WRITING
LINKING WORDS and PHRASES


Linking words and phrases in English (also called 'connective' or 'transition' words) are used to combine two clauses or sentences presenting contrast, comparison, condition, supposition, purpose, etc.
They enable us to establish clear connections between ideas.
Most linking words can either connect clauses within a sentence, or start a sentence to form
a link with the previous statement.
♦Note : A clause is a group of words that includes a subject and a verb.
 The following sentence contains two clauses:
 She lives in Mexico because she likes the climate.
Below you will find some examples of linking words and how to use them. This is not a comprehensive list.
You may want to add your own linking words and phrases.
Examples of linking words within one sentence:
	Linking Words
	Examples of Use

	As long as
provided (that)
providing
	You can take my car as long as/provided (that)/providing
you don't damage it.
(I will lend you my car on condition that you don't damage it.)

	Although/even though
	Although/even though he is rich, he lives in a small house.
(In spite of the fact that he is rich, he lives in a small house.)

	Even if
	He is poor and has no house, but even if he had money, he wouldn't buy a house.
(Supposing he had the money, he still wouldn't buy a house.)

	In case
	Take an umbrella in case it rains.
(It might rain, so it's a good idea to take an umbrella.)

	In spite of/Despite
	In spite of/despite the rain, she walked to the station.
In spite of/despite being blind, he walked to the station.
(without being affected by the rain or by being blind.)

	So that
	She arrived early so that she could help her colleagues.
(She arrived early for the purpose of helping her colleagues.)

	Whatever
	You can count on me whatever you decide to do.
(No matter what your decision is, you can count on me.)

	Whereas
	Tom is rich, whereas Jack is poor.
(Tom is rich; in contrast Jack is poor.)

	Whenever
	I will lend you my car whenever you need it.
(No matter when you need my car, I will lend it to you.)

	Wherever
	My thoughts will be with you wherever you go.
(No matter where you go, my thoughts will be with you.)



Examples of linking words that connect two separate sentences or two clauses:
♦Note :
 If linking words start a sentence, they are followed by a comma.
 When they are used to connect two clauses, a semi-colon is used at the end of the first clause, and a comma is often used after the linking word(s).
	Linking Words
	Examples of Use

	As a result
Consequently
Therefore
	Prices were reduced by 20%.As a result, sales increased.
The company is expanding. Consequently,there are jobs on offer.
A hurricane has been announced. Therefore, air traffic will be disrupted.

	Besides
Furthermore
In addition
Moreover
	The trip is too expensive. Besides, I don't really like hot weather.
Computers are cheaper nowadays; furthermore, they are lighter.
You haven't paid the rent yet.  In addition, you owe me money.
The report is badly presented. Moreover, it contains inaccuracies.

	For instance
For example
	There are several problems to consider;
for instance/for example, there is a lack of public transport.

	Conversely
On the contrary
On the other hand
	Northern European countries had a great summer.
On the contrary/conversely, southern Europe had poor weather.
Laptops are convenient; on the other hand, they can be expensive.

	However
Nevertheless
Nonetheless
	The hotel was open. However, nobody came to the reception desk.
He had severe injuries; nevertheless, he completely recovered.
The weather was bitterly cold. He went hiking nonetheless.

	In the same way
Likewise
Similarly
By the same token
	Alex enjoys telling jokes;
in the same way /similarly / likewise, his son adores funny stories.
Teenagers should be more respectful;
by the same token, parents should be more understanding.

	To sum up
Briefly
To conclude
In conclusion
	I've covered the main events of the year.
To sum up / briefly, our team is now one of the best in the world.
To conclude / in conclusion, I want to wish you all a very happy holiday season.












FORMAL vs INFORMAL EXPRESSIONS
Formal English expressions are used in formal letters or in situations involving people you do not know very well. The tone is respectful and polite.
Informal English expressions are used in everyday conversations and emails exchanged with friends, colleagues or people you know well. The tone is casual and friendly.


	FORMAL
	INFORMAL

	▪I regret to inform you that ...
	▪I hate to have to tell you this but ...

	▪I am writing to inform you that ...
	▪Just a quick line to say ...

	▪It is a pleasure to meet you.
	▪Nice to meet you.

	▪Upon your arrival ...
	▪As soon as you get here …

	▪At your earliest convenience
	▪As soon as you can

	▪I regret that I will be unable to attend ...
	▪Sorry I can’t make it.

	▪I would appreciate being kept informed …
	▪Please keep me posted/updated.
▪Keep me in the loop!

	▪I would like to remind you that ...
	▪Don't forget ...

	▪Would you be available on ..... ?
	▪I suggest we get together on .....

	▪I really appreciate your assistance
	▪Thanks a lot!

	▪Please accept my apologies for ...
	▪Sorry for ...

	▪It will not be necessary for you to ...
	▪You won’t have to ...

	▪It would be of great benefit to you to ...
	▪It would do you good to ...

	▪We have a vast amount of information at your disposal.
	▪I have lots of information for you.

	▪We were hoping you could ...
	▪Could you ...?

	▪It is my opinion that ...
	▪I think ...

	▪Please remember me to Alex.
	▪Say hello to Alex for me.

	▪I'd like to express my gratitude for...
	▪Thanks a million. I owe you one!
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Formal letters are requests, applications, enquiries etc. sent to people or organisations.
The tone is respectful and the letter is structured.
Informal letters are sent to friends and relatives. The tone is casual and friendly.

FORMAL

Dear Sir/Madam / Dear Mr/Ms Brown
Yours faithfully / Yours sincerely

| am writing with regard to ...

to request / to enquire about ...

to inform you that ...

in response fo ...

As you may recall, we recently
discussed the possibility of ...

As you know, our company is
interested in ...

In order to develop this idea/ to take

the matter further, may | suggest that..

To enable us to move forward on this,
we would like to propose ...

I/we/our firm would be pleased to ...
Please do not hesitate to contact
mel/us if you require further details /
more information.

We would be happy to provide more
detailed information.

We would be pleased to have an
opportunity to work with your firm.

I look forward to hearing from you.

