Food and drink (letter of application)
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Health and fitness (letter of application)
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The weather (informal letter)
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Each of these letters of application should be written in 120-180 words in an appropriate style.
1 You have seen the following advertisement:
i = s
Health Food Shop Requives Assistamt
Saturday assistant required for local health food shop. Job involves serving customers,

as well as providing information on our products. No experience or knowledge is necessary
as full training is provided. Some interest in health food and diet would be an advantage.

. Please apply in writing to Sound Bites, 17 High Street. J

Write your letter of application.

2 You have seen the following advertisement:

Local chemist seeks Serturdavy assistawt The successful applicant will be bright and quick to learn,
possibly with an interest in working full-time in a chemist’s.An ability to deal with the public is more
important than knowledge. No experience necessary. Good vates of pary.

Apply in writing to Patvici Collier, Medichem, 21 London Road.
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COMPOSITION DEVELOPMENT /Y

Read this compasition question and do the exercises that follow.

Your penfriend is planning to visit you in February and has written to you asking what
‘weather to expect and what ciothes or other things they shouid bring.

Write a letter to your penfriend, describing typical weather conditions where you live and
‘suggesting what items they should bring with them.

Brainstorming

Answer the following questions, using your imagination where necessary.
Discuss your answers with the class.

What style is appropriate?
How will you start your letter? Dear
What piece of news could you mention in your first paragraph?

What three things are you going to say about the weather in February?
1
2
3

What clothes are you going to suggest your friend brings?

What other items are you going to suggest your friend brings?

Why do you have to stop writing?
Howare yougoingtoclose your letter?

Write your suggestions

Wiite two Sentences in an appropriate style suggesting clothes for your
fiend to bring and two suggesting other items. Compare your sentences with
your partner’s.

1

2
3 B
4

Mctch the paragraphs to the content

Decide what you might include in each paragraph by matching the paragraph contents
anthe right with each paragraph 1-4.

a thank my penfriend for their last letter and refer to something they said in it
b say why | have to stop and close the letter

< suggest other items | think my penfriend might need

d suggest clothes | think my penfriend might need
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Plan your paragraphs
Complete the following paragraph plan,
making notes on what you are going to
include in each paragraph.

Dear

Pcogragh |

Prvageath 2

P

[Povgrnen &

Thosing
expressions)

Foest mm

Homework

Now write your letter. $

Read this checklist. When you have
written your letter, tick the boxes.
» I have started and ended the letter
inan appropriate way. L
= I have written in an appropriate
sle.
= I have made good suggestions.
= 1 have checked for spellng
stakes. {
= I have checked for grammar
mistakes

Read these sentences and then use the words n
bold to complete the sentences below.

= I Greece, the winters are quitemild and ot
t00 cold

= The pollution i this city i terrble when we
have a heatwave

= think i wear a scarf because its altle chilly.

= When the weather is wet and hot, it feels
very humid

= Doritforget your raincoat/mac if youe going
out i this rain.

= prefer wearing  bikini 0 an ai-in-one
swimsuit

« WellingtonsWelles are boots made of rubber
which are worn outdoors, often by farmers,

= 1 know itsraining bt its only a shower; il
stop ina minute.

= The forecast said that the rainshould clear up
by thisaftemoon.

= Well be going to the beach, 5o don' forget your
suncream,or youl get sunburrt.

1 The path il be quite muddy, so put your
2 They've forecasta 2000w

‘would be a good time to get air-conditioning.
31 don't think we should cancel the match when

the rain might just be 3 passing

4 Do you think you could put some.
— onmy back?
5 1t usually here in anuary,
50 don't worry 100 much about being cold.
& 1 can' go swimming because Ive left my
_ back at the hotel.
7 1 were you, | would take
with me. | don' like the look of those clouds.
8 Do you think the weather will
in time for us to have our

picnic?

9 1 carit stand it when the weather is o

1¢s ke being in the jungle!

10 1 think 1 take a sweater with me n case it gets
abit
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Each of these informal letters should be written in 120-180 words in an appropriate style.

1 Your American penfriend is thinking of travelling around Russia next summer and has
asked you for any advice and suggestions you might have, particularly about what
weather to expect.

Write your letter, giving suitable advice and suggestions.

