 So axeifed!

A5, I bought you a toy bus!

Pafare

Ms Jessie Sactnderson

28 Columbes Drive, Peleréorocah

Caméridgesiire, P60 3FF
F7i 4

Unit4 Text messages

Looking closely

1

1 Joanne is at a restaurant,

2 She is too early.

3 Dee will come to the restaurant in 15 minutes.
2

1 g 3 d 5 f A -

2 a 4 b 6 e

Language focus

1
Why don’t u order now?

112 Writing

L

W oW o =

Why don‘t we go to the cinema instead?
Shall we watch another film?

Let's go to a Japanese restaurant instead.
How about playing tennis on Wednesday?

Sample answers:

1

[V - SR VT N

Why don’t we go to a Spanish restaurant instead?
Let’s go to the cinema instead.

Why don't we go to the gym instead?

How about staying at home instead?

Shall we go and see some comedy instead?




Looking closely

Do you still want to play tennis?

| want to play tennis... What should we do instead?
| hate the gym!

Maybe we could stay in and watch football instead?
Great! I'll order pizza.

Thanks. I'll see you later!

[ I, TS NS U I R

Sample answers:

1 U got any food 4 dinner?

Can't come out 2nite. 2 busy.

Sorry. Thought we were meeting at 9.

U want 2 go 2 gym 2nite?

gr8! Want me 2 bring something to drink?

o W M

UNITS 4-5

Language focus

1
1 in 3 atfin 5 at
2 atfin 4 at

Get writing

1

Sample answers:
1 Douwant 2 go 2 the cinema 2nite?

2 Why don't we go 2 the Italian restaurant this
weekend?

3 Let's go 2 the park and play tennis.

2
Sample answers:
1 Oh no! Let’s go 2 ¢ some comedy instead.

2 OK.Why don't we go 2 the Japanese restaurant
instead?

3 How about going 2 the gym?

Unit5 Sharing news online

Looking closely

Elodie wants Pete to go out after work.
Pete can't because he has lots of work to do.
Pete agrees to come out later, for dinner.

M W M o= b

1 5 Z 5 3 SO 4 0O 5. 5

Language focus

1
Kerry

Hey Phil, my boss says | 1 have to work late today.
(| don't think | can come to the party — sorry!

Phil

But you 2 have to come! It won’t be any fun without
you!

Kerry

But everyone else in my office 3 has to work late.
They'll be angry if | get to leave early.

Phil

| think you 4 should talk to your boss. Tell her this is
important.

Kerry

What do you think | 5 should say?

Phil

Tell her it's your brother’s birthday party and you

6 have to go.

Kerry

You're right. | 7 should stand up for myself. Wish me
luck!

2

1 mustn’t 4 mustn't
2 don't have to 5 doesn't have to
3 don't have to

3

You won't believe this, but

Keira told me

She also said that

I've got some news too

Writing clearly

1
Sample answers:
1 Did you know that | have a new job?

2 You won't believe this but Bob and Evie are getting
married!

I've got some news. | didn’t get the job | wanted.
4 I've got some exciting news. I'm moving to Colombia!
5 Alex told me that he lost his job.

Answer key



Sample answers: Get writing

1 Really? That's great! 1
2 OMG! Wow! Sample answers:
3 Really! I'm sorry to hear that. 1 Hi. I'm fine. Yes, | can talk.
4 Wow! That's amazing! 2 Really? Wow! That's great!
> OMG! Thatss terrible. 3 Oh no! That' terrible!
Language focus 4 OK.
1 5 No problem. Speak soon.
Sample answers: 2
1 Oh, that’s nice. Sorry, but I've got to go now. Let’s sample answers:
talk again soon. 1 Hey Misty. How are you? Can you talk?
2 Really? I'm sorry to hear that. It was nice chatting 2 You won't believe this, but I've got a new job!
to you, but I'm afraid | have to go.
3 I'm good, thanks. I'd love to talk more, but | have
to go.
Unit 6 Filling in forms
Looking closely Language focus
1 1
doctor’s surgery, school / college, library, gym, dentist, Students’ own answers.
bank, work
2
2 Students’ own answers,
1 Leila
Looking closel
2 Wormnan 9 ¥
3 She is registering as a new patient at the Fairside 1
GF Clinic. 1 S Phillips
2 Samuel Phillips
3 12th April 2013
3 4 Promise
Fairside GP Clinic
Mew Patient Registration Form
Personal information Title:MisyMs/Mrs/Mr Gender: M) Date of Birth: |4 1__|Q141_ 15191
DD MM oYY
0 T T A T U S (O A O O e O L M
Middle Name: LAUAIAIE_ 1111010
Last Name: AANZISIOAI_ 11111111 1 000
Primary language: _£9/i5/ Nationality: _8r254  marital status:(@ingl&/married

