
FORMAL LETTER: LETTER OF APPLICATION 

USEFUL EXPRESSIONS 

OPENING PHRASE 

• Dear Sir or Madam/Dear Ms/Mr Scott,
INTR0DUCTI0N 

• I ат writing in response to/in reply to/with regard to ... 
• 1 ат writing in connection with ... 
EXPRESSING INТEREST IN ТНЕ J0B 

• 1 wou/d like to express ту interest in. .. 
• 1 found the (advertised) post/position/job offer extremely 
interesting because ... 

• The (advertised) post/position/job fits ту expectations oj
а perfect joЬ/career for а young person/student.

EXPLAINING WHY Y0U ARE INТERESTED IN ТНЕ J0B 

• 1 would like to арр/у for this job because .. . 
• Му reason for applying for this job is that ... (/ ат very
hard-working/1 like working with children) 

• 1 have always Ьееп interested in. . ./enthusiastic about ... 
DESCRIBING Y0UR QUALIFICATIONS AND PR0FESSI0NAL 
EXPERIENCE 

• As for ту experience/ As far as ту qualifications are
concerned, ...

• Му professional experience includes ...
• 1 worked for. .. as ...

ADDRESS ТНЕ RECIPIENT IN 

А FORMAL MANNER. 
····································► 'Dear Sir or Madam 

MAКING FINAL REMARKS 

• 1 would Ье happy to соте to/attend ап interview at your 
earliest convenience/at апу time that is convenient to уои 

• I enclose ту CV/references from ту previous employers 
• 1 /ook forward to hearing from you 
CL0SING PHRASES 

• if the letter begins Dear Sir or Madam: Yours faithfully,
• if the letter begins Dear Ms/Mr RoЬinson: Yours sincerely,

SAMPLE ЕХАМ TASK 

You saw this advertisement in а newspaper: 

А fashionaЬ/e modern hotel in the city center 
is looking for 

HOTEL RECEPT/ONIST 

We offer а good salary, hea/th insurance 
and flexiЬ/e working hours. 

lf interested, send ап application letter 
to john@chelsealodge.com 

fnclude details of your former employment, 
give the names of two referees, 

explain why you would like to get the job 
and why уои are а suitaЬ/e candidate. 

Write an application letter, including all the necessary 
details. 

Do NOT USE 

ABBREVIATIONS, 

КЕЕР ТНЕ LANGUAGE 

SUIТABLY FORMAL. 

IN ТНЕ FIRST PARAGRAPH WE 

USUALLY SТАТЕ ТНЕ AIM OF 

ТНЕ LETТER. 
··································· ·►

r am writing in response to your job offer coпcerning the post 

of а hotel receptionist which I found in the latest issue of 

HomeNews. 

◄· ·············--·················

DEVOТE ONE PARAGRAPH 

ТО ONE TOPIC OR ONE 

PIECE OF INFORMATION. 

flNISH ТНЕ LETТER WIТH 

I believe this positioп fits ту expectations of а perfect job. 

As far as шу qualifications ai-e coпcerned, !Ъаvе Ьееп working 

for about а year as а senior receptioпist at the Eagle Hotel in 

Charing Cross Road, where I have gained а lot of valuaЫe 

professional experience. In addition to this, I consider myself 

hard-working and career-orientated. I kпow very well froш ту

experience that the post of а hotel receptioпist requires both of 

these features. 

I аш ready to atteпd an iпterview at your earliest conveпience. 

I аш enclosiпg the names of two referees froш the Eagle Hotel, 

whoш you сап coпtact for further i11formatio11. 

дN дРРRОРR1дп cLOs1NG I look forward to heariпg from you, 
PHRASE. 
·····································► 1\'ошs faithfully, 

Аnпа Katarova 

◄· ............................... . 



 

 А job application letter 

Dеаг Sir/Madam, 

1 am writing to apply fог the position of part-time shop assistant at уоuг computer shop 

advertised in the Ashford Journol last week. 

1 am in my first уеаг at sixth-form college and I will Ье doing my А levels next уеаг 

(maths, physics and ICT). As well as studying ICT at school, 1 have done courses in 

computer programming and I can гераiг computers. 1 know all the latest models of 

computers and I can also speak some French. ln the last two уеагs, 1 have often worked 

in my uncle's clothes shop on Saturday mornings and because of that I have plenty of 

experience in dealing with customers. 

1 am interested in working fог уоuг shop in огdег to get mоге experience and I can also 

develop my computer skills. 1 would also like to do the job fог fun as I love computers. 

l look forward to hearing from you.

Yours faithfully, 

Tom Jones 

 Contrast linkers 
Page 87, Exerci!.e 8 

although + subject + verb 

Although the plot is weak, it links together the songs in the musical. 

The plot is weak although it links together the songs in the musical. 

however links two sentences 

The plot of the musical is weak. However, it links together the songs in the musical. 

despite + -ing forms/nouns 

Despite being weak, the plot links together the songs in the musical. 

The plot links together the songs in the musical, despite being weak. 

The musical is good despite the weak plot. 

Despite the weak plot, the musical is good. 

 An opinion essay 

The television is а machine which transmits moving images and sound using radio waves. lt was 

developed in the еагlу 20th century in various countries such as Germany, the United Kingdom 

and the USA. lt is vегу popular nowadays and some programmes, like football World Cup finals, get 

several hundred viewers. However, there is still debate about the pros and cons of television. 

On the one hand, television news programmes help us to see wh is happening around the world. 

Other benefits of TV аге educational and there аге many documentaries about nature and science. 

As well as that, television is good fог people who live on their own ог who have moЬility proЬlems. 

On the other hand, television has its drawbacks. According to some experts, we watch too much 

television and in the UK three hours а day is the average. Тоо much TV can affect оuг social lives 

and have bad effects on оuг health because we do not do enough exercise. Other critics аге against 

reality shows and say that there is too much sex and violence on TV. 

То sum up, the television has been а vегу successful invention although, in my opinion, we should 

not watch too much because of its negative impact on оuг health. 



FORMAL LETTER: LETTER OF APPLICATION 

USEFUL EXPRESSIONS 

OPENING PHRASE 

• Dear Sir or Madam/Dear Ms/Mr Scott,
INTR0DUCTI0N 

• I ат writing in response to/in reply to/with regard to ... 
• 1 ат writing in connection with ... 
EXPRESSING INТEREST IN ТНЕ J0B 

• 1 wou/d like to express ту interest in. .. 
• 1 found the (advertised) post/position/job offer extremely 
interesting because ... 