2 Your area has been having some very strange weather in recent weeks. Write a letter
to your penfriend describing the strange weather and the effect it has had on your life.

Write your letter.
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COMPOSITION DEVELOPMENT g

Read this composition question and do the exercises that follow.

You saw an interesting fim at the cinema last night. Write a letter to your penfriend
‘explaining why you enjoyed the fim 5o much and recommending that they see i.

Wiite your letter.

Brainstorming

Answer the following questions using your imagination. Discuss your answers with the class.

‘What's the name of your penfriend?

What will you refer to from their ast letter,or what will you ask them, BEFORE

youmention the film?

Who did you go to the cinema with?
What was the name of the film you saw?
What kind of film is it?

Whois init?

What s it about? -

Why did you particularly enjoy it

Why do you think your friend willenoy it?

What reason will you give for ending your letter?

Think about formality

Circle the sentences which would be appropriate for this kind of letter
There might be more than one sentence in each group which is appropriate.

Paragraph 1
a1 am writing to thank you for your letter

b Thanks a lot for your las letter

¢ I'm writing to thank you for your last letter.

Paragraph 2

a Anyway.a bunch of us went to the cinema
last ight.

b My news ~ | went to the movies last night
with Michail and Lubmilla.

€ I'would like to describe an interesting film
152w at the cinema last night.

Paragraph 3

2 Bruce Willis was great as the baddie!

b Furthermore, we were all extremely
impressed by both the quality of the acting
and the direction.

¢ 1d therefore recommend that you see it as
s00n 25 you get the chance.

d Go and see it if you get the chance -
I think you'l love it!

@ 1 would strongly suggest that you go and
see this movie.

Paragraph 4

2 To conclude, the film was marvellous.

b Well, [d better go now as ve got to do
some homework.

 Thats all from me for now. l be in touch
again soon.

Closing expressions
a Yours,

b Yours faithfully,

€ Yours sincerely,
d Take care,

e Lots of love,

£ Byefornow!
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Plan your paragraphs
Complete the following paragraph plan,
making notes on what you are going to
include in each paragraph.

Informal letter plowm

Dea

Pavagraph |

Pavagragh 2

Pavagraph s

Pavagragh 4+

o
hvcr P

Read these sentences and then use the words in
bold to complete the sentences below.

= You can get your tickets at the box office at the

= We don't watch many videos these days; we
tend to watch DVDs  the quality is better

= The film is about a guy who travels back in time
to save the planet.

« The Score stars Robert De Niro, Marlon Brando
and Edward Norton

= 10 the film, De Niro plays a jazz club owner who
isalso a master thief.

= Gone with the Wind s set in the American
Civil War.

= shall we go to the video store/club and get a
video out for tonight?

= Most foreign-language films have subtitles at
the bottom for you to read.

= Some foreign-language films are dubbed, which
means that they put all the voices into your
language.

= Atwist in the plot is when something very
unexpected happens.

1 1 hate it when foreign films are
ke to listen to them in

our fivst
nawme

Now write your letter. &

Homework

Read this checklist. When you have

written your letter, tick the boxes.

* 1 have used informal grammar
(including contractions).

= I have used informal vocabulary.

= Ihave used some informal
letter expressions,

= I have mentioned my penfriends
letter in paragraph 1.

= I have recommended that my

penfriend sees the film. [

= | have used at least one informal

losing expression. [

= I have written my first name at the _
bottom of the letter.

10 The film

their original language.
2 Thefilmis — onanother
planet, but i’ really about modern-day issues
on Earth
3 Let’s get our tickets from the
first and then get some

popeorn.

4 Theresa very near here, but
it doesnit have many recent films.

5 Leonardo Di Caprio .

struggling artst who falls i love with a rich girl
6 itsacomedy —agroupof
people who work ina TV studio
7 'm going to try not to read the
; €1l help me practise my

English
8 There’a great at the end -
it turns out that he’s actually a ghost!
9 As the price of the players comes down,
 aregoingto become more
and more popular.
— eadPitandvas
directed by Robert Redford
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Each of these informal letters should be written in 120-180 words in an appropriate style.
1 You and your friends recently made a short film with a video camera.
Write aletter to a friend in an English-speaking country saying what the film was about
and describing the experience.
Write your letter.
2 Your penfriend is interested in film and has asked you about your favourite fim stars.
Wiite aletter to your friend describing one or two of your favourite stars, explaining why
you like their ilms.