Contact information Home Address:
House/Flat no: I_L141_I_|Street: M4 121 N _ISIZ0E1E07 T 1111

Town/City: LLIEIEI2IS) 1 |_I_1_J__JI_J_|_|Postcode: 141211215121 1 11|
Email address: |L 1. ¥AATISIQINEILIE1E12151 1A C1L QG111
Home tel: _Ol3 343 ¥54 Mobile tel: _O9FE6S643321

114 | Writing



Language focus

1

Students’ own answers.

Unit 7

Personal details:

Title: AMiss

First name: Lucie

UNITS 6-7

Get writing

1

Last name; Clarke

DOB: os [0z [w¥se

Contact details:

House number: 2%

Town: Brstasl

‘To do’ lists
Looking closely
1
1 Buy 4 Tidy 7 Meet
2 Send 5 Answer
3 Pick up 6 Read
2
1 The first list is for everyday tasks like shopping and

cleaning. The second list is for work tasks.

The first list is handwritten. The second is written
on a computer. The writer of the first list draws
a line through tasks he/she has completed. The
writer of the second list ticks tasks he/she has
completed.

The writer of the first list has taken their car to the

garage.

The writer of the second list hasn’t met Jessie and
Phil for lunch or tidied his/her desk.

Language focus

1

B R =

Meet 5 Make 9 Do
Pick up 6 Goto 10 Buy
Tidy 7 Write
Read 8 Call

2

Gender: Fesa/e  Marital status: Single

Street: Park Place

Postcode: 252 2XF  Email address: /.c/arke@sleemdl .org

Students’ own answers.

00 ~ oW B ko= W B L R = N

Visit the supermarket and buy some eggs
Please pick up the dry cleaning.

Call Michaela, about the party.

Read the report and make notes on it.
Buy Max a birthday card and send it.

Please make the/some coffee before the meeting.

Buy cereal at the supermarket.

Pick up the dry cleaning when you are in town.
Go to the meeting an Thursday.

Send the email to Jane.

The meeting starts at 11.30 a.m.

Take some notes when you are in the meeting,
Do the washing up and tidy the house.

Writing clearly

1

Sample answers:

1

W M

Visit supermarket. Buy eggs.
Pick up dry cleaning.

Call Michaela about party
Read report. Make notes,

Buy Max birthday card. Send it.

Answer key
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2

Sample answers:
1 Tidy house.

2 Take car to garage.

3 Call Bradley this afternoon.

4 At meeting: make coffee, take notes.
5 Buy eggs, cereal, pizza at supermarket.
Looking closely

1

1 Buying a gift for Sandra (we know because there
are two asterisks ** in front of it).

2 Buying a new dress for the party {we know
because there is one asterisk * in front of it).

3 Getting her shoes fixed {we know because she has
drawn a wavwy line through it).

4 Buying a card (we know because she has used a
question mark).

5 She has bought a gift for Sandra and met Joe and
Alix for lunch (we know because she has ticked
these tasks).

Unit 8 Invitations and directions

Looking closely
1

1 Itis a surprise party. This means that Marie doesn't
know about the party.

2 Arrive between 7 and 7.30pm. Don't tell Marie
about the party.

3 Sam Rogers, the General Manager of the company
where James works.

4 Give some money for his leaving gift.

Language focus

Please join us at our wedding celebration.
You are invited to Louise’s birthday party.
We are having an engagement party.

I'm having a leaving party.

Please join me at my 30" birthday party.

I'm having a dinner party on 29" November. Please
come.

o T R e e ]

Writing

Get writing

1
Sample answer:
* (o to shopping centre:
—  buy gift for Sandra
—  buy new dress
- buy wrapping paper for gift
- buy card?
* Meet Joe & Alix for lunch 12.30.
2
Sample answers:
1 My to do list for this week:
* Take car to garage
* Tidy house
*  Buy birthday gift for Dad
*  Goto supermarket,
2 My to do list for school:
* Do homework:
- Answer questions on pages 3-4
—  Read about imperatives
—  Learn 10 new verbs
* Meet Ciara and Jose for lunch on Wednesday.
* Talk to teacher about homework on Thursday.
*  Buy new pens.