INFORMAL
Dear Mark/Laura
Best/kind regards
This is a short note to thank
you/ to apologise/ to mention...
| thought you might like to
know that ...
As you know, we talked
about....
You probably remember our
recent conversation about ...
If you agree, we could ...
It might be a good idea to ...
What | suggest is ...
One /another possibility would
beto ...
Feel free to contact me at any
time for more details.
Let me know how you feel
about my suggestion.

We could discuss this over
lunch one day.
Hope to hear from you soon.
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LETTERS
FORMAL

When writing a formal
letter it is important to
include all the required
information and to avoid
adding anything that is
irrelevant. You should
always stick to the facts
and avoid being emotional
or prejudiced.

There are set RULES con-
cerning the beginning and
ending of a formal letter:
If you are writing to a
man or woman whose
name you do not know,
you must begin with
“Dear Sir"” or “Dear
Madam”. If you do not
know if the letter is to a
man or a woman, you
must write “Dear Sir or

For a letter that starts:
with any of these begin-
nings, you must end your
letter with “Yours faithful-
ly” followed by a comma
and your name.
¢} If you know the name
of the person you are
writing to you should
open the letter with the
person’s title and their
surname only. Their first
name should not be used.
i.e. Dear Mr, Mrs, Miss,
Ms Brown.

NOT:
Bear-Meddile-Brovss or
Dear-Mrs-Matia.

d) If you start the letter
with a person’s name, you
must end the letter with,
“Yours Sincerely” followed
by a comma and your

name.

scesssscoses

21st October, 2002

Dear Ms Adams,

Thank you for your letter informing me that J

ask some questions.

First of all, I would like to inform you that J

tell me which 3star hotel we will be staying in?

have won the competition and that my prize is a
free week holiday, with a friend, in London or New
York Jt's a marvellous opportunity and J am very
excited. J_am writing to give you some details and

would prefer to travel to London as J believe it's a
beautiful, interesting city. The dates that J prefer
are from Friday 20th November - 27th November.
J would like to know whether anyone will meet us
at the airport or not. Moreover, could you please

In addition, T would be grateful if you could tell

can plan our budget. Finally J want to add that

that we will need vegetarian meals in the hotel.

me how much the spending allowance is so that we
we will not need a guide and could you please note

If you need any more information please do not

hesitate to contact me.

J look forward to hearing from you

Yours sincerely
MR STMON BURKE

a) say why you are writing - the
subject of the letter

b) give the main points of the
letter and to include all relevant

©) to give a conclusion

9400 v0esres0nossensesssessasenanse
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Writing Tips
Don't forget to use paragraphs
to organise your letter.

Use separate paragraphs to:

APOLOGIES

¢ When you write a letter of apology you need to
; : firstly say what you are apologising for and then
: give reasons or an explanation for your behaviour.
¢ You should not sound rude or defensive as you
: want the person to forgive you and not to be
: upset or offended by your behaviour.
f There are many ways that you can start a letter of
« apology, such as:
$ “I'm writing to apologise/to say how sorry 1 am
i fof...” “I'm really sorry that...”.
; You should also try to suggest a way of making up
: for what you have done:
: “I'd love to take you out for dinner/a drink to
: say sorry”,
: “If you let me know where you bought it/how
: much it cost, 'l gladly buy you another one”.

Secessssessssencssssancscansacesssacesssoccossans0sssensasnss
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Dear Mr Jones

J recently ordered a personalised CD player
from your company and J was not at all satis-
fied with the product you sent me or the service
you provided.

Eirst of all, your advert promised that the

CD player would arrive within a week, Tn fact

it took three weeks and this was too late for my
friend's birthday. This is unacceptable as J was
not able to give her the present, because of the
delay. What is more, the spelling of my friend’s
name was wrong, which was a serious mistake.

The CD player cost /3599, M@MY_C’E&
on, is quite expensive but the quality was very
poor. It was made of cheap plastic and the
buttons were not painted properly. The sound
was also very unclear.

J would be grateful if you could give me all

my money back (as stated in your advert) as J

s

: Register and Format:You should start with a phrase

Wrifing Supplemen+

A

A LETTER OF COMPLAINT

- Content/Organisation: When things go wrong it is
often necessary to write a letter of complaint. The first

- paragraph should clearly state what the problem is.

such as; “I am writing to complain about / to express
my dissatisfaction with...” etc.
In the following paragraphs you should give more
details such as times, dates or specific problems. You
should also refer to any people that might be involved
and the inconvenience you have faced.

The final paragraph should say what action you want
fo be taken now. For example, you ‘may want a partial
or full refund of your money or mayhe you would like

was not happy with the product.
T look forward to hearing from
vou soon.

Vours sincevely,

MISS KATE BUTLE

a damaged or faulty product to be replaced.

Remember that you should always remain
polite when you write a letter, even if you are
very angry or disappointed about so ething.
If you are rude, you put yourself in"the wrong

as much as the person or company that you
are complaining to.

©8000s0000000000000000000000s00an00e

e

* JOB APPLICATIONS

=oplications must obviously be writ-
carefully as the writer is trying to
2 good impression on the person
= s writing to. A job application should
=7 clear and organised. The first

vou need to do is to make it clear
105 you are applying for as the

7y may have advertised more than
vacancy.
it is appropriate, you could also
vou heard about the job or
saw it advertised. You need to
= basic, relevant information
If such as your age, qualifica-
previous work experience.
d also say why you believe you
2o0d at that particular job and
= have to offer the company as an

2o be a good idea to say when
3 be available for an interview.

Sesssssssiessescecsstsesensasnsssnanse

R PP P P P

Dear Sir or Madam,
I am writing about the advertisement in our local

paper. J would like to apply for the job as a film extra.
Lo start with, T am fifteen years old, quite tall, with

dark brown hair and brown eyes. J'm average weight

and athletic. English is one of my best subjects at
school.

I think J would be good for the job because T am

very interested in cinema and J would really enjoy the

experience of being in a T.V. senries. My teachers can
tell you that J am a good student who listens to
instructions, Also, J am friendly and get along well
with other people.

J would be available any time in February. The only
problem is school, but i won't be too much of a problem if
J miss a few days.

There are a few questions J would like to ask. Could
you please tell me the name of the TV senies?