Write vour letter.
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COMPOSITION DEVELOPMENT Q

Read this composition question and do the exercises that follow.

notes below. Read the advertisement and the notes carefully. Write a letter to your
penflend, who you know s iterested in improving their mermory,teing them about the

1
You saw this advertisement for a course and contacted them for more details, making the
course. -

send you worksheets | Our new distance learningGourse will teach you how.

Remember names and telephone numi

_ Want to improve your memory
Easly learn word fn  foreign langunge. w‘

‘ s You'll be amazed at the results in just 10 days!

Call Tony Welland on 0943

Brainstorming
Answer the following questions. Discuss your answers with the class.

What's your penfriend’s name?
What news might you tell them before you mention the course?
Where do you do the course?
How long does the course last?
How much does the course cost?
What does ‘certificate atend' mean?
What reason will you give for ending yourletter?

~ Howmight you close your letter?
What would be an appropriatestyler
How many points do you need toinclude?

From prompts to sentences
For each prompt, write a sentence that you might use to tell your penfriend that information.

1 complete course: 2 months 3 cost: 55

2 send you worksheets with exercises 4 certificate at end

Make it informal
For each of these sentences, write a second sentence that gives the same information in an informal,
friendly style.

1 Regarding your enquiry, | am pleased to be able to report that my mother health is much improved.

2 I received the news of your recent success in your examinations with satisfaction.

3 1 would like to inform you that the total cost will be approximately €55.
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Plan your paragraphs
Complete the following paragraph plan,
making notes on what you are going to
include in each paragraph.

Informal letter plam
Dear

N
Pacageaph |

Pavageaph 2

| E—

[—

p——

Clesin

| Sxpecieionts)

Your Bt

Homework

Now wite your letter.

Read this checklist. When you have

written your letter, tick the boxes.

= 1 have used the information in all
the prompts. 0O

= | have turned the prompts into.
natural sentences.

= [ have used an appropriate
informal style

= 1 have checked for spelling
mistakes.

= I have checked for grammar
mistakes.

Read these sentences and then use the words in
bold to complete the sentences below.

= Students atschool are sometimes clled pupls.

= Pupls i Britain go to primary school up to the
age of eleven.

= From eleven tosixteen, pupls n Bitain have to
£0 1o secondary school in Amerca, they o to
Joior and senor high school.

= Some pupils decide to stay onat school unil
they are eighteen to do exams

= The fee(s)for the course is/are €200, but the
books ar fee.

= Tum to page seven in your textbook and study
the model.

= 1dd the course by distance learning 0 |
stucled at home and sent exercises back
through the post.

= | passed the exam and | should get the
certificaten the post i few weeks.

= Vunderstand English, but | have problems
learning defntions by heart

« 1f youleave coliege or school before the end of
your course, you drop out;

1 1 there aren't any colleges in your area, you,
could consider studying by

2 Tl be 50 proud when | pass that Im going to
hangmy —____on the wall.

3 My mums worried that my brothers going to
L ofcollege andnot getany
qualfications.

4 Allstudents ae required to pay the course

before taking the
examination

5 Many young people _ o
school because ifs difficult to find a job
without qualiications.

6 We moved house when | was nine, o | had to
stortatanew

7 1t took me ages o learn the English alphabet

Ty S—
History lesson i really boring.

9 Our new English teacher gets on well with all
pr i —

10 1t can be a bit frightening when you leave:
primary school and have o move up to
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Write an answer to the following question in 120-180 words in an appropriate style.

You saw this advertisement for a summer Gourse abroad and contacted the college for further dotails,

making the notes below. You have ecided to attend the course and would like to invite a riend of yours
Wwho ives i another town to join you.

Read the advertisement and the notes carefully. Then wiite a letter t0 your friend, giving the necessary.
iformaion and tying o persuade your iend {0 fon you.

[ Windsor College Summer Courses in English
—

e v callege ® Experienced tutors for allevels.
o o ot et « Reasonable fess,
e couse, el 8000 veues

® Accommodation available.
Do

oo e gt
s o s oy srs.