• The (advertised) post/position/job fits ту expectations oj
а perfect joЬ/career for а young person/student.

EXPLAINING WHY Y0U ARE INТERESTED IN ТНЕ J0B 

• 1 would like to арр/у for this job because .. . 
• Му reason for applying for this job is that ... (/ ат very
hard-working/1 like working with children) 

• 1 have always Ьееп interested in. . ./enthusiastic about ... 
DESCRIBING Y0UR QUALIFICATIONS AND PR0FESSI0NAL 
EXPERIENCE 

• As for ту experience/ As far as ту qualifications are
concerned, ...

• Му professional experience includes ...
• 1 worked for. .. as ...

ADDRESS ТНЕ RECIPIENT IN 

А FORMAL MANNER. 
····································► 'Dear Sir or Madam 

MAКING FINAL REMARKS 

• 1 would Ье happy to соте to/attend ап interview at your 
earliest convenience/at апу time that is convenient to уои 

• I enclose ту CV/references from ту previous employers 
• 1 /ook forward to hearing from you 
CL0SING PHRASES 

• if the letter begins Dear Sir or Madam: Yours faithfully,
• if the letter begins Dear Ms/Mr RoЬinson: Yours sincerely,

SAMPLE ЕХАМ TASK 

You saw this advertisement in а newspaper: 

А fashionaЬ/e modern hotel in the city center 
is looking for 

HOTEL RECEPT/ONIST 

We offer а good salary, hea/th insurance 
and flexiЬ/e working hours. 

lf interested, send ап application letter 
to john@chelsealodge.com 

fnclude details of your former employment, 
give the names of two referees, 

explain why you would like to get the job 
and why уои are а suitaЬ/e candidate. 

Write an application letter, including all the necessary 
details. 

Do NOT USE 

ABBREVIATIONS, 

КЕЕР ТНЕ LANGUAGE 

SUIТABLY FORMAL. 

IN ТНЕ FIRST PARAGRAPH WE 

USUALLY SТАТЕ ТНЕ AIM OF 

ТНЕ LETТER. 
··································· ·►

r am writing in response to your job offer coпcerning the post 

of а hotel receptionist which I found in the latest issue of 

HomeNews. 

◄· ·············--·················

DEVOТE ONE PARAGRAPH 

ТО ONE TOPIC OR ONE 

PIECE OF INFORMATION. 

flNISH ТНЕ LETТER WIТH 

I believe this positioп fits ту expectations of а perfect job. 

As far as шу qualifications ai-e coпcerned, !Ъаvе Ьееп working 

for about а year as а senior receptioпist at the Eagle Hotel in 

Charing Cross Road, where I have gained а lot of valuaЫe 

professional experience. In addition to this, I consider myself 

hard-working and career-orientated. I kпow very well froш ту

experience that the post of а hotel receptioпist requires both of 

these features. 

I аш ready to atteпd an iпterview at your earliest conveпience. 

I аш enclosiпg the names of two referees froш the Eagle Hotel, 

whoш you сап coпtact for further i11formatio11. 

дN дРРRОРR1дп cLOs1NG I look forward to heariпg from you, 
PHRASE. 
·····································► 1\'ошs faithfully, 

Аnпа Katarova 

◄· ............................... . 



Кеу А book review 
lfnking expressions 
useful exp;essions 

}апе Еуге was written Ьу Charlotte Bronte in 1В4 7, is set in 19th century England 
and is partly autoЬiographical. lt was successful when it came out and since then 
many films have been made of the book. 

The story is about the life of Jane Еуге, whose parents die when she is young 
and who is later sent away to а horriЫe school. After leaving school, she goes 
to work in а Ьig house, where she falls in love with the owner, Edward Rochester. 
They аге going to get married when she finds out а terriЫe secret. 

The plot is full of both action and drama and the two main characters аге brilliant. 
Edward Rochester is an experienced man though he is rather selfish. Jane is not only 
kind and sensitive but also intelligent. Although she is роог, she fights to Ье 
independent. Jane Еуге has become one of the most important books in English literature 
as well as important reading for modern feminists. 

То sum up, the book is the fascinating story of one woman's life and her great love. 
lf you like great literature, 1 would definitely recommend reading this classic story. 



     А Book Review  

Linking 

Paragraph 1 
Give some basic information about the book. 

'Possession' Ьу A.S.Byatt won the Booker Prize in 1990. Since 
its first puЬlication in 1990, the book has not оп/у won тапу 
readers but has a/so Ьееп filmed starring Gwyneth Paltrow. 

Paragraph 2 
Give а brief summary of the p[ot. 

Two main characters in the book are young scholars who are 
researching lives of two Victorian poets. As they uncover their 
letters, journals and poems, they unexpectedly соте across а 
story of mystery and great passion. 

Paragraph 3 
Give your opinions and present good and bad things about 
the book. 

The book is а fascinating /ove-story which combines two 
historical settings in а very clever way, contemporary and 
Victorian. However, its complexity тау discourage some readers. 

Paragraph 4 
Conc[usions and recommendations. 

The book is certainly worth reading. It will арреа/ both to 
readers who like contemporary /iterature as well as those who 
p[efer а good traditional Victorian novel. 

StyLe 

Most of your review should Ье written using present tenses: 
The novel is set in both the nineteenth and twentieth century. 
Опе day he comes across а piece of paper stuck between the pages 
of ап o/d book. 

You should aim for а neutral style, not too formal and not too 
colloquial: 
Although the book is rather long, уои won't find it /acking in 
tension and surprising turns of action. 

UsefuL VocabuLary 

The book is set in the 1950s / in the seventeenth century / during 
the Victorian period. 
Its main characters are two young students. 
The pJQJ;_ is organised around опе important event: losing and 
recovering а family treasure. 
The climax comes when all the реор/е involved in the mystery get 
together late at night in the cemetery. 
The book is written in а сотр/ех / simple / modern / traditional / 
poetic / rea/istic style. 
Опе of the book's great strengths is characterisation: heroes and 
heroines тау seem /arger than life but they are also so deeplv 
human. 
The book's weakness / most controversial aspect is its /ength. 
It is worth reading. 
It сап Ье recommended to people who want good fun. 

Summarising the p[ot: 
Опе dav, Roland comes across а mysterious letter. 
After that, he finds himself spied оп Ьу а rival scholar. 
Eventuallv, he realises that the spy is in fact his best friend. 
In the end, they fall in love with each other. 