2

1 invited 4  married

2 invitation 5 housewarming
3 birthday

3

1 ¢ 3 e 5 d

2 a 4 b

4

1 christening 4 engagement
2 funeral 5 housewarming
3

retirement

Writing clearly

1

Sample answers:

1 I'm having a party for my 19" birthday.

2 Please join us at a surprise birthday party for Joanna.
3 You are invited to Jen’s leaving party next Friday.
4

Please come to a surprise retirement party for Sally.
Con't tell her about it!



location

rent and
deposit

contact
details

Language focus

ACORN ROAD —

--_________—-Train station o
—1 1

e 2

Get writing

1

1 Go left along Elm Row and turn left onto Park
Street. Number 7 is opposite the library.

2 Cross the street and turn left. Turn right onto Dale
Street. Number 5 is on the right.

3 Turn left and go straight along Elm Row. Turn left
onto Park Street, then turn left again along London
Road. The Pizzeria is on the left, after the bridge.

Unit9 Advertising a room

Looking closely

1
1 Angie and Marie are renting out the room.

2 A friendly student or a young professional
(someone with a job).

3 The room is fully-furnished, bright and
comfortable,

4  Approximately £1327.00 (£412 deposit + £915
rent)

= headline
| availability
Room type: double  Date available: 03/08  Property type: flat
Friendly fernale fiat share on Northcote Road, Sharing with two
students [two females, one 23 and one 24},
Tha flat is well It and cosy, with a shared kitchen, bathroom an | flatiroom
living room, We are looking for a friendly student or young description

professional to move into the biggest bedroom. The room i
fully furnished, bright and comfortable.

Rent includes all bills and is very cheap for Clapham. We are
close to the most beautiful park in London, and some of the
nicest restaurants and bars.

£610 per month. Deposit of £412 and six weeks® rent in advance.
If you're interested, send ws (Angie and Marie) an email to
Angie@email.com and tell us about yourself. We look forward to
hearing from you!

| local area
information

UNITS 8-9

2
Sample answer;

You are invited to Kirsten's 34™ birthday party on
Wednesday, 4" October.

The party will be at King's Bowling Alley, Leyton Road,
from 7.30pm.

3

Sample answer:

To: my friends

From: Simon

Subject: Housewarming party

Hi Everyone

We're having a housewarming party this Friday
from 7pm. Please come and bring some food to
share.

Our address is 17a Cumberland Drive. From the train
station go straight along Hillside Avenue, turn left
onto Sutton Road then left again onto Cumberland
Drive. Qur house is opposite the park.

See you on Friday!

Simon

Language focus

1
The advert does not say what the local area is like.

2

1 house 4 housemate

2 single 5 fully furnished
3 23 6 deposit

3

. 3 a 5 e

2 d 4 6 b

Language focus

1

First advert; friendliest, biggest, the most beautiful, the
nicest

Second advert: the cheapest, the nicest

2

1 the cosiest 4 the most attractive
2 the most comfortable 5 the cheapest

3 the nicest 6 the prettiest

Answer key | 117



118

w

Qur flat is the cheapest in London.
The room is the most comfortable in the house,
The room has the best view of the park.

Our local area has the nicest restaurants in
Birmingham.

5 The most attractive parks in London are near our
house.

oW R =

Get writing

1

Sample answers:

1 My local area has the most beautiful park in Bristol.
2 The rent is the cheapest in my local area.

3 Our local area has the most interesting buildings
in Liverpool.

4 My room has the prettiest view | have seen.

5 This is the lightest room in the house.

6 My room is the warmest room in the house.
7 Our local area has the best restaurants.

2

Sample answer:
Beautiful room available in Clifton area of Bristol.

Fully-furnished double room available in a two-
bedroomed flat in Clifton, sharing with a 22-year-old
fernale student. The room is very nice, and has the
loveliest view in the house.

The local area is very nice and has lots of great
restaurants.

Rent is £650 per month, including bills. Deposit is £800.
Email Natalie@newmail.org if you want to know more.
3

Students” own answers.

Unit 10 Giving and getting advice
Looking closely

1

1 No. Lilian used to live in Shanghai. Duane is
maoving there soon.

2 No. Duane is a vegetarian (he doesn't eat any kind
of meat).

3 Probably not (Lilian tells him to learn some
Mandarin before he goes to Shanghai).

Puxi
Vegetarian House on Wukang Road

Learn some Mandarin, take the ferry across the
Huang Pu River at night.

W ok = M

Language focus

1
Asking for advice: I'd really like your advice. Where do
you think [ should...? What are some...? Any other
advice?

2

Where do you think | should live?

What restaurants should | eat at?

What are some good places to visit?