And do we need to wear special clothes?

In conclusion, J hope you will consider my application.
4
T look forward to hearing from you.

Yours sincerely,

David Smith
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2nd May, 2002

Dear Ms Flowers

J am writing to tell you about my experiences at the
Jnternational Theatre and Film Festival which J
attended in April. Although J enjoyed it J feel the

organisation could be improved.

Lo begin with J saw some excellent old movie clas-

sics in the "Tnternational Film' section. J also felt the

#9e000000000000000000000080s0000000000000000000000

GIVING OPINIONS

In the exam you are often asked to express
your opinion about something and this may
be in letter form.

In a formal situation, i.e. when writing to a
company or organisation you should remain
polite even if you have strong opinions
about something that you wish to criticise.

Itis a good idea to develop your ideas by
using different paragraphs for each main
point that you wish to make, and you can
then sum up in your concluding paragraph.

talks by the actors and directors were very interesting,
but J thought they were too short. If they could be
longer and more informative J-think people would enjoy
them more.

In additien, the "modern cinemas" you promised were

not always provided and some of the seats were very

uncomfortable and the equipment was old-fashioned.
As the tickets were quite expensive J think a better
service should have been given and I would have
appreciated a student discount.

Einally J would like to complain that when J phoned
for further information J received a recorded message

and there was no one in the office to help me. J think

there should be someone available to answer any ques-

tions.

J hope my comments will be useful to you and that

next year the festival will be better organised.

Yours sincerely,

MISS ALTSON SHARP

Dear Sir/Madam,
J am writing to you concerning an adver-

tisement. J saw in "Fashion Weekly", issue 78.

LThe advertisement was for a leather jacket

ceecsssessoesssacsosessssanas

ENQUIRIES

A letter of enquiry could be both

: formal or informal.

Whichever situation it is, it is very impor-
tant that you are clear about what it is that
you need to know.

which is being offered at the special sale
price of ,99.99.
T would like to order one woman's jacket

in a size 12. Jf you still have them in stock,
J would prefer a beige jacket but brown would

also be acceptable.

T am home every morning until twelve o If you are responding to an advertise

ment, you should make it clear where
you saw the advertisement.

o If you are enquiring about a product or
service you should include a brief
description, prices, colour, size, etc.

© It may also be relevant to mention
possible delivery dates.

o'clock or all day on Saturdays. Could you
please ensure that the jacket is delivered dun-

ing these times. Jt would also be useful if you

could telephone me to let me know when the

jacket is going to be delivered.

J have enclosed a cheque for 105 which

covers the cost of the jacket and postage.

ours faithfull

se0ssssocsesssssssssssscenssssesescsssasens

9008800000000 00000s000s0000s00nscssssscssannnses

Anne Bradford.
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Dear Brian

How are things with you? J hope you and

your family are well.

Did you hear about the big snowstorm

here in Gonestown? We were trapped in the

house for three days! Can you believe it2 At

fivst, it was kind of fun, but it got boring after

a while.

Vou know what my parents are like - the:

thought it was a great chance to do things

together. So we playved games like Monopoly

and Trivial Pursuit (J wonl) and everyone

helped with the cooking and washing up. We

were lucky that the electricity wasn't off for

too long so we could use the computer and

watch TV. My brother George wanted to

play computer games all day but Dad would-

n't let him. He even made us do homeworld

When we didn’t have electricity, we used

candles for light and had a fire for heat. We

had lots of food so we weren't hungry.

Jt was a real adventure, but now things

are back to normal. Write soon

and tell me your news.

Vour friend

Tom

Writing Supplement

NEWS/INFORMATION

This is probably the most common
reason for sending an informal letter.

In an exam situation, the style of your writing
can be very free as it is an informal letter.
The important thing is to include

all the information that is required, from
the question and not to wander too far from
the point. However, as long as you answer
the question, you can more or less write
anything that you want to.

scecccsncccsocsascasssncssscssceccacsessescsacasas

S G e

rules. Common endings are:

“Thank you so much for...”,
“I really appreciated...”

seeseeecnecesss0nsso0ssssssecacananesse0sssesecsssescsesasssesnnss

——

“With love from”, “Best wishes”,
“Hope to hear from you soon” or “See you soon”.

THANK YOU LETTERS

At some time or other, most people need to write a thank
you letter. Obviously it’s important to talk about the reason
why you are thanking the person. Maybe they bought you a
gift, did something to help you, invited you to dinner or to

a party. It is usual to say why the thing was so enjoyable,
useful, helpful, etc. You could start your introductory para-
graph with one of the following phrases:

“I'm writing to thank you for...”

900900008000000320000000000000008000000088000000000000000000000800

LETTERS INFORMAL

Informal letters usually start with “Dear” and then the first
name of the person you are writing to. There are many dif-
ferent ways to end an informal letter and there are no fixed

®ssreecennsereetensseceanserecsaesssanesersseasesassseneneseasaes
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DISCUSSIONS
EXPRESSING

AN OPINION

The most important thing
in an opinion giving com-
position is to remember
to give a balanced
argument.

You should not express
extreme or heavily biased
ideas although it is fine to
say what you personally
believe or think.

It is always a good idea to
mention opinions that
may be different to your
own however.

A discursive composi-
tion should be logical and
clear in structure. The
first paragraph should
always introduce the
theme. In the following
paragraphs you can

develop your ideas one
by one and in the final
paragraph, you should
sum up your opinion.

Remember to use
Linking Words such as:
Firstly/In the first place
/To begin with/

Secondly/Furthermore/
In addition/

Finally/In conclusion,

Dear Sir or Madam,

J am weiting about the advertisement in our local
paper. J would like to apply for the job as a film
extra.

To start with, J am fifteen years old, quite tall,
with dark brown hair and brown eyes. I'm average
weight and athletic. English is one of my best sub-
jects at school.

J think J would be good for the job because J am|

very interested in cinema and J would really enjoy

the experience of being in a T.V. series. My teachers
can tell you that J am a geed student who listens to
instructions. Also, J am friendly and get along well
with other people.

J would be available any time in February. The
only problem is school, but it won't be too much of a
problem if J miss a few days.