Giving examp[es: 
There are some truly exciting moments, especiallv when they 
discover the journal hidden in the doll's house. 
The book contains Victorian texts, such as the poems written Ьу 
the two poets. 

Contrasting: 
Although the book is rather long, the reader finds it gripping from 
the first to the last page. 
'Possession' is about а specialist study of literature. However, it is 
never boring. 
Despite being about а specialist study of literature, it is never 
boring. 

Adding points: 
Apart from being а fascinating novel, the book is full of beautiful 
Victorian poems. 
Roland and Maud are both scho/ars interested in the same type of 
literature. What's тоге, they are also quite simi/ar as реор/е. 

Conc[uding: 
All in all / All things considered / То sum ир, the book is а rea/ 
masterpiece. 

Checking 

Layout: Have you followed the suggestions for paragraphs? 
Linking: Have you included а variety of linking words? 



Оеаг Sir/Madam, 

1 am writing to you about my holiday last month at the Superb Hotel organised Ьу Fun Tours. 

First, as the tour bus had mechanical proЫems, the trip took over ten hours. Then, when we 

finally arrived there was по food availaЫe at the hotel. 

ln your advertising, you mention 'clean accommodation' but I couldn't sleep due to the 

cockroaches in our гооm. There was по en-suite bathroom and because of that I fell over one 

night because I had to walk down the corridor to the bathroom and it was so dark. Because 

breakfast was just some fruit, 1 felt hungry all morning. 

When I complained about the hotel, the manager was vегу unhelpful. 1 would Ье grateful if 

you could give me а full refund of my money within the next two weeks. 

l look forward to hearing from you.

Yours faithfully, 

Thomas Маге 

A Letter of complaint



  А Letter Of Complaint 

Your address and the date 
Write your address with 
correct punctuation. Do 
not write your name here. 
24 Market Street, 
Middleton, 
Manchester, М24 бНD 

June 16, 2003 

The company's name and address 
Computer World, 
17 Tower Road, 
London, SW12 

Greeting 
Dear Mr Scott, (if you know the person's name) 
Dear Sir / Madam, (if you don't know the person's name) 

1 Introduction 
Give your reason for writing and specific information about 
the product or service, including where and when you bought 
it. 
I ат writing to уои about ... which I bought from ... оп ... 
I enc/ose copies of the guarantee and the receipt. 

2 Reasons for the complaint 
Write опе or two paragraphs saying: 
а) why the advertising for the product was misleading, 
In your advert уои claim that the watch is waterproof / 
The advert gave the impression that the jacket would /ast 
а lifetime. 
Ь) what went wrong with the product. 
However, the ftrst time I went swimming, the watch stopped 
working. / 

. However, ajter оп/у опе wash, the co/our had faded. 

3 Reactions to your complaint 
Say what happened when you took the product back or 
complained about it the first time. 
When I took the ... back to the shop, the assistant said it was 
ту fault and I hadn't read the instructions carefully. 

4 Your demands 
Say clearly what you want the company to do. State further 
action that you will take if your demands are not met. 
I would like уои to refund ту топеу. 
Unless I receive а satisfadory reply, I wi/1 write to the Consumer 
-Association. 

5 Formal ending 
The most common ending for а formal letter is: 
I look forward to hearing from уои. 

Signing off 
Yours sincerely, (if your letter starts with Dear Мг Scott) 
Yours faithfully, (if your letter starts with Dear Sir / Маdат) 
Sign your name and print it clearly. 
Р. Lowe 
Р. L0WE (MR) 

StyLe 

Write а letter in а formal style: 
• do not use contractions:

I'm �·tritiny tв cвmplein е/юиt .. .
I ат writing to complain about .. .

• use formal linking words:
Moreover, the picture was not c/ear.
However, the ftrst time I used it ...

UsefuL VocabuLary 

Products: guarantee, receipt, seria/ number, date of purchase 
Criticisms: arrived late, poor quality, poor service, poor 
workmanship, rude employees, it was so ... that I ... / 
it was not ... enough / it was too ... 
Demands: рау compensation, refund топеу, replace the produd 
Threats: go to court, go to the Consumer Association, 
take /ega/ action, write а letters to the /оса/ newspaper 

Linking 

Не spoke to те ш_jjjas though I knew nothing about it. 
However, it didn't work. 
Despite following the instructions, it didn't work. 
Although I fol/owed the instructions, it didn't work. 
Not оп/у did it /ose time, but a/so the a/arm didn't work. 
As we/1 as the zip breaking, the hee/ fe/1 off! 
Just as/As soon as/When I switched it оп, it made а funny noise. 
Unless уои refund ту топеу, I wi/1 take legal actio'n. 

Checking 

Style: Check your letter for style. Make sure -that it is not too 
informal or does not sound too aggressive. 
Linking: Have you used linking expressions? Сап you add апу 
linking words to join sentences or link ideas? 
Grammar and spelling: Check your essay for mistakes of 
grammar, vocabulary and spelling. 
Check this: 
I /ook forward to hearing from уои. 
I look jomerd to hеегfют уоы. 



FORMAL LETTER: LETTER OF ENQUIRY 

USEFUL EXPRESSIONS 

OPENING PHRASE 

• Dear Sir or Madam,

INTR0DUCTION 

• / ат writing in connection with .. ./to ask/enquire about ...
• / have read/jound your advertisement in ... and would like
to ...

EXPRESSING INТEREST

• / ат interested in ... /1 have Ьееп /ooking for. ..
•/ат planning to ... and that is why / found this
advertisement /offer/text interesting/important

EXPRESSING D0UBTS 

• / have read the advert/about your services and/but / ат
not sure if"

• / cannot understand if ..
• lt is not c/ear to те if ..

ENQUIRING AB0UT ТНЕ DEТAILS 

• / wou/d like to know more details about ...
• / would like to ask for further information about/
concernmg ...

•/ат sti/1 not sure about опе thing/proЬ/em, пате/у ...

ASКING F0R INF0RMATION 

• / wou/d Ье ( very) grateful if уои could ...
• / wonder if уои cou/d ...
• / would like to ask ij/when/where/why ...

ADDRESS ТНЕ RECIPIENT IN А FORMAL MANNER. 

usuдLLY sтдп тнЕ д1м oF Madam, 
ТНЕ LЕТТЕR, 

MAКING FINAL REMARKS 

, / /ook forward to your answer/to hearing from уои ... 