Where do you think | should look for an apartment?
What museums would you recommend?

W B W R =

1 Ithink you'd like living/to live in Pudong.

Writing

2 lrecommend that you eat at the Happy Duck
restaurant.

3 You have to try the food at Chinese Kitchen.

You should learn some Mandarin before you go to
China.

Language focus

1

Food Transport Culture

café, metro, taxi, bus, | museum, theatre, art
restaurant | ferry gallery

2

1 theatre 4 taxi 7 restaurant
2 café 5 museum 8 art gallery
3 ferry 6 metro 9 bus

3

What to eat and drink:

Seafood at the Crispy Crab on Louisburg Square
Coffee at the café in the market on Clinton Street

How to travel:

Walk along the Freedom Trail and the Charles River
Take a bus or taxi if tired

Take the ferry to the Boston Harbor Islands

What to see:

The Freedom Trail

The Boston Harbor Islands

The Charles River



Get writing

1

Sample answer:

Hi Sarah

| hope you are well.

| have some exciting news: I'm moving to San Francisco!
I've got a new job there and | start in three weeks!

| know you lived in San Francisco for a long time. I'd
really like your advice. Where do you think | should
live? Are there any nice, cheap parts of the city?
Can you recommend any good restaurants? | love
Chinese food and | know there is a big Chinatown
in San Francisco. Also, what's the best way to travel
around? Any other advice?

Thanks for helping me out.

Speak soon

Marta

UNITS 10-11

2
Sample answer:
Hey Gerard

Congratulations on your new job. Cologne is an
amazing dity. I'm sure you will love it there!

| recommend that you find a place to live near the
centre. That way you can walk to work easily. There
are lots of great restaurants to try. | suggest you eat
at Haxenhaus on Salzgasse - that was my favourite
restaurant. Also, you have to visit the cathedral - it
really is the most beautiful cathedral in Germany!

The best way to travel around is to walk, but you can
also take a bus or a train if you want.

Good luck and send me an email soon!
Love, Lisbeth

Unit 11 Course applications

Looking closely

1

1 By herself (using self-study books, CDs and films)
and while travelling in Spain.
A Spanish language school.

3 She wants to study French and Spanish at
University, then to live and work in South America.

2

Things Alison has done in
the past

Things Alison wants
to do in the future

Got an A in her French
exam; travelled for six weeks
in France, Spain and Italy
(studied all three languages),
studied Spanish to
Intermediate level; watched
many Spanish films.

Study Spanish at
Insitituto de Espania
in Manchester; study
French and Spanish
at University; live
and work in South
America.

Language focus

1

Sentences in the past simple tense:

Last year | got an A in my French exam. In

2012 | travelled for six weeks in France, Spain and Italy
and practised speaking all three languages.

2

Sentences in the present perfect tense:

| have studied Spanish to Intermediate level using self-
study books and CDs and | have also watched many
Spanish films.

Alison has used the present perfect tense because
she wants to talk about past achievements she is still
working on.

3 has
has 4  have

have 5 has

1 lived in Norway for three years.

Sasha studied Portuguese for several months.
Alan travelled in Asia and Africa.

| enjoyed learning about Chinese history.

In Chile, | studied Spanish and Business.

[0, VU I N QN S T VY]

Writing clearly
1

Completed
achievements

Achievements Miguel
is still working on

Studied at First School of
English, London in 2008.

Got a Grade B in his FCE
in 2008,

Worked as an admin
assistant at Aquinas
Office Tech in Madrid
in 2011. Got a degree
in Computer Sciences
and Maths, Technical
University of Madrid.

A two-month placement
at En-path Computer
Software Ltd (he will
finish in June).

2

1 studied 4 have completed
2 passed 5 working

3 worked

Answer key
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Language focus

1
Students’ own answers.

Get writing
1

Describe your qualifications and experience.

| took a course in Japanese at the Nippon School

in Frankfurt. | passed with an A. From 2009-2012 |
studied German, English and History at my school in
Frankfurt. | got an A in all these subjects.

During summer 2011 | worked as a waiter in a small
restaurant. Since 2012, | have worked as an admin
assistant in a language school.

Unit 12 Asking for help

Looking closely

1
1 They are probably classmates who study English
together,

2 Alexis is confused about the present continuous
tense.

3 Samira adds Mike to the conversation to help Alexis.

4  Mike looks for his notes to help Alexis remember
what happened in class.

2

1 A 3 RN 5 RP 7 RP 9 A
2 A 4 RN & A 8 A 10 RP
Language focus

1

"‘Wh' questions in the past simple: What did the teacher
say about it? What part didn't you understand? How
did the teacher explain it? (‘"How' is not a ‘wh’ question
word, but it works in the same way.)