There are a few questions J would like to ask.
Could you please tell me the name of the TV series?
And do we need to wear special clothes?

In conclusion, J hope you will consider my appli-
cation. J look forward to hearing from

Veursisneerely

David Smit

"Stopl before you drive".

We are all familiar with the problem of traffic: too
many cars on the road and no place to park. But

have you ever stopped to think what we can do to

improve the situation?

For one thing, maybe you don’t have to drive your
car to work every day. yOM could arrange with col-
leagues to go together and take turns with the driving.
If the distance isn't too great, you might consider
walking to work. J¥'s a simple way to get exercise as
well. Many people prefer cycling, which is another
good way to stay in shape. Then you don’t have to

drive to the gym!

Better public transport is another possible solution

to the traffic problem. In some big cities, there are

©090608050000000000000000000000000000008008s

ARTICLES

An article is written for a newsletter,
magazine or newspaper and is
designed to be informative and inter-
esting for the reader. Articles often
have a heading which should grab
the reader’s attention and give a
good idea of what the article is going
to be about.

You should begin your article with
an interesting introduction such as

ie

an example a fact or even a ques-
tion. You should also think about the
‘reader and ask yourself how they
for a bus or trolley. We need more buses, not more might relate to the topic and how
cars. you can make it more interesting for

Jf you ask me, it’'s much easier to leave the car af them.

large car parks outside the centre, with a regular bus
service into town, Alse, maybe more people would use

ublic transport if they didn't have to wait a long time
P! P Y 9

home and travel by bus or taxi. You don't have to
Y

worry about other drivers or where to park!

S eeensessasasnnsnassnrenaseassssarsnensRnsesnnsasisrsnanten

We all need to think seriously about other ways to get

$82900225099000009 008 0se00sRRIRIRRSORRRET

Sronndibecansetherapenlly arstoo manearelon
the road.
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Report on college improvements scheme

The purpose of this report is to investigate which
areas of the college are most in need of being
improved or modernised.

In order to prepare this report, | spent several
days examining the college facilities and | also inter-
viewed about eighty students to get their opinions.
The majority of students seemed to think that the
" main area of the college that needed to be improved
1 was that of the canteen and recreation area. The
canteen is far too small for the amount of students
that use it and the furniture is in bad condition.
= Ll Therefore | would recommend that most of the
= available money should be spent on an extension to
2 | the canteen and new furniture.

’ Many students also said that better sports facili-

|| ties would improve the college a great deal and
would encourage students to spend more time on
campus.
- ] Surprisingly few s'tudel'nts seer_ned concerned about
the lack of natural light in the library and some stu-
dents even stated that more windows might distract
them from their studies.

In conclusion, the general opinion seemed to be
that if only one area of the campus could be
improved, it should be the canteen. After serious
consideration, | agree with this view.

—r

"

’

REPORTS
A report may be in semi-formal language as it is written for a particular person or
group of people and it’s function is to give specific information about something.
A report should be writien in 2 clear and practical way and should present all
the necessary information in well-organised paragraphs.
It should also contain your opinion and possibly a recommendation.

You could introduce the report with expressions such as:

“The aim/purpose/intention of s
report is to...”,

“this report deals withlooks at_*

“In order to prepare this repost | went
to/visited/interviewed...”
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AR TR L KIS AT IR KT R K RARR The person WhO has had the areatest i"ﬂue"ce
DESCRIPTIONS on my life is my grandfather. In this composi-
Descriptions give you the chance to real- tion I will attempt to describe my grandfather
ly show off your vocabulary to the exam- and to explain wh){ | think he is so special.
iner. Therefore, you should use as wide a Firstly, | would like to say that my grandfo-

range of vocabulary as possible. You may ther is an impressive looking man. He is fairly
be asked to describe a person, animal, tall and quite well-built for a man of his age.

thing or a place. g He has short grey hair and a small moustache.
Apart from describing the person, place Usually he wears a suit. The only time he
etc. physically, you should also describe seems to dress casually is when he is doing the
how they make you feel, their character, gardening. Gardening is his favourite hobby.
style, atmosphere, location, etc. My grandfather is an extremely intelligent
Like all pieces of writing, a description man. He seems to know something about every-
needs to be structured. It should have an * thing. He often helps me W't_”' my hOW!EWOVk
introduction, that might say why you and always encourages me in everything | do.
have selected the person, place, etc. that He is also kind and considerate and willing to
you are going to describe. After that you help any of his f"ie”dslor family.
should deal with the different aspects of To sum up, | would like to say that my
the subject, one by one. grandfather is a good example to m
The final paragraph should sum up your and 1 hope that | will be as

feelings about the subject. good a person as he is
when I grow up.
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STORYTELLING

There will often be a question which gives you the beginning or
the ending of a story. You must use the exact words given in your
story and they must fit the rest of the composition.

The best way to tell a story is to describe the events in the order :
in which they happened. You can use a new paragraph for each
stage
of the story.

o If possible, try to include one or two lines of
dialogue to make the story more interesting.

0 Don't forget to vary the language that you use
and try not to use the same word too often.

0 Use linking words such as: while, as soon as,
suddenly, afterwards, in the end, etc.

© Use a wide range of adjectives and adverbs to
make your story more interesting.
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IELTS TASK 2

FORMULAIC SENTENCES (NOT PHRASES!) FOR PARTICULAR ESSAY TYPES
TO GET YOU A HIGHER MARK IN ‘TASK ACHIEVEMENT”

1) ‘BALANCED ARGUMENT ESSAY (a.k.a. "Discuss both viewpoints & give your
opinion”)

In this essay type, the final sentence of the INTRODUCTION should be as follows:

“There are numerous advantages to both these options which should be taken into consideration
before making a decision”

“There many pros and cons to be taken into account before making a final decision”

The final sentence of the CONCLUSION should be as follows (and also include an opinion phrase):

"In my opinion, everyone should (ook into their own situation before making a decision”

“As far as | am concerned, each individual should take into account their own situation before opting
for a decision”

2) 'PROBLEM/SOLUTION' ESSAY

In this essay type, the final sentence of the INTRODUCTION should be as follows:

It is urgent that immediate measures be taken” so that the problem may be reduced"

“The recommendation is that strict measures be imposed" so as to reduce the problem”

The final sentence of the CONCLUSION should be as follows:

“Only if the measures mentioned above are implemented, will the situation be alleviated™*

“Only by implementing the measures mentioned above will the situation see a noticeable
improvement™

* SUBJUNCTIVE
* INVERSION

Teacher’ Resources: s v ook comteachers esouces. 13
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TWO WAYS OF TACKLING OPINION ESSAYS IN LE.L.T.S. WRITING TASK 2

TOPIC: As computers are being used more and more in education, teachers
will soon be unnecessary. To what extent do you agree or disagree?