CL0SING PHRASES 

• if the letter begins Dear Sir or Madam: Yours faithfully,
, if the letter begins Dear Ms/Mr RoЬinson: Yours sincerely,

SAMPLE ЕХАМ TASK 

You saw this advertisement оп the lnternet: 

Are уои /ooking for а good English course 
at the Proficiency /evel? 

Тhе Cambridge School of English 
has the best English courses in town! 

AffordaЬ/e prices, best teachers, free lnternet, 
delicious mea/s at the school's cafeteria! 

Write to info@cseed.edu.uk 
and we'/1 answer а// your queries! 

Write а letter to the school in which you ask about 
the details of the course. lnclude the following points: 
, explain why you are writing 

• ask about payment forms and enrolment
requirements.

IN ТНЕ FIRST PARAGRAPH WE �

:

'' 

·· · · · · · · · · · · · · · · · · .. · · · · · · · · · .. · · · · · .. · · ► I am writing in connection with an advertisement for your DEVOТE ONE PARAGRAPH 
ТО ONE TOPIC OR ONE 

PIECE OF INFORMATION 

00 NOT USE ABBREVIATIONS, 
КЕЕР ТНЕ LANGUAGE SUIТABLY 
FORMAL 

Pro.ficiency course in Englisb. I am an eighteen-year-old student 

from Slovakia. For some time I have been looking for а course 

in English at а higher level, and that is why I found your course 

very interesting. 

........................................ ► However, f amn.ot sure if the course is for Slovakian students 

flNISH ТНЕ LETТER WIТH 
AN APPROPRIATE CLOSING 
PHRASE. 

only, or for other Europeans, too. I would like to ask for more 

details on this matter. I would also Ье very grateful if you could 

inform me if there is а choice of mea at the cafeteria: I am 

allergic to some foods. Finally, I would like to ask if I can рау 

for the course \Vith а credit card and what kind of documents 

I need to Ье enrolled. 

I look forward to your answer. 

··················· ..................... ► You.rs.fatihfully, 

Anna Kovac 

◄ ................................ .



А Discursive Essoy 

Layout 

1 Introduction 
Introduce the topic. Give some background about the 
situation in your country/area. Then mention the possiЫe 
reasons for the situation. 
Crime is опе of the most important issues ... 
In the /ast few years, crime has Ьееп going up/down. 
The most сот топ crimes are ... 
The most worrying trend is the increase in ... 
Опе of the reasons for this is possiЫy the fact that 
unemployment has risen .. . 
Another reason is that .. . 

Note that if you are 'for' something, put the arguments 
'against' first. 
If you are 'against' something, put the arguments 'for' 
first. 

2 А list of arguments 'for' 
Express the attitudes and reasons to support this point of 
view. Provide examples and facts where possiЫe. 
(see Style below) 

З А list of arguments 'against' 
Express the attitudes and reasons to support this point of 
view. Provide examples and facts where possiЫe. 
(see Style below} 

4 Conclusion 
Finally, give your own personal opinion about the topic. 
In ту opinion, ... / All things considered, I be/ieve that ... 

Styte 

In а discursive essay it is important to list the points of view of 
both sides of ап argument as objectively as possiЫe. Only in 
the conclusion сап you express your own point of view. Notice 
the use of report structures (e.g. feel that), passives апd formal 
linkers (e.g. moreover, furthermore) in the sentences below. 
Listing arguments: 
Мапу реор/е fee/ that harder sentences should Ье brought back. 
The American system of 'three strikes and you're out' has 
supporters in Britain. 
Moreover, some реор/е say that conditions in prisons are too soft. 
There are arguments for the restoration of the death penalty. 
The wishes of victims' fami/y and friends possiЬ/y need to Ье 
taken into account. 
There are arguments against harder sentences and capital 
punishment. 
Опе of the arguments against longer prison sentence is that the 
prisons are a/ready ful/. 
Other реор/е disagree and think that prisons should reform 
offenders. 
It is strongly felt Ьу тапу реор/е that capital punishment is the 
equivalent of judicia/ murder. 
Others point to the possibllity of judicia/ errors and the risks of 
executing innocent реор/е. 
Furthermore, the death penalty is seen as savage and ап affront 
to human dignity. 
Giving reasons, examples and facts: 
Some реор/е think that опе of the benefits of harder sentences 
would Ье to keep тоге dangerous crimina/s off the street. 
Another advantage would Ье to give реор/е а greater fee/ing of 
personal security. 
This would Ье the best way of reducing crime caused Ьу а small 
group of professional criminals. 

For ехатр/е, тапу crimes are committed Ьу реор/е leaving prison. 
Other реор/е fee/ that there would Ье тапу disadvantages to giving 
harder sentences, because there wou/d Ье less chance of integrating 
prisoners into society afterwards. 
Research has shown that ... 
DescriЫng statistics and figures: --+ Lexicon 9, page 155 

Usefut Vocabutary 

Crime and punishment (also see Lexicon 9, page 155): 
crimes: burglary - burglar, drug dea/ing - drug dealer, mugging 
- mugger, murder - murderer, rape - rapist, shoplifting - shoplifter;
to commit а crime, to Ье arrested, to Ье sentenced, to Ье given а
soft/hard sentence, to Ье /ocked ир, to Ье let off with а ftne, to Ье
let out of prison, to deter young реор/е, to take into account the
wishes of the victims, to restore (bring back) capital punishment,
to commit judicial murder
the law: the courts, the judges, the judicial system / the /ega/
system, the law, judicial mistakes

Linking 

Cause / Result: 
The consumption of drugs has gone ир. Consequently, there has 
Ьееп ап increase in vio/ent crime. 
The amount of violent crime has gone ир due to ап increase in 
consumption of drugs. 
The number of cases of violent crime has increased as а result of 
the rising consumption of drugs. 
The consumption of drugs has risen. Because of this, there has 
Ьееп ап increase in vio/ent crime. 
Because of the rise in consumption of drugs, there has Ьееп ап 
increase in violent crime. 
The increase in violent crime is iust because of the rising 
consumption of drugs. 
So much топеу has Ьееп spent оп prisons that they are now like 
luxury hotels. 
Reason: 
We need to reform prisoners so that they сап go back into society. 
We need to reform prisoners in order to help them go back into 
society. 
as / like: 

It was а very interesting artic/e ш_ it was about the arrest of а 
group of drug dealers. (as = because) 
Му father works as а prison officer. (works as = is) 
Capital punishment is like апу other kind of murder. (/ike = similar 
to) 
Because of his record he was treated as а dangerous criminal. (as = 

in the same way as) 
It is due to social proЬ/ems, /ike poverty and unemployment. (like = 
for ехатр/е) 
It is due to social proЫems such as poverty and unemployment. 
(suciJ as = for ехатр/е) 
It is not as easy ш. реор/е think. (comparison) 

Checking 

Layout: How well does your essay flow? Use the paragraph 
diagram above to check the structure of your argument. 
Linking: Have you used linking expressions? Сап you add апу 
linking words to join sentences or link ideas? 
Style: Check the style of the essay. Make sure you have опlу put 
personal opinions in your conclusion. 
Grammar and spelling: Check your essay for mistakes of 
grammar, vocabulary and spelling. 