These questions all contain the verb ‘to do'.
2

1 What 3 Which 5 Which

2 When 4 What 6 Why

3

1 What/Which 4 When/Where/What
2 What/Which 5 How/When/Where
3  How/When/Where 6 Who

120 | Writing

What are your plans for the future?

My goal is to study Japanese and to live and work in

Japan. In three years’ time | plan to be living in Tokyo
and studying Japanese. My greatest ambition is to be
fluent in Japanese.

2

Sample answer;

| graduated with a first class honours degree in Fine
Art from Goldsmiths University in London in 2012, At
school, | studied Art, History and English. | got As in
each subject. Every summer since 2009 | have worked
as a receptionist in the art gallery in my home town.

3

Sample answer:

I would like to work as a painter. My goal is to take an
MA in Fine Art at the Royal College of Art. One day |
hope to be a really good painter.

Language focus

Do you remember what we did yesterday?
Can you help me with my homework?

Do you remember what the teacher said?
What did the teacher say about adjectives?
Did you understand our lesson yesterday?
Can you explain what ‘infinitive’ means?

N O WU R W N = o

—

Did you understand what she said yesterday?
What did the teacher say about main verbs?

Can you explain what ‘modal’ means? | don't
understand,

4 | didn’t understand the lesson. Can you explain it
to me?

LTV R ]

3

Sample answers:

Sorry, | can't remember either.

Let me explain ...

The teacher said that ...

Let me explain ...

Yes, what didn’t you understand?
Of course. An ‘Infinitive’ is ...

Lo N e T o ]

Get writing

1
1 What did the teacher say about modal verbs?

2 When did (the teacher say that) we have to hand
in our homework?



3 Where did the teacher say our exam is/was next
week?

4 How did you answer the questions in the book?
2

Suggested answers:
1 Did you understand our English class yesterday?

2 What did she say about how to form it/the present
perfect tense?

Unit 13 Job applications

Looking closely

1

1 part-time

2 You must have a neat appearance and be friendly.

3 It is useful if you have worked in a shop before,
know how to serve customers, keep the shop tidy

and use a till. It is also useful if you can speak a
foreign language.

4 The company will provide training.

2

1 d 3 e 5 €
2 b 4

3

Do they have ......

1 experience? (yes)

2 aneat appearance? {yes)

3 a friendly personality? (yes)
Can they ...

1 start immediately? (no)

2 speak any foreign languages? (yes)

3 take payments? (yes)

4

1 d 3 b 5 ¢
2 4 4 e 6 a
5

1 experienced 5 using

2 waiter 6 tidy

3 friendly 7 goal

4 serving 8 degree

UNITS 12-14

3 When did she say we have to hand in our

homework?
3

Suggested answers:
1 No, sorry. | didn't understand it either.
2 | really don't know.

3 Sorry. | can't remember!

Looking closely
1
Angus Megan
Work Yes. Worked as | No
experience in a | shop assistant
shop at Comfy Sofas.
Other work Yes. Has Yes. Has worked
experience worked as a in restaurants
waliter. and in an office.
Languages English, French | English
and some
German
Immediate no yes
start?
Other notes Business Fashion Design
student student,
loves fashion,
can provide
references

Angus has more experience and can speak more

languages than Megan, but Megan is working in
Fashion so may be more suitable. Either Angus or
Megan could get offered the job.

Get writing
2

Sample answer:

| am a friendly, confident reliable person. | have
worked in restaurants and in an office as an admin
assistant. | can serve customers and use a till. | love
fashion and am studying Fashion Design. My goal is to
be a fashion designer and | want to get a part-time job
in a clothes shop while | am studying.

2-4 Own answers

Unit 14 Taking notes

Looking closely

1

1 The lecture is about the history of the English
language.

2 The writer summarises long sentences, shortens
words and uses symbols.

3 Yes.

Answer key
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Language focus

1
Symbols:

5 B

[ I |

Sample answers:

German and French are connected to English.
Three plus seven equals ten.

In the past British people spoke Brythonic or Latin.
There are Hindi and Arabic words in English.
Angles and Romans are connected to British people.
Five plus three does not equal nine,

‘Difficult’ does not mean the same as 'bad’.
"‘Glad’ means "happy’,

Chinese # English.
8+ 1020
Old Norse — English

At school we can study English + History / English
+ German

Bow ko= W 0NN B W =

Looking closely

1

1 Eastern parts of Britain, 5" Century

2 Eastern parts of Britain

3 taught/brought; to British people/to Eritain
4

moved to/came to; taught their language/began
to learn

2

Students’ own answers.