Beautiul college in countryside seting.
Morning lessons,with aficrnoon outings a
Call 01223 37565 for furcher decails

anged.
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COMPOSITION DEVELOPMENT [g

Read this composition question and do the exercises that follow.

You have just seen the following advertisement in your local newspaper: ‘

part-time (e

Q be over the age of 16

Q be polite to customers at
all times

———
Part-time waiters/waitresses vequired

We are looking for several waiters and waitresses to work

ings and weekends) in our busy high-street café,

Applicants muct:
O be willing to work under pressure

O have some previous experience

Please apply in writing to The. Bl Bottle: Café.

v
|

Write your letter of application to The Blue Bottle Café. Do not write any addresses.

Brainstorming

Answer the following questions. For questions 7-12, use your imagination.

Discuss your answers with the class.

1 Do you know the name of the person youare 7 Where did you see the advertisement?
going to write to?

200 you know if they are a man or a woman? 8 When?

9 How old are you?

3 Soyour letter will begin: 10 Why are you a suitable candidate?

4 Have they advertised one job, o several jobs? 11 What questions will you need to ask?

5 Which job are you interested in? JE
- 12 Whatother points will you make in your

& Which phrase would be correct for your letter? lette?
a I would be very interested in applying for the -

position of .. 1 Will you write

b I would be very interested in applying for
one of the positions of ...

Think about paragraphing

a Yours sincerely, or b Yours faithfully,
before your name?

Look again at the letter of application to Mrs Green on page 215. It has six paragraphs.
Match a purpose on the right with each paragraph number on the left.

saying why you are writing the letter

asking relevant questions

~oansow

1
2
3
4
5
6

giving general information about yourself

presenting the first reasons why you are suitable
telling them to contact you if they need anything

presenting further reasons why you are suitable
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Plan your paragraphs
Complete the following paragraph plan
for your letter, making notes on what
you are going to include in each
paragraph.

Letter of application plom

Deaw |

Povergraph 1

Powvgrerth 2

Povagrarh 3

Pavagraph 4

Pavagraph

Pavagraph ¢

-
Youvs —_—

Fivst name +
Surname

Homework i

Now write your letter.

Read this checklist. When you have

written your letter, tick the boxes.

» | have written a letter. -

= | have used formal grammar and
vocabulary. |

= | have included all the information
I need to.

= | haven't included any irrelevant
information. =

= | have asked some relevant
questions. Ll

= | have used paragraphs. 5

= | have used some useful
expressions from the model. =

'VUIUPC' L

Read these sentences and then use the words in
bold to complete the sentences below.

= That waiter was very rude. | don't think we
should leave him a tip, do you?

= | don’t fancy cooking. Shall we get a Chinese
takeaway instead?

= Georgina loves fizy drinks like lemonade and
soda water.

= We couldn’t believe it when we got the bill. I'd
never been to such an expensive restaurant
before.

= | don't really want a starter. I'll just have a main
dish, I think. I'm not very hungry.

= s the waiter going to bring us any cutlery, or
will we have to eat with our fingers?

= What would you like for dessert/pudding?
They do a delicious chocolate gateau here!

= Asnack is something like a sandwich or
chocolate bar that you eat between meals.

= Could I have a packet of salt and vinegar crisps,
please?

= Could I have a cheeseburger and chips/french
fries, please?

1 Mumaskedmetoputthe
on the table, but | can't find any clean spoons.
2 We won't be having dinner until late tonight.
Would you like a _ _ tokeep
you going?
3 As the bill was £30, we should leave a £3
for the waiter.

4 Karen's just gone to the newsagent’s to get a

packet of

5 Ive ordered a for tonight.
Could you pick it up from the Indian restaurant
on your way home?

6 I don’t think I'll have any as
'm on a diet. Well, maybe just a piece of apple
pie ..

7 lhate I much prefer things
like orange juice or milk.

8 [Ill get the this time. You
paid last time we went out to dinner.

9 Mymumnevercooks _____________She

says they're bad for you. We often have baked
potatoes, though.

10 The first course of 2 meal is usually called a

_inBritain; in the USA it’s
usually called an ‘appetizer’.
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Each of these letters of application should be written in 120-180 words in an appropriate style.

1

You have just read the following
advertisement in a local newspaper:

]crome $ Plzzas

+Home-Delivery Statf required.  Evenings and/or wsekenda

« Over the age of 18? s+ Know the area well?