    А Discursive Essoy 

1 Introduction 

А short paragraph to introduce the topic. Give some 
background. This may Ье historical or personal. 
ТоЬассо was introduced to Еигоре ajter the discovery of America. 
Му parents smoke and they have both tried to give ир 
тапу times. 

Note that if you are 'for' something, put the arguments 
'against' first. 
If you are 'against' something, put the arguments 'for' 
first. 

2 А list of arguments 'for' 

Choose two or three main points. Give examples where 
possiЫe. 
Firstly, it costs а lot of топеу to treat smokers who get 
diseases, such as heart disease ог lung сапсег. Secondly, ... 

3 А list of arguments 'against' 

Choose two or three main points. Back up your arguments 
with examples. 
Оп the other hand, if they banned smoking, the govemment 
would /ose а lot of топеу from taxes оп cigarettes. 

4 Conclusion 

Give your own personal opinion about the topic. 
In ту opinion, ... 
А/1 things considered, I believe that ... 

Style 

Most essays are written in а formal or neutral style: 
• use formal linkers for listing arguments 'for' and 'against'

the title:
А smoke-ftl/ed гоот is also bad for non-smokers who have to
breathe in the smoke. Moreover, the sme/1 of smoke ... /
Furthermore, реор/е who smoke ... / Finallv, ...

• use formal vocabulary and phrases:
Eigttrette smвke stinks the place вtJt. (too colloquial)
It is unp/easant to Ье in а smoke-ftl/ed гоот.
Sвте ревр/е smвke like а chimney. (too colloquial)
Some реор/е chain-smoke.

• use passives when appropriate (see also Module 4):
ТIJey intюdыced tobacro to ЕыЮf!е after they Giiы:01'-€.red America.
ТоЬассо was introduced to Еигоре ajter the discovery of America.

Useful Vocabulary 

Adjectives: addidive, anti-social, dangerous, dirty, g/amorous, 
unhealthy 
Nouns: ashtray, bronchitis, cigarette, heart disease, /ung сапсег, 
nicotine, no-smoking areas, риЬ/iс p/aces, tobacco 
Issues: cost of health treatment, dangers in pregnancy, individual 
freedom of choice, passive smoking, sme/1 оп c/othing and 
fumiture, sports sponsors, starting fires, tax revenue 

Linking: Contrast linkers 

Although!Even though they know the dangers, тапу реор/е sti/1 
smoke. (Although/Even though + clause, + main clause) 
* Note: E1•eR вШюиуh

Despite/In spite of knowiп.g_ the dangers, тапу реор/е sti/1 
smoke. (Despite(In spite of + '-ing', + main clause) 
Despite/In spite of the dangers, тапу реор/е sti/1 smoke. 
(Despite/In spite of + noun, + main clause) 
Despite the fad that / In spite of the fad that they know the 
dangers, тапу реор/е sti/1 smoke. (Despite the fad that / 
In spite of the fad that + clause, + main clause) 

'However' and 'Оп the other hand' are used to begin а new 
sentence that contrasts what came before. 
Мапу реор/е know the dangers of cigarettes. However, they sti/1 
smoke. 
Мапу реор/е know the dangers of cigarettes. Оп the other hand, 
they sti/1 smoke. 

'Whereas' is used to contrast two examples which are closely 
linked. 
Му parents both smoke, whereas попе of their children does. 
Уои сап't smoke in hospitals, whereas уои сап smoke in other 
риЬ/iс p/aces, such as ... 
Some реор/е spend а/1 their топеу оп cigarettes, whereas I 
prefer to spend ту топеу оп CDs. 

Checking 

Layout: How well does your essay flow? Look at the paragraphs 
again and check the structure of your argument. 
Style: Have you used words or expressions that are too 
colloquial? If so, try to express the same ideas in а more 
formal way. 
Linkers: Have you used linkers and linking expressions? 
Сап you add any linkers to join sentences or link ideas? 
Grammar and spelling: Check your essay for mistakes of 
grammar and spelling. 



 А Description Of А Place 

Paragraph 1 
Introduce the place. 

After living for тапу year5 in ап old country hou5e, Гvе ju5t 
moved to the city. Now I /ive in а modern flat which ...

Paragraph 2 
Give а general description of the place. 

It i5 5paciou5 and fu/1 of light. There are two room5 down5tair5, ...

Paragraph З 
Focus оп one room / one special feature in more detaH. 

Му 5tudy up5tair5 ha5 got а very relaxed atmo5phere. 
Му favourite piece of furniture i5 ...

Paragraph 4 
Give а final/personal comment оп the place. 

Although I 50metime5 mi55 ту o/d hou5e, there are тапу thing5 
about ту new home that I really /ike, 5uch а5 ...

StyLe 

For this type of composition, you should write in а neutral style. 
Below are examples of different styles. 
Formal style: The hou5e, with numerou5 room5 and ап exten5ive 
garden, i5 5ituated in the country. 
Neutral style: She ha5 ju5t moved into а Ьig hou5e in the country 
with а huge garden. 
Colloquial style: Нег new hou5e i5 ma55ive with а great Ьig garden. 