Unit 15 Problems at work or school

Looking closely

1

1 Sarbjit is unwell (ill) and needs to take a day off
work. Kassia's mother was unwell and so she had
to miss two lessons.

Writing

3
Sample answers:

1 Inthe 11" Century, the Normans brought Old
MNorman to Britain and taught it to British people.

2 New words (such as 'social media’ and "Tweeting’)
are added to English every year.

Language focus
1

Table for 2 - 8p.m.

2 For meeting get 2 white teas, one black coffee,
two white coffees.

3 After meeting Jenny call Bob, Nick write report for
Sara.

4 Collins English Dictionary. Buy 3 copies.
Email Chris and Phil about meeting next Tuesday.

Ln

Get writing

1

Sample answers:

1

A: thinks we shd. move out of office because too exp.

S: Disagrees. Everyone happy here. Moving offices exp.
too.

A& S We shd. email M.
2

1 x cheese and tom, Pizza
Deliver to 25 Armagh Rd.

2

English is difficult to learn. Why?
1. Spelling

Mo simple way 2 write Eng. sounds = Eng. words hard
to spell

Hard to guess sp. from pron + hard to guess pron.
from sp.

2. Homophones

Eng. has lots of homophones — Eng. hard.

H = words that sound the same but diff. sp. &
meaning, e.g. they're/there

2 Sarbjit suggests taking a sick day (a day off work).
If he is still sick tomorrow he says he will work at
home. Kassia suggests ‘catching up’ on the work
she has missed (i.e. she will do the work late).
She asks if she can do any of the exercises in her
textbook to help her catch up.



2
1 DP 3 55 5 S5 7 S5
2 DP 4 55 6 DP 8 55

Language focus

Sorry about not doing my homework.

| apologise for forgetting to send the email.
I'm afraid that | can't come to work today.
I'm sorry that | have to take a day off work.
| apologise for missing class on Friday.

N oW R W N = -

Sample answers:
1 I'msorry that | forgot to call you yesterday.

2 | apologise that | couldn’t go to my English classes
last week.

3 I'm afraid that | forgot to do my homework.
4 Sorry | didn't have time to send that email to you.
5 I'msorry | was late for work again.

Language focus
3

1 Sentences in the first conditional: If I'm still sick
tomorrow, | will work from home. You can call me
if you need to ask any questions about work.

2 The problem in the first sentence = he might be
sick {illy tornorrow. The problem in the second
sentence = Sarbjit’s boss might need to ask Sarbjit
some questions (but Sarbjit will be at home).

3 The solution in the first sentence = Sarbjit will work
from (at) home. The solution in the second sentence
= Sarbijit's boss can call him on the telephone.

If 3 will 5 1
I'll 4 if

i M=

Sample answers:

1 If | don't come to work tomorrow, I'll work late
the next day.

2 If | don't pass my English test, | will take it again.

UNITS 15-16

3 I'll do extra work if my teacher says | should.
4 1 will come to work early if my boss needs me to.

Looking closely

1

1 The second email is more polite.

2 I'msorry that..., I'm afraid..., as soon as possible,
Please let me know what you'd like me to do, Kind
regards

2

Sample answers:

1 I'msorry that | didn't have time to give you my
report yesterday.

2 Please let me know what you'd like me to do.

3 I'm afraid that | didn't have time to finish my other
work.

4 I'msorry that I'm too busy to write the report
today. | will try to write it tomorrow.

Get writing
1

Sample answer:
Dear Mr Potts

I'm sorry, but | need some extra time to complete my
homework this week. | have to work late every night
this week, and my boss won't let me take any time off.

If you give me some more time, | will make sure | hand
in my homework on Monday morning.

Thanks for your help!
Kind regards
lvan

2
Sample answer:
Hi Siobhan

I'm afraid that | need to take some time off work
today for personal reasons.

If | can have today off, | will work on Saturday to catch
up.

Please call me at home if you have any questions.

Kind regards

Alison

Unit 16 Personal profiles on networking sites

Looking closely

1

1 Alex is writing for a work social networking
site (this site is used for looking for jobs,
recommending colleagues and posting CVs).

2 Sarah is writing for a friend-finding social networking
site (this site is used for locking for new friends).

3 Alex: confident, hardworking, great
communication skills

Sarah: fun-loving, kind, confident, generous

Answer key
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Language focus
1

Note: these are suggested answers.