{
+ Got a valid driving licence? ¥ Looking for part-time work?

If the answer is yes, we would like to hear
from you.

# Good rates of pay offered to successful candidates.

# Delivery bikes/cars provided.

To apply, write us a letter telling us why
we should give you a job!

e —— e

|

Write your letter of application to Jerome’s

Pizzas. Do not write any addresses.

2 You have just seen the following

advertisement:

Damton Frult Favm

Fruit pickers required.

Like working outdoors?
Physically fit?

Want to earn some extra cash
over the summer?
Come and pick fruit for us!
Flexible working hours and
good rates of pay. No experience necessary.

Please write to

Mvs Dc‘w&'or\

Write your letter of application to Mrs
Danton. Do not write any addresses.
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COMPOSITION DEVELOPMENT /3

Read this composition question and do the exercises that follow.

You have seen the following advertisement:

|
Wantei: 2 young people to work as assistants in local gym. Duties involve,
jealing with telephone enquiries and members of the public and being
responsivle for basic first aid. No experience necessary as all training will be
provided. Some interest in fitness training andor first aid wouid be an advantage.

Apply in writing to Savath Davies, Inshane Gyms. (

Write a letter of application.

Brainstorming
Answer the following questions, using your imagination where necessary.

Discuss your answers with the class.

1 Isthis letter formal or informal? B

2 Who are you writing to? Dear B .

3 What job are you applyingfor? S
4 Where did you see the advertisement,andwhen?
5 What relevant experience have you got, if any? I
6 What doyouknow about firstaid?
7 What first aid qualification do youhave?

8 In what way are you interested n fitness training?

9 What personal qualities do you have that are relevant?____
10 How are you going to close your letter?

True or false?
Decide whether the following statements about this leter are True or False.

1 You should suggest another person to work with you because there

are two positions. True / False
2 The fact that you have worked in a gym before is irrelevant. True / False
3 They might give you the job if you tell them your cousin works there.  True / False
4 They don't want to know about your interest in jogging. True / False

§ You should make clear how much money you want for doing the job.  True / False

Choose the set phrases
Crcle which of the following set phrases you might use in this letter.
2 1am writing in response o your letter of the - d | have some experience of .
b 1am writing to apply for one of the positions e I believe | have the necessary personal
advertised qualities because .
€ My qualifications include . £ 1 would be grateful if the salary could be more.
than
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Plan your paragraphs
Complefe the following paragraph plan,
‘making notes on what you are going to
include in each paragraph.

Letter of
application plan

Deav

Pavagraph |

Pavagraph 2

Pavagraph 3

Pavagragh 4

Yours.

First nowne +
suvnawe

Read these sentences and then use the words in
bold to complete the sentences below.

= When you have a cold, your nose runs and
you sneeze a lo.

= When you have (the] flu, you feel weak and
have a fever.

» Knowing first aid can be really useful if you
are ever involved in an accident.

= My dad is desperate for a cure for baldness.

= I hope you get over your cold soon.

= My mum put a bandage round my broken
arm until we got to the hospital.

» You have to study medicine at university if
you want to become a doctor.

= | went to my GP/general practitioner to
ask her for something for my stomachache.

= Wefe going to visit my sick aunt in hospital so
1d like to get some flowers.

w The doctor gave me a prescription for
painkillers

1 Tdlike to when | leave
school and work in a hospital.
2 Thedoctoraskedthe — man

to remove his shirt
3 Come on, go to school ~ you've only got

4 Itook the - to the chemist,

Now wite your letter &

Homework

of application. Read this checklist.

When you have written your letter,

tick the bores.

* I have written in an appropriate
style.

= | have used appropriate set

phrases. (]
* | haven't mentioned any

irrelevant points. C
« I have checked for spelling

mistakes. Ll

« I have checked for grammar
mistakes.

who gave me the medicine | needed.
5 1felt helpless when | found the old man on the
floor and wished I had known some

6 Maybe one day they will find a
— for cancer.

7 Youvegot _____.Isuggestyou
stay in bed and keep warm and phone me f it
gets any worse.

8 Whyhaveyougota_____round
your head?

9 My sister has been quite il but she’s starting to

_ itnow.
0 My didntknow what the
problem was and referred me to a specialist.