METHOD 1
PARAGRAPH 1 Paraphrase the topic and mention your opinion
(INTRODUCTION) (“umbrella” term > dependent termis) > opinion)
PARAGRAPH 2 Talk about the disadvantages of the side you support
(MAIN BODY) (idea 1> justification > example)
(idea 2 > justification > example)
PARAGRAPH 3 Talk about the advantages of the side you support
(MAIN BODY) (idea 1> justification > example)
(idea 2> justification > example)
PARAGRAPH 4 Recapitulate your points - mention your opinion again using different words
(CONCLUSION)
METHOD 2
PARAGRAPH 1 Paraphrase the topic and mention your opinion
(INTRODUCTION) (“umbrella” term > dependent term(s) > opinion)
PARAGRAPH 2 Talk about one advantage of the side you support
(MAIN BODY) idea » justification > example)
PARAGRAPH 3 Talk about another advantage of the side you support
(MAIN BODY) lidea > justification > example)
PARAGRAPH4 | Talk about an advantage of the opposing side (in the first sentence) and return to
(MAIN BODY) defending your opinion in the second sentence)
(contrasting idea > justification > comparison with own idea)
PARAGRAPH 5 Recapitulate your points - mention your opinion again using different words
(CONCLUSION)
'COMPUTERS IN EDUCATION TEACHERS IN EDUCATION

PROS:
Appeal to young people
More interesting and fun to use
Can be customized for classroom use
Economical
Accessible toall
CONS:

Children glued on a screen for hours
Lack of nteraction with others
Sedentary lfestyle
Health problems

Psychological and emotional support to students/

PROS:
Face-to-face teaching/interaction with students

counseling
Feedback to parents
Inspiration to students
CONS:
Obsolete teaching methods
Require wages/social security etc.
Behavioral issues/some are unsuitable for the
classroom

Teacher’s Resources: https://www.fz

m/1 hers. rces. 7"
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ECPE Essay topic

It has been said that violence in games for computers and the Play
Station can encourage crime. Parents are particularly concerned that
these games can have a negative effect on children. Do you think this is
true? What can parents do to protect their children? Discuss, giving
specific examples to support your point of view.

STEPS TO FOLLOW
1) YOUR STANDPOINT REGARDING THE QUESTION: Is it true that

computer games promote violence and criminal behavior? Can parents
take measures to tackle the issue? What should these measures be?

(you should mention 2-3 measures)

2) BRAINSTORMING FOR IDEAS:

EFFECTS OF VIOLENCE IN GAMES

PARENTAL MEASURES

Children cannot tell between
games and the real world

Encourage children to pursue
other activities

Criminal game characters become

Monitor/Restrict children’s

role-models computer use
Children become used toimages | Invite children to play family
of violence, crime, gore and death games

3) PARAPHRASING: INTRODUCTORY PARAGRAPH:

Umbrella Term: The prevalence of digital entertainment
Dependent Terms: Violence in games and its effect on children

4) USEFUL VOCABULARY:

Neglect studies/homework

Aggressive behavior/Familiarity with violence and crime

Distorted perception of reality
Grand Theft Auto

Don’t forget to mention examples!!!

Teacher's Resources: htps: facebook com/teachers.r¢ 2
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ECPE Essay topic (2002-3)

People often say success is dependent on "who you know, not what you
know". What do you think makes a person more successful - knowing
important people or having knowledge and expertise? Discuss, giving
specific examples.

STEPS TO FOLLOW
1) DECIDE YOUR STANDPOINT REGARDING THE QUESTION: Is knowing.
important people the key to success? Is success dependent on having
knowledge and expertise? Does the answer lie somewhere in the

middle?

2) BRAINSTORMING FOR IDEAS:

KNOWING IMPORTANT PEOPLE PERSONAL KNOWLEDGE/EXPERTISE
Gateway to finding work | Efficiency at work
Promotion opportunities Acknowledgement by supervisors

Exposure opportunities | Acclaim by fellow professionals

3) PARAPHRASING: INTRODUCTORY PARAGRAPH:

Always begin with the general term under which more specific terms are
classified (a.k.a. the "Umbrella Term”). Make sure you use as many
synonyms/phrases of similar meaning as possible.

Umbrella Term: Success
Dependent Terms: Public Relations, Knowledge/Personal Expertise

4) USEFUL VOCABULARY:

Pull (some) strings

Job interview

Skilled worker

Be promoted

Climb the career ladder
Job vacancies

Celebrity status

Teacher's Resources: https://wwiw.facebook.com/teachers resources. 75
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Exam question

Your English class have been discussing the topic of young people using
the internet. Your teacher has asked you to write an essay answering the
following question:

Is the internet bad for young people?

Is the internet bad for young people?

[t is now easier than ever to access the internet,
whether you are using a computer, phone or tablet.
There is no doubt that many young people are
spending more and more time online, with both
positive and negative consequences.

‘One advantage of the internet is that young people can
do research for their schoolwork and homework. This
often helps teenagers to widen their knowledge and
improve their grades. Another positive aspect of the
internet (s that people can practise foreign languages
by chatting to friends in other countries. This is also a
good way of keeping in touch with friends and family
around the world.

On the other hand, there are also negative

consequences. Some young people become addicted to
online gaming and this can mean that they waste too
much time playing these games. This can have a
negative effect on their schoolwork, the amount of
exercise they get and their social lives. In addition,
excessive internet use can mean that some young
people hardly talk to their families because they are
always on the computer.