Students’ own answers.

4

| have excellent writing skills.

I'm ambitious and confident.

More suitable | More suitable | Suitable for
for work for friends both
hardwarking, musical, fun- confident,
experienced, loving, shy, ambitious
qualified generous, kind

2

1 experienced 6 fun-loving

2  musical 7 kind

3 qualified 8 shy

4 hardworking 9 generous

5 confident 10 ambitious

3

1
2
3 | have three years' experience as a waiter,
4

I'm a qualified project manager,

5

Sample answers:

I'm a qualified lawyer with three years’ experience.
I'm hardworking and ambitious and | have excellent
communication skills. I've worked in two different
countries.

Looking closely

1
1 0K 3 TH 5 TH
2 TP 4 0K 6 TP

Get writing
1

Sample answer:

I'm a confident, ambitious and hardwaorking manager.
I have four years' experience in the catering industry. |
have managed restaurants in Amsterdam and London.
| have excellent communication skills and can speak
four languages.

2

Sample answer:

I'm a fun-loving, kind and generous person. I'm
musical — | love playing guitar and going to concerts.

I love my friends and family and spend a lot of time
travelling. I'm looking for new friends to go for coffee
and concerts with.

Unit 17 Blogging

Looking closely
1

Eva’s blog is about her life in London.

1
2 Evais studying fashion (clothes design) at a college.
3

In a blog, the most recent post always comes

first. The oldest post appears at the bottom of the

page.

Language focus
1

Phrases and sentences for describing places:

London is great! It's expensive to live here but there
is so much to see and do. My flat is in Shoreditch -
probably the coolest place in East London. There are
lots of fun cafés and bars.

Phrases and sentences for describing people;
Everyone is so friendly. People wear really strange and
interesting clothes here.

Writing

2

Nouns Adjectives that can describe the
nouns

1 buildings glass, modern, cool, interesting,
wooden, old, exciting

2 places busy, modern, cool, interesting,
noisy, exciting, fun, old, friendly,
beautiful

3 houses glass, modern, cool, interesting,
wooden, fun, old, beautiful

4 people busy, modern, cool, interesting,
noisy, exciting, fun, old, friendly,
beautiful |

5 things to do | cool, interesting, exciting, fun

3

1 buildings 3 house 5 interesting
2 modern 4 noisy 6 cool

4

Students’ own answers.




Language focus

1

1 are 3 took 5 didn‘'t
2 enjoys 4  drove 6 saw
2

Sentences in the past simple: Last night | went to see a
music concert. | had a great time. | moved into my flat,
started my course and met lots of new people. | was a
bit scared of the traffic at first...

3
Sample answers:
1 I'min Vermont. The countryside here is very beautiful.

2 Last weekend | went to Margate - a town in Kent
near the sea. | visited an amazing art gallery.

3 llive in a tower block. It's a very modern building.

Get writing
1
Sample answer:

The City

Most of the buildings here are quite modern. But some
houses are made from wood and are over 100 years old.

UNITS 17-18

Everyone here is busy. People are very noisy. They aren’t
very friendly! It takes a long time to make friends here -
my best friends are from my home country.

People here love to sit outside cafés in the surnmer,
and to take long walks beside the river. | go to a lot of
concerts and art galleries.

2
Sample answer:
My trip to Dalian, China

Dalian is a lovely city in the north of China. It is next to
the sea, so there is lots of beautiful countryside close to
the city. There are lots of modern buildings, including
glass ‘skyscrapers’ (very tall buildings). There are some
older buildings on quiet streets with lots of trees,

On Sunday | went for a long walk by the sea. It was
very warm, and lots of people were sunbathing and
swimming. A man and woman were getting married
and they had their wedding photos taken on the
beach!

Last night | went out to a seafood restaurant and ate
some delicious seafood. The people are very friendly
and | met some Chinese and Russian people.

Unit 18 Twitter

Looking closely

1

1 New York City. We know because he mentions it in
his first Tweet and shares a link to a photo of it.

2 They are probably friends (they go cycling together)
but not best friends (Anton didn't know Dayo was
on holiday).

3 She is sharing information about a traffic jam
(lots of cars and other vehicles making it hard to
drive anywhere fast). She is probably sharing the
information to help other drivers to stay away from
the traffic jam.