UsefuL VocabuLary 

House features: armchair, bookshelf, carpet, c/ock, coffee tаЬ/е, 
curtains, cu5hion5, firep/ace, /атр, lamp5hade, mantelpiece, mirror, 
painting, rug, 5ideboard, 50Ja, 5tove, ti/e5 

DescriЫng а place/object: cluttered (with), comfortaЬ/e, со5у, 
covered (with), enormou5, fair-5ized, huge, marvellou5, ma55ive, 
o/dja5hioned, relaxing, 5paciou5, ta5tele55, warm, wooden 

Linking 

Result: Нег de5k i5 50 cluttered with paper5 that 5he cannot find 
her computer mou5e. (50 + adj. + 'that' clau5e) 
The hou5e ha5 got 5uch /ovely view5 of the country5ide that it i5 а 
wonderful р/асе to Ье in. (5uch + adj. + noun + 'that' clause) 
It i5 too Ьig for опе реr50п to live in. (too + adj. + 'to' infinitive) 
The kitchen i5 Ьig enough to eat in. (adj. + enough + 'to' infinitive) 

Comparison: It i5 not а5 Ьig ш. other room5. 
The /iving room i5 а Ьit 5maller. 
It i5 а lot Ьigggr_ than her previou5 hou5e. 
Опе of the Ьigge5t attraction5 i5 а huge garden. 

Giving examples: The hou5e i5 fu/1 of o/d feature5, 5uch а5 ancient 
firep/ace5. 
It i5 а perfect р/асе for реор/е /ike уои and те. 
It i5 fu/1 of light, particularlv early in the morning. 
It сап Ье u5ed for тапу purpo5e5. For ехатр/е, it сап Ье turned 
into а spare bedroom. 

Checking 
Layout: Have you followed the paragraph plan? 
Linking: Have you included linking words and expressions? 
Usefut vocabutary: Have you included adjectives describlng 
particular features of the place? 

 А Film Review 

Paragraph 1 
Give some basic information about the film. 
'Dance5 With Wo/ve5' won ап Q5car in 1990. It wa5 directed Ьу 
Kevin Co5tner. 

Paragraph 2 

Give а brief summary of the plot. 
Не i5 5ent Ьу the army to live оп the edge of Indian territory. 

Paragraph 3 

Give your opinions - good and bad things about the film. 
The film i5 very rea/i5tic in the way it 5how5 U5 the everyday 
/ife of the Indian5. 

Paragraph 4 

Conclusion and recommendation. 
It i5 а hi5torical film with ап obviou5 me55age. It 5peaks to 
реор/е of а/1 age5. 

StyLe 

Most of your review should ье· written using present tenses: 
It i5 5et in the nineteenth century. 
Опе day he meets ап Indian. 
You should aim for а neutral style, not too formal and not too 
colloquial. 
De5pite being very long, there i5n't а du/1 moment. (neutral style) 

UsefuL VocabuLary 

It i5 5et in the 19205 / in the 5ixteenth century / during the 
French Revolution. 
It i5 ba5ed оп а 5tory/play/book Ьу ...
The 5Decial etfect5 are impre55ive/di5appointing. 
The 5cenery i5 ojten breathtaking with wonderful photographv. 
The dia/ogue i5 ojten excellent/weak. 
Х plav5 the part of ... / Х i5 magnificent/unconvincing in the ro/e 
of ...

Linking 

Summarising the plot: 
Опе dav, Co5tner find5 him5e/f being watched Ьу ...
After that, the plot begin5 to get complicated. 
Eventual/v, he manage5 to convince the chief he i5 not dangerou5. 
In the end, they move north to Canada. 
Giving examples: 
There are 50me 5ad moment5, e5peciallv when ...
The director рау5 great attention to detai/s, 5Uch а5 the authentic 
co5tume5. 
Contrasting: 
De5pite being_ very /ong, there i5n't а du/1 moment. 
Гd recommend the film for everyone, although 50me 5cene5 are 
quite violent. 
Adding points: 
Their family /ife i5 very rea/i5tic. The hunting 5Cene5 are a/so very 
convincing. 
The 5cenery i5 beautifu/. Moreover, the background mu5ic i5 
perfect. 
Concluding: 
А/1 thing5 con5idered, thi5 i5 а real ma5terpiece. 

Checking 
Layout: Have you followed the suggestions for paragraphs? 
Linking: Have you included а variety of linking words? 



A FORMAL LETTER

Address 

Date 

18 Mill St, 
Ludlow, SНЗ 4RM 
б February 2005 

SaLutation Dear Sir or Madam (Sir/Madam), 

1 lntroduction: reason for writing 
I ат interested in coming to your resort in Barbados. 
However, I have а few questions .. . 

2 Questions: time of year/activities/weather 
First, when is the best time of year to соте? I ат thinking 
of coming in February. What is the weather like then? 
Secondly, do уои have апу facilities for windsurfing? 

3 Questions: accommodation/restaurants, etc. 
Another question I have is about а р/асе to stay. Could 
уои recommend ... ? 

4 Questions: prices 
Other questions I have are about prices. How much wou/d 
а five-day stay at the resort cost? Do уои give апу 
discounts for ... 

Ending 
I /ook forward to hearing from уои. 

Yours faithful/y, 
. ............. [Name] 

Useful Vocabulary 
Questions: When is the best time to соте? What is the 
weather /ike in June? What facilities are there for p/aying 
tennis, golf, etc.? What other activities are there? Cou/d 
уои recommend а good р/асе to stay/to eat out at/to go 
out at night? 
Are there апу discounts for students? How much does it 
cost to go Ьу bus to the hoteVto rent а motorЬike/to 
have tennis lessons? How much is accommodation, food, 
etc.? 

Linking 
Addition: First, when does the resort ореп for skiing? 
Secondly, do уои have ... ? Thirdly, what is the weather 
like .. . ? Another question I have is about ... Other 
questions I have are about ... Finallv, how much ... ? 
Contrast: I ат interested in coming in December but I 
wou/d like to know more about the resort/I ат interested 
in coming in December. However, I would like to know 
more about the resort. 

Checking 
Have you used formal language? (e.g. по contractions) 
Have you included some of the linking words and 
expressions above? 
Have you checked your work for spelling? 



      А formal Letter 

Your address 
and the date 

17 0rchard Rise, 
Lопdоп, NW12 
Jaпuary 15, 2002 

Greeting 

Dear Mrs Smith, (if you know the person's name) 
Dear Sir / Madam, (if you don't know the person's name)

Paragraph 1 

Give your reason for writing the letter. Say where you saw 
the advertisement. Give some information about you and 
other people interested in-the holiday. 
I ат writing to ask for тоге information about the 
'Amazonian Adventure' ho/iday which I saw advertised in 
The Mirror. Му sister and I аге both university students. We аге 
interested in the ho/iday but I would like some тоге details. 

Divide your queries about the holiday into two or three 
paragraphs, e.g. conditions оп holiday, health and safety, 
price. 