[0 sum up) spending time on the internet can have a
negative impact on young people, but it also has many

advantages. Personally, | think the internet is an
incredible tool and the benefits of internet access
outweigh the dangers. However, we should be careful
not to use the internet excessively.

Top Tips for writing

1. Start by saying what the current situation is or introducing the debate.
2.

In the second paragraph talk about the advantages or reasons in favour. Use ‘
expressions like One advantage of X is ... and Another advantage of X is ...

" s oo on e o

4.
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Page 16 Greenwood Community Magazine

Your writing

We invite our readers to give
their opinions by writing an
article on the following subject:

Bullying

How serious a problem is - .
bullying in schools where you  The best article will be
live, and what can be done to  published in the next issue of
stop bullying at school? our magazine.

by Jamie Field

School days should be a happy time in a young person’s life. What

In my
opinion, there is one word which answers this question — bullying.

'Unfortunately, bullying is quite common in schools where [ live. It
can affect students of any age, and both boys and girls. A friend

of mine had a very negative experience at school last year as an
older boy continually called him names and sometimes used to

post nasty messages about him on Facebook. Obviously,
friend felt very upset about this and it affected his self-
confidence. Some days, he didn’t want to come to school at all.

Personally, | think
teachers need to be aware that bullying may be happening in
their classes and be very strict when they have a case of bullying.
Another thing teachers could do is prepare lessons to talk about
the problem with their pupils, which might make bullies realise
how badly they hurt their victims. As for students, if they find out
a classmate is being bullied, they should support them as much as
possible and let a teacher know.

Bullying can be a nightmare but there are things we can do to
prevent it. Hopefully, one day all students will be able to go to
school without fear of being bullied.

Top Tips for wr'l'rmg

2_

3. Use opinion adverbs to introduce your points.

4. Give a real-life example or talk about personal experience. \

5. Choose a neutral or informal style, depending on the audience.

6. Divide your ideas into clear paragraphs.
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The American rapper and musician Macklemore is going on tour in
your country. He has agreed to pay a one-hour visit to your school.

The headmistress of your school has asked you to carry out a survey
amongst students and then write a report. She wants suggestions on:

. an activity to do with Macklemore which involves as many
students as possible

. a present to give Macklemore to say thank you for coming to visit
your school.

Write your report in about 180 words.

to make suggestions for a
suitable activity to do with the musician Macklemore
when he visits our school and to recommend a present to
give him.[It is based on a survey of 70 students.

Activity with Macklemore

The majority of people surveyed thought that the best
way for our students to have contact with the rap star
was to organise an interview with Macklemore in the
school hall. Macklemore could be on the stage and
students could ask him questions using a microphone.

A suitable present

Most students thought that each class in the school
could prepare one page containing a message, a drawing or
a poem. The pages could then be put together to make a
book to thank Macklemore for his visit.

Recommendations

we organise an interview with
Macklemore in the main hall. All students would like to
attend and representatives from each class could ask
Macklemore a question.
asking students to design a page for a book that we could
give Macklemore as a thank-you present.

Top Ti

ps for writing
1. W title th hows wl

4.  Use more formal language, such as full forms rather than contractions. |

5. You will probably need to make polite recommendations in the conclusion. |
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Answer this question.

You are going to spend a weekend with your friend from Scotland called Chris Stewart. Read
the email you have just received from Chris and the notes you’ve made. Write a reply to Chris
using all the notes (in red). You should write approximately 150 words.

Hi,

I'm really happy that we’ll see each other next weekend! A friend of

mine plays in a band and they’re going to play a small concert on

Friday evening. Would you like to go and see my friend playing
Graat __with her group?

ideal— We need to decide what to do on Saturday. We could either take a
trip down the River Clyde in a boat (I'm sure you’d love the
beautiful scenery) or we could go and see a football match. Can
you tell me which activity you'd ratherdo?—— Tell Chris.

| wanted to ask your advice about something. I've just started to

learn Italian but | only have one hour of lessons every week. Can

3 you give me some advice on how to improve my ltalian as quickly
Give some _ as possible?

advice.— . .
Just one final thing. You told me in your last message that you have

a new skateboard. Could you bring it with you to Scotland? I'd love Not

to have agoonit. \\\‘ possible.
All the best, \5ay why.
Chris

e

To: Chris Stewart
Subject: Re: Coming to Glasgow

Hi Chris,
Thanks for your email. 1t's great to hear from you. | can’t wait to come and

visit!

So, about friday ... I’d love to see your friend’s band! What kind of music do
they play? I’m thinking of starting my own band so it’ll be good to meet
your friends and ask them about it.

On Saturday, I’m not really a
football fan to be honest. The boat trip sounds much more

(S0, you’re learning ltalian? I’'m impressed! Why don’t yod) try and find an

ltalian to practise speaking with? If you find someone who’s learning English,
you could do a language exchange. It’s the best way to learn. *

to read some books in [talian as well.

I’m sorry but | can’t bring it with me to
Scotland. I’ve got and it’s too big to fit in my suitcase.
I’m really looking forward to seeing you!

Best wishes,

Sira

Top Tips for writing

1. Use formulaic expressions to start and finish your email.
2. Use I'd prefer’+ infinitive to say which optionyouwant todo. |
3. Use informal words and expressions. |

4. | Respond to your friend's email in a friendly, chatty style.

5. [Use a variety of structures for giving advice. ]
6. [ Don't forget to respond to all the points in your friend'semail. |

e == - . |
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Exam question

You are interested in studying English in the UK. Read the advertisement
below which you saw in an international magazine and some notes you
have made in red. Write an email to Jane Black using all the notes. You
should write approximately 150 words.

Central School of English
B il Come and study English at our school!
three-week
course? T+ — Two-week courses for all levels
Highly qualified, experienced teachers | with other
How much Lo i Reasonable prices students or
Bpantige Accommodation with host families on my own?
Extensive social programme
More details?
For further information contact Jane Black:
j-black@central-school.co.uk
Ih 11:15 ®
Cancel New Message Send

To: j.black@central-school.co.uk

Subject: English courses

‘Dear Ms Black,

'l am writing in response tolthe advertisement | saw for your
English school in *‘World Teens Today’ magazine. | am

interested in doinﬁ one of your courses and-

(FiFSEl) it says in the advertisement that the courses are two
weeks long. Would it be possible to do a three-week

course? Iwould also like to know how much your courses cost
exactly.