4 She is a teacher. We know because her Twitter
name is @TeacherinRome and because she talks
about her students in her Tweet.

a person’s Twitter name

a Tweet

a reply

a repeat (Retweet) of something someone else has
Tweeted

5 ahashtag (#)

ol N =N

6 alink
7 how long since the Tweet was posted

Language focus

3 celebrities
4 events

sport 5 politics

weather

[ I e Y

Sample answers:

1 President of the Philippines flies to China to talk
about the future of both countries.

2 Brazil beats Italy by three goals to two.
3 Madonna flies to London to begin her European

concerts/tour.
Language focus
1

1 RT 3 @
2 # 4 Janice

5 weather

Answer key | 125



2

Sample answers;

1 #weather #snow

#politics #Denmark #Germany

#sport #O0lympics #Phelps #swimming
#cat #funny #amazing

#tickets #Rihanna

(8 T S VR

Get writing
1

Sample answers:

1 RT @sportsfan23456 That was the best hockey
match |'ve ever seen!

@KathrynAnneW Sorry! | don’t have one either,

3 @llovelondon36 It's cold and wet in Inverness
today! I'm staying inside &
4  @KathrynAnneW | Just saw a tweet from

@radioheadfan476. You can get new Radiohead
tickets from: shortlink.com/Radiohead/tickets

2
Students’ own answers.

Unit 19 Social media

Looking closely

1

1 She is probably happy because she has just been
on a trip to Paris.

2 Anja and Christopher are colleagues at work.

Darren is sad. We know because he uses the word
‘terrible” and a sad face emoticon.

oY ]

‘Check out’ means ‘look at’ this gallery website.

profile picture
tag

‘Like button’
comment

post
link

o T T, T U ST T R

Language focus

posted

links

profile

tag
timelinefwall

[ R = T R

W M= N

Comments in the correct order; 2,5,3,1,4
4

Photo 1: (b} Mr Tibbles looking very cute and fluffy.
Photo 2: (c) Everyone having a great time at Miranda’s
party.

Photo 3: (d) Grandpa’s 85™ birthday!

Photo 4: (a) Cameron running the half marathon
yesterday. So proud of him!

Get writing

1

Sample answers:

Photo 1: 1 Julian kayaking in Canada
Photo 2: 2 Millie at her graduation.

2
Sample answers:
1 I'd love the ticket, Matthew!

2 Oh no! I think there's another library in Dundee,
Maybe you could go there instead?

3 Happy Birthday Darren! See you tonight!

Unit 20 Online reviews

Looking closely
1

1 Benny's Diner is probably a fast food restaurant.

2 Arating is a score or a number you give to something
when you review it, 4/5 (pronounced ‘four out of
five') is a good rating. O/5 is a very bad rating.

126 | Writing

3 He means that the people who work at the hostel
do not do a good job.



1
Good points Bad points
Benny's Diner | food really good, | fries were guite
kids enjoyed cold, service
| burgers and was quite slow
' milkshakes, {waited half an

waiter was really | hour for food)
friendly, menu
is good and not

| too expensive

terrible service,
no one to clean
the rooms,
manager is really
rude, expensive

Downton
Youth Hostel

quite quiet

Language focus

1

Adverb + adjective combinations: really good, quite
cold, really friendly, quite slow, absolutely terrible,
really rude, quite quiet

2

1 The food in the restaurant was absolutely terrible.
2 The food at the restaurant was quite nice.

3 The Youth Hostel was really great.

4 The service at my local café is very good.

5 That hotel is quite clean.

6 |really like that Thai restaurant.

3

Students’ own answers.

4

1 f 3 e 5 a 7 h

2 b 4d 6c 8g

5

1 youth hostel 4 service 7 staff
2 manager 5 rating 8 waiter
3 menu 6 price

UNITS 19-20

6

1 clean 4 rude 7 waiter

2 friendly 5 large expensive
3 cheap 6 cheap

7
Sample answers:

1 We really wouldn't recommend that Brazilian
restaurant. The food is terrible!

2 Ireally liked the New Street Hotel. The rooms were
very clean.

3 Tapas Ole! is a bad restaurant, The food is really
terrible and the prices are expensive.

4  |would recommend the Charter Street Youth Hostel.
The rooms are large and the staff are quite friendly.

Get writing

1
Sample answer:

My local café is great. The menu is small but the prices
are cheap and the food is really good. The manager
and the waiters and waitresses are all really friendly. The
only thing | don't like is that service can be quite slow —
especially on a Saturday when the café is really busy.

Rating 4/5
2

Sample answer:

The Excelsior Hotel is quite good. The staff are friendly
and the service is OK. The rooms are large and clean
and the prices are really cheap.

The best thing about the Excelsior is the restaurant.
The food is absolutely amazing. You must try it!

Rating 4/5.

Answer key
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