Paragraph 2 

Firstly, I would like to know тоге about the sort of conditions 
оп the holiday. Could уои tel1 те тоге about the 
accommodation provided ... 

Paragraph З 

Secondly, I ат s/ightly worried as I have never Ьееп оп this 
sort of ho/iday before. Could уои p/ease send те information 
about the diseases and health risks in the Amazon area? 
I would also Ье grateful if уои cou/d give те information 
about health and accident insurance. 

Paragraph 4 

Thirdly, уои say that the price includes everything except 
certain extras. Could уои possiЬ/y give те details about what 
extras there might Ье? 

Formal ending 

Most formal letters end with this sentence. Learn it! 
I look forward to hearing from уои. 

Signing off 

Yours sincerely, (if your letter starts with Dear Mrs Smith) 
Yours faithfully, (if your letter starts with Dear Sir / 
Madam) 
Sign your name and print it clearly. 
R. S. Wilson 
R.S. WILS0N (MS) 

StyLe 

Formal written requests for information: 
I would Ье grateful if vou could give те тоге information about 
the accommodation. 
Could vou please send те information about the accommodation? 
Could vou possiЬ/v tel1 те what ... 
I wonder whether vou could possiЬ/v send те details about health 
insurance. 
Уои mention the need for vaccinations. Does this теап that уои 
organise them? 
Stating preferences: 
I would prefer to have а single гоот, if possiЬ/e. 
I wou/d also /ike to stay оп for another two days, if that is at all 
possiЬ/e. 

UsefuL VocabuLary 

Reservations: 
I would /ike to reserve а place / to make а reservation / 
to conftrm а reservation / to cancel а reservation / 
make а group booking 

Price: 
What is iпcluded iп the price? / Do you offer discouпts for 
groups? / Do you give reductioпs for studeпts? / 
Are there апу special offers? 

Accommodation: 
What sort of accommodation do уои provide? 
What kind of facilities has the hotel got? 
Types of accommodatioп: саЬiп, campsite, tent, hotel rooms 
(single/douЬ/e гоот, suite), self-catering flat 

Food: 
What is the local food /ike? / Is the water drinkaЬ/e? / 
Do уои offer ful/ or half board? / 
Аге there апу faci/ities for self-catering? 

Transport: 
Kinds of traпsport: ba/loon, boat, camel, сапое, cruise, excursion, 
tour, transport/shuttle service to and from the airport, trek, trip 

Baggage / Luggage: 
What is the weight limit? How much does excess baggage cost? 
Kiпds of baggage/luggage: backpack, holdal/, ovemight bag, 
rucksack, suitcase, pack 

Clothes: 
anorak, diving suit, swimsuit, trainers, walking boots, 
waterproof jacket 

Linking 

Conditions: 
It is not clear Шwhether your сатрапу оп/у arranges flights from 
London. 
I would /ike to reserve а гоот, as long as/provided that it has а 
modem shower and toilet facilities. 
I would prefer not to share а саЬiп unless!except if I have to. 

Listing: 
Firstlv, I would like to ... / Secondlv, could уои ... / 
Thirdlv, I would Ье ... / Finallv, I would like to .. . 
In addition to that, could уои .. . 
Another que,y I have is about .. . 
Something else I would like to ask about is transport from the 
airport. 

Checking 

Sty е: Check your letter for style, e.g. startiпg, fiпishiпg the 
letter, polite requests. 
Grammar: Check whether all your questioпs are grammatically 
correct. 



Кеу 

Hi Andy, 

informal style 
story linkers 

•11ш#Bi•i,I{ How's it going? l've just come back from my sister's
-•••--• ••- wedding. lt was really COOL!!!!!! 

...s 
__. 

lt was in some kind of Scottish castle and we arrived 
late the night before. The next day, after having 
breakfast, we went out for а walk and then we got 
changed for the ceremony. 

Before going into the church, my dad took lots of 
photos. During the ceremony, Fred's mobile suddenly 
went off and everyone looked at him. Afterwards, we 
had а big lunch with lots of speeches and later some 
Scottish dancing. While dancing, 1 met this AMAZING 
girl called Sophie and we immediately got оп well and 
talked for ages. ln the end, 1 went to bed at 3 a.m . 

The next day, we got the train back to London - luckily 
Sophie was оп the same train. 1 think l'm in love!!!!!! 
Anyway, 1'11 tel1 you all about her soon. 

Write soon. 

AII the best, 

Keith 

Hi Sam, 

Thanks for the invitation. l'm afraid 1 
can't соте as l'm going to Ье in London. 
Норе you have а great time -1'11 Ье in 
touch when I get back. 

Take саге, 

Lucy 

Hi Sam, 

Thanks for the invite. l'd love to соте

but сап I bring а mate of mine? lt's 
because an old friend is staying with me. 

Cheers, 

Tim 

Informal letter



INFORMAL LETTER
USEFUL EXPRESSIONS 

OPENINCi PHRASE 

• Dear Peter/Greg,

INTR0DUCTION 

• / hope you're fine.

INVIТINCi 

• /'т writing to invite уои to ...
• /'т having ... (а party)
• Wou/d уои соте to ... ?
• / hope уои'/1 Ье аЬ/е to join us/to make it

• How are you?/How are уои doing?
CLOSINCi PHRASES 

• lt was good to hear from you/Тhanks for your /etter!

GIVINCi INF0RMATION 
• / must Ье going now
• Byejor now

• /'т writing to te/1 you ... • See уои
• / wonder if уои remember/have heard ... • Say hello to ...
• As for ту /atest news, ... • Love from .. ./Love, Viktor

WRIТINCi AB0UT Y0UR PLANS 
• Have а nice trip
• А// the best

• First/Secondly, we're going to ...
• The р/ап includes ...

MAКINCi А REQUEST SдMPLE ЕХАМ TASK 

• /'т writing to ask уои for your he/p/advice ...
This is а part of an email you received from your 
American friend Greg. 

• / wonder if / could ask уои to/jor. ..
• Could уои te/1 те ...
• /'d Ье really grateful if уои cou/d ...

/ ат really /ooking forward to visiting уои оп Friday. ls 
there anything / shou/d remember about? Would уои 
like те to bring anything from the USN / ат really 
excited about the visit, / ат really curious about what 
things уои have planned for the weekend!! 

EXPRESSINCi CiRATITUDE 

• /'т writing to thank уои for. ..
• Тhank уои so much!
• lt was (so/really) very kind of уои to ...