Secondly, your advert mentions accommodation with host
families. Could you tell me if | would be staying on my own
with the host family or if there would be other students
staying there as well?

Finally, I have a question about the social programme. Would
you mind sending me more details about this? | am very keen
on sport and | would like to know if there are any sports
activities included in the social programme.

‘Yours sincerely,

Lili Song

Top Tips for writing
1. If you know the name of the person you're writing to, use Mrfor a man
and Ms for a woman.
2. Start by saying why you are writing or what you are responding to. |

" o armaipolnay. e o taesk

4. Use words like Firstly, Secondlyand Finaly to order your points.
5.

If you've begun the email with Dear and the name of the person, finish
with Yours sincerely. If you have used Dear Sir or Madam, finish with
Yours faithfully.

6.





image1.jpeg
' Tips for Different Types of Writing

B Essay:

The register of an essay should be neutral.

It is very important that essays are clearly
organised into appropriate paragraphs.

The first paragraph should introduce the topic of
the essay. If appropriate, you can also give your
opinion on the topic.

When stating opinions, always give reasons and/
or examples to support your views.

Use suitable linking words and expressions to
introduce information and opinions, list points,
summarise, etc.

B Story:

@

You can give your story a title.

For most of the stories you will be asked to
write, you will need to use a variety of past
tenses. You should use appropriate time linking
words and expressions to join the events of the
story.

Using a variety of adjectives and adverbs can
make your story more interesting.

The first paragraph of the story should set the
scene. Say where the main characters were and
what they were doing.

In the next one or two paragraphs, describe the
main events of the story.

In the final paragraph, say what happened/how
the characters felt in the end.

= Letter of Complaint

In a letter of complaint, you should use polite,
neutral or fairly formal language. Remember,
you should be firm, but not rude.

If you know the name of the person you are
writing to, begin Dear Mr/Mrs/Ms (Smith), and
end Yours sincerely, and your full name.

If you don’t know the person’s name, begin Dear
Sir/Madam, and end Yours faithfully, and your
full name.

In the first paragraph, say why you are writing
(what you are complaining about).

In the main body of the letter, you should list
and give details of your complaints.

In the final paragraph, summarise your main
points and/or say what you hope the person you
are writing to will do about your complaint.

B Article:

= The register you use for an article will depend
on where it is going to be published. For most
articles the register should be neutral.

% An article should grab the reader’s attention.
Giving your article a catchy title, asking
rhetorical questions and talking about personal
experiences can do this.

Introduce the topic of the article in the first
paragraph.

In the main body of the article, include most of
the views/information/points.

The final paragraph should be a conclusion
which summarises the main points raised in the
article.

Letter to the editor:
Use polite, neutral or fairly formal language.

Begin your letter Dear Sir/Madam, and end it
Yours faithfully, and your full name.

In the first paragraph, say why you are writing.
You could refer to an article in the newspaper/
magazine that you are writing to. You should
introduce the topic you are writing about, and
you can give your opinion on this topic.

In a letter to the editor, you are usually
discussing your views on an issue. Always give
reasons and/or examples to support your views.

In the last paragraph, you can say what you
hope will happen next in relation to this issue.

B Composition:

= A composition is usually something you have
been asked to write by a teacher or tutor, so the
register should be neutral.

« Your composition should be clearly organised
into paragraphs. Introduce the topic of the
composition in the first paragraph. The last
paragraph should be a conclusion which
summarises the main points discussed.

Use suitable linking words and expressions to
introduce information and opinions, list points,
summarise, etc.
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B Informal letter

You can use friendly, informal language, but
you should write complete sentences and use
correct spelling and grammar.

Start with Dear (Anne) and an appropriate
opening comment such as How are you?/It was
good to hear from you.

In the first paragraph, say why you are writing.

Finish with an appropriate comment and closing
formula such as Write back soon. Yours, (your
first name).

B Letter of application:

Use polite, fairly formal language.

If you know the name of the person you are
writing to, begin Dear Mr/Mrs/Ms (Smith), and
end Yours sincerely, and your full name.

If you don't know the person’s name, begin Dear
Sir/Madam, and end Yours faithfully, and your
full name.

In the first paragraph, say why you are writing.
You should mention what job, course, etc you
are applying for. You could also say where you
saw it advertised.

In the main body of the letter, include any
information that will help you get the job/
get a place on the course, etc. Do not include
irrelevant information, and try not to appear
boastful. Also ask for any further information
you need.

Finish the letter with a suitable closing formula,
such as [ look forward to hearing from you.

B Report:

You should not use informal language in a
report. The register should be neutral or fairly
formal. Using impersonal language and the
passive voice can make your report more formal.

You can give your report a title. You can also
include information such as who is writing the
report, who it is being written for, the subject
of the report, and the date, at the start of the
report, eg -

To: Marina Temple

From:  Adam Bell

Subject: Your Visit to Fincheley

Date: 17 April

A report should be divided into sections, so that
the reader can easily find information that he/

she is looking for. Giving each section a heading
can make the organisation of the report clearer.

Your report should have a clear introduction
which states what the subject of the report is.

The report should finish with a conclusion. In
this section, summarise the main points of
the report, and make a recommendation if
appropriate.

Review:

You might have to write a review for a
magazine, website or school newspaper. You
could be asked to write about a book, film, CD,
play, restaurant, festival, etc. The register should
be neutral.

In the first paragraph, you should introduce the
topic of the review. You could also give your
overall opinion.

In the main part of the review, you give your
views on different aspects of the thing being
reviewed. You should always give reasons and/or
examples to support your views.

If you are writing about a book, play or film, you
will have to discuss the plot, but you should not
give away the ending or any big surprises.

Normally your review will include a
recommendation.

The last paragraph of the review should be a
conclusion which summarises your views.

® Emeil to a friend:

You can use friendly, informal language, but you
should write complete sentences.

Start with an appropriate opening formula such
as Hil, Dear (Mary), etc.

In the first paragraph, say why you are writing.

You can finish with a closing formuia such as
Talk to you soon, and your first name.
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Useful tips
A discursive essay is a formal piece of writing. This means that there are certain things
you should or shouldn’t do.
Do Don’t
® use formal connectors / linking words to make ® use contractions or short forms (e.g. [ don't
your writing coherent (e.g. Consequently, In believe, there aren’t many...)
other words, Furthermore,) ® use colloquial or idiomatic expressions (e.g.
use passive voice and impersonal expressions I don't get it, it doesn’t make sense)
(e.g. it is believed that..., it is an undisputed fact ® use simple vocabulary repeatedly (e.g. say,
that...) tell, think, good, bad, very; ‘claim’ can be used
use inversion (e.g. Little do we realize..., Not instead of ‘say’)
until..., In very few cases ...) ® use ‘think’ instead of ‘consider’, ‘good’ instead
use advanced vocabulary (e.g. a highly debat- Of pebiiioEecic)
able issue, to exert influence, to make informed ~ ® use simple connectors / linking words too often
decisions, deeply ingrained beliefs) (e.g. and, but, too, also, so, because)

Useful phrases & expressions

To list points:

First of all, To begin/start with, Secondly,
Thirdly, Finally,

To introduce examples:

“or example, for instance, like, such as,

7 particular, This is clearly illustrated by,
A lypical/striking example of (this)

To explain sth:

Sis/which means that, in other words,
meaning that, that is to say
Agreeing partially:
s s partly true, to a certain/some extent,
7 some cases, up to a point, while it cannot be
Senied that..., while it is true that...

‘ntroducing arguments/viewpoints:

e argument in favor of / against ... is

s widely believed/claimed that...

* zan/could be argued that...

s generally believed/maintained that...
S«oerts/Scientists believe that ..

=0y people support the view / feel / claim /
mantain that...

=ome people are in favor of / against / opposed to

Siving opinions

In my opinion/view, ...

My opinion is that...

! feel/think/believe that...

"am inclined to believe that...
i seems/appears to me that...
'am (not) convinced that...
As far as | am concerned...

4T

Linking Words / Phrases

To show addition: in addition (to), moreover, also,
furthermore, apart from, besides, as well as, both...and
To express cause: because (of), due to, owing to, since, |
as, given (that) ]
To show result: thus, therefore, as a result/consequence,| |
for this reason, consequently

To express reality: in fact, it is a fact that, actually,

in practice

To emphasize a point: clearly, obviously, it is obvious,
needless to say

To show contrast: although, (even) though, while,
Wwhereas, despite, in spite of the fact that, however,
on the other hand, nevertheless, yet, still

+ it may be argued/claimed that,

others feel/claim/believe that

Conclusions:

In conclusion,

On balance,

All things considered,

Taking everything into account/consideration,
To sum up,

To conclude,

All in all,

In the light of this evidence,

it seems/appears that...

it may be concluded that...

there is little doubt that...

it is likely/unlikely that...

it is clear/obvious/evident that...

the obvious conclusion to be drawn is...

there is no absolute answer to the question of...

- = = = =
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Try using a variety of words with similar meanings to express what you want to write.

important: essential - crucial - imperative - vital - significant

very: greatly - considerably - severely - extremely - excessively - immensely - highly
bad: negative - adverse - contrary - unfavorable - opposing - harmful

understand: comprehend - grasp - perceive - realize - recognize

good: satisfactory - beneficial - acceptable - excellent - positive - valuable

believe: maintain - think - feel - claim - argue

dangerous: alarming - risky - hazardous - critical - serious - perilous

[CRCINCIC R C O]

BRAINSTORMING

Finding arguments is usually one of the most time-consuming steps of writing an essay. You should use
at least 10 minutes to come up with ideas on what to write, and it is useful to have a set of angles, which

can help you when thinking about your topic. When you are brainstorming you can examine your topic
from one of the following angles:

Educational

Example: From an educational point of view, computers are useful in the classroom as a teaching tool,
since they give students the opportunity to find useful information on the Internet, thus promoting student
autonomy.

Health

Example: As far as health is concerned, it can be argued that using a car has contributed to the poor
fitness levels and sedentary lives of the majority of city-dwellers.

Social

Example: With regard to the social aspect of computers, it is an undeniable fact that they are to a large
extent responsible for the alienation and isolation experienced by most people in modern-day society.

Economic

Example: From an economic viewpoint, smoking adds an extra expense to the smokers’ budget, since its
cost can be quite significant if estimated on a monthly basis.

Ethical

Example: From an ethical standpoint, experimenting with any living creature may equal the capture,
torture and even murder of this being.

Political

Example: Many support the view that politically, England and Scotland should remain united.

Scientific

Example: According to most scientific research, it won't be long before global warming becomes
irreversible.

Historical

Example: History generally maintains that the first civilized societies evolved in Mesopotamia and Egypt.
Psychological

Example: It cannot be denied that stress and overwork have a damaging psychological effect on many
people, causing negative attitudes and even depression.

Note: There are further angles you could add to this list e.g. personal, geographical, environmental etc.

\\ &
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FORMAL
| regret to inform you that ...
| am writing to inform you that ...
It is a pleasure to meet you
Upon your arrival....
At your earliest convenience
Please confirm your availability
| regret that | will be unable to attend ...

| would appreciate being kept informed ...

1 would like to remind you that ...
Would you be available on ....

| really appreciate your assistance
Please accept my apologies for ...

It will not be necessary for you to ....

It would be of great benefit to you to ...
A vast amount of information is available
We were hoping you could ...

It is my opinion that ...

Please remember me to Alex

1'd like to express my gratitude for...

INFORMAL
| hate to have to tell you this but ...
Just a quick line to say ...
Nice to meet you
As soon as you get here ...
As soon as you can
Can you let me know if you're free?
Sorry | can't make it
Please keep me posted
Don't forget ...
| suggest we get togetheron ...
Thanks a lot!
Sorry for ...
You won't have to ...
It would do you good to ...
| have lots of information for you
Could you ...?
I think ...
Say hello to Alex for me
Thanks a million. | owe you one!