AP0L0GISI NCi Write an email answering your friend's questions. 

• /'т writing to te/1 уои how sorry / ат to .. ./about ...
• /'т really sorry that ...
• lt wi/1 never happen again.
• Sorry for (апу) trouЬ/e/bothering уои (again).

BEGIN YOUR LЕТТЕR WIТH А SHORT 
INFORMAL PHRASE. 

WRIТE ТНЕ FIRST SENTENCE, 
USUALLY ADDRESSING ТНЕ 
RECIPIENT OF ТНЕ LETTER. 

DEVOТE ONE PARAGRAPH ТО 
ONE TOPIC OR ТО ONE PIECE 
OF INFORMATION. 

flNISH ТНЕ LETТER WIТH 
AN APPROPRIAТE PHRASE. 

' 
Hi Greg! 

' 
How аге you doing? 1 wonder if you're ready and packed? Ву the 

way, 1 hope you remember about the packet from Aunt Anna -

she'd Ье really mad if you forgot to take it. 

Oh , and а friend of mine has just asked if you could bring Оп

the Road Ьу Jack Kerouac. 1 hope you don't mind. 
USE ABBREVIATIONS 

Well , l'm also getting ready for your sta Plans for the first day дNо дrrRorR1дп 
PUNCTUATION (E.G. 

include а quick tour of my town and а party with all my friends. ЕхсLдмдтюN мдRкs), 

And as for lunch, my mother wants to know whether you prefer тvricдL oF AN 
INFORMAL STYLE. 

fish ог chicken. Let me know! ◄·················· . ............................ . 

Oh, and another thing! ln case you've forgotten where we meet 

at the airport, it's Terminal А, next to the newspaper stand. lf

l'm late, you сап check what's making headlines in Slovakia! 

Have а nice journey, 

Viktor 

/ 



A PERSONAL LETTER 

Dear ... , 

1 lntroduction 

street number + name 
name of city + postcode 
date 

Thank the other person for their letter/postcard. 
Ask how he/she is, etc. lnclude some chat, e.g. about 
family or friends. 
Thank5 for your letter. How are thing5? Have уои repaired 
your motorЬike? Му dad 5till won't let те have опе. 

2 Main paragraph 
Give your reason for writing. Give news about your life 
and interesting things you are doing in your free time. 
Anyway, Гт writing to tell уои about what Гт doing at 
the moment. Гт in the 5chool play- we're doing 'Hamlet' ... 

3 Reason to finish 
Give а reason ( or excuse!) to stop writing. 
Well, I mu5t jini5h now becau5e I've got а te5t tomorrow. 

1 
Sign off 
AI/ the best, 
Jack 

Useful Vocabulary 
Thi5 i5 .. .jI think the /a5t time we .. ./Do уои 
remember ... ?/Do уои 5till ... ?/At the moment Гт .. ./ 

Write back 500n/Tell те all your new5 

Linking: Informal Words and 
:Expressions 
Send те а letter 500n - right?/Anvwav, how are уои? 
Му dad 5aid it wa5 great, 50 I ат 5Иrе уои had а great 
time./ ... and gue55 what - we're going out together!/ 
Well, I mu5t fini5h now becau5e I have to take the dog 
out.jBv the wav, Dad'5 getting better./You know, I think 
Гт in love .. .jShe like5 5Иrjing, too.jAnother thing, Гт 
going out with ... 

Style 
Write personaL Letters in ап informaL styLe, e.g. use 
informaL Linkers, contractions, e.g. I'm sorry,
excLamation marks to add emphasis: I'm going out
with tbls amazing gиу!!, dashes to expLain: I'm so
busy - уои know what it's like and coLLoquiaL 
vocabuLary: ту mates (friends); it's cool (great) 

Checking 
Have you followed the paragraph plans? 
Have you included some informal linking words? 
Have you used contractions? 

A STORY

Setting the Scene 
Describe the time, place, weather. Say what the main 
character was doing. 
Опе Saturday ajternoon, I wa5 taking Patch, ту dog, Jor 
а walk Ьу the river. It wa5 а beautiful, 5Иnny day. Some 
people were ji5hing and other5 were 5Иnbathing. I wa5 
watching 50me children playing оп the bridge. Suddenly, 
а little Ьоу fell in the river. 

DeveLopment of the Narrative 
Describe the main action. 
I knew I had to do 5omething. Fir5t, I gave ту dog to а 
woman. Then, I jumped into the water and 5Wam toward5 
the Ьоу. Meanwhile, 50mebody phoned for the emergency 
5ervice5. When I grabbed the Ьоу, he pulled те down 50 I 
let go of him. А5 I wa5 5Wimming to the 5ide, I 5aw Patch 
jump into the water and pull the Ьоу to 5afety! 

ConcLusion 
Describe the scene at the end and mention the main 
character's feelings. 
While they were taking the Ьоу away in ап ambulance, 
I could 5ее people pointing at те. In the end, а police 
officer сате ир to те and thanked те. А Jew day5 later, 
I went to the police 5tation and they gave те а 
certificate for bravery - and Patch got опе, too! 

Linking (Sequence) 
Опе Saturdav afternoon I wa5 .. ./Suddenlv, а little Ьоу 
fell in the river./Fir5t, I gave ту dog to а woman ... Then, 
I took off ту 5hoe5 .. .jMeanwhile, 50mebody phoned 
.. .jWhen I grabbed him, he pulled те ... /While they were 
taking the Ьоу away .. . /In the end, а police officer .. ./А 
few day5 later, I went .. . 

Useful Vocabulary 
PeopLe: emergency 5ervice5, fire fighter, lifeguard,
nur5e, police officer 
GeneraL: ambulance, bravery, certificate, cra5h, fire,
flame5, rope, 5moke 
Adjectives: afraid, brave, de5perate, Jrightened,
injured, proud, trapped, uncon5ciou5 
Verbs Ьит, Ыоw ир, climb, cra5h, drag, drown,
explode, hold your breath, jump, pull, pu5h, reach, 
re5cue, 5ave, 5cream, 5hout, throw, tie 

Checking 
Paragraphs: Has your story got clear paragraphs?
Past tenses: Have you used the Past Continuous (for
longer, background activities) and the Past Simple (for 
past events that interrupt them)? Have you checked any 
irregular verbs? (in the Mini-dictionary) 
Linking words: Have you used linking words? Сап you
add any more? 
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