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Language and content

4 a Lookat this extract from a student’s letter. Which sentences are

appropriately formal, and which are too informal?

-

1 | noticed the “fugyard\jab in the ctudent magaz_ino and |

want to have a3 5

2 |am 20 years old and | live in Holland.

3 Im ;fvdqin& at v right nors and [ am pretly good at PE-

4 l’mwdonafhkkindof;ﬁffbofambﬂl'magrb#
SwmImmer.

51 swppose wou could sy | rr.allb] like wnrhng_ with different
people.

6 The J'ab rovld 5jvt me valvable nork o;ruim dvr?ng_ the
Summer holidalﬁ.

7 Id do the Jab rcallv, rvof!—-u,ou don't have fo worry about that.

B 1l drop in for a chat.

9 | hope wovll have 3 good think abovt it and give me 'Han'ob.

10 1 look. fornerd fo hoaring_ from yov in the near futwe.

b Rewrite the inappropriate sentences in a more formal style. Use
phrases from the table below.

o

Saying why
you’re writing

1 would like to apply for the position of
... which I saw advertised ...
One of my reasons for applying is ... .

Talking about - [ feel I would be suitable for the job ... .
the job I think I would be a suitable candidate
for ... because ... .

Talking about
yourself

lam ... yearsoldandl ... .

At present [ am .. (working for/a
student at) ... .

I am a good (swimmer).

L regret I have had no experience of ...
(this kind of work).

For the last (two) years I have been ...
(studying/working) ... .
WhenIwasar...T....

I'very much enjoy ... (working with
people/travelling).

The job would give me the opportunity
to ... (get further work experience
during the summer).

Offers 1 would be happy/free/able to (attend
an interview/provide references).

I am available to attend an interview ... .

Concluding [ hope you will consider my application.
I look forward to hearing from you in

the near future.

Write your letter

Check and improve your

1> WIng referance page 196

¢ Which of these words or phrases could you use to open and close the letter?

Dear Sue
Regards

Dear Sir or Madam  Hi!
Yours faithfully Yours

Dear Ms Smith  Hello
Yours sincerely  Yours truly

5 Now write your letter, using the ideas and some of the language above. Do

not write any postal addresses. Write your answer in 120-180 words.

letter

6 Edit your work using this list. Check your:
¢ paragraph plan (Have you included all the points?)

e use of the past simple and the present perfect )

o style

e number of words.

Note: There is

a full checklist in the Writing reference.



Children adapt to new environments much
more easily than adults.

It's more important to fit in than to stand
out from the crowd.

The desire to be accepted is one of the
strongest influences on people’s behaviour.

Expats should follow the customs of the
country they are living in.

If you don’t know the language, you won't
be able to integrate with the people.

A different climate is harder to get used to
than different food.

It's better to feel at home in a routine
situation than feel like an outsider in a
glamorous one.

People don’t miss the things they thought
they'd miss. They miss the things they
thought they would never miss!

English Unlimited Advanced Teacher's Pack
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Personal Point of View:-

In my experience...

s "l believe in.."

As far as I'm concerned...

» I'ma(great/ firm) believer in

Mummf:m for myself...

s "I'm convinced that..."

In my opinion...

Personally, { think...

General Point of View:-

BUILDING PARTIES

I'd say that... | s Some people say that...
I'd suggest that... [ s ltis thought that...

I'd like to point out that... _ e Itis considered...

| believe that...

What | mean is...

_ Of course. That's different.
You're absolutely right. 1 don't agree with you.
Yes, | agree. However...
! think so too. That's not entirely true.

That's a good point.

On the contrary...

Exactly.

I'm sorry to disagree with you,
but...

I don't think so either.

Yes, but don't you think...

Sodol.

That's not the same thing at all.

I'd go along with that.

I'm afraid | have to disagree.

That's true,

I'm not so sure about that.

Neither do I

| must take issue with you on
that.

L

| agree with you entirely.

It's unjustifiable to say that...

That's just what | was thinking.

That'’s different.

I couldn't agree more.

| don't agree with you.

Brinaing someone Into a debate:-

Wouldn’t you agree?

* Don't you think so?

What do you think?

»  What would you say?

Have you experienced something similar?

* Do you agree?

What's your take on that/

®* How do you see it?

What's your opinion?

What's your take on it?

What's your .<mm<<~

‘Values’ sheet

Strongly | Neutral or | Strongly
agree uncertain disagree
1 People are essentially zood.
2 Power corrupts.
3 Everyone has a right to free medical attention when ill.
4 . ltis more important for the law to protect the innocent
than to punish the guilty.
5 The death penalty is essential for murder and other
serious crimes.
6 It is better to tax spending than to tax earning.
7 Property is theft.
8 Market forces are a better regulator of the economy
than government control.
9 People who cannot find work should turn to their family
and friends for help, not to the government. .
10 There’s no changing human nature.
11 The use of weapons can never be justified. i
12 Private education creates divisions in society, and
should be forbidden by law.
13 Some jobs should never be done by women.
14 The basis of any social system should be a body of
religious baelief.
15 Books, newspapers, films and TV should be free of all
censorship on moral grounds.
16 The group is more important than the the individual.
17 My highest duty is to my country.
18 There should be a minimum wage. -
19 There should be a maximum wage.
20 Unearned income should be taxed more heavily than
____earned income. - - ]
21 Marriage should be a matter for agreement between
the two people involved; it is not the responsibility
of the state or any other outside body.
22 Democracy is an illusion.
23 Parents should be held responsible for their children’s
actions until the children are at least 14 years of age.
24 Up to 18, one must have the permission of one's
parents before one can leave home, enter
employment, or get married.
25 Everyone should have the right to vote at the age of 16.
26 Passports should be abolished. o
27 The important industries of a state should be
controlled by the government. |
28 Much more public money should be spent on providing
theatres, concert halls and art galleries for the people. -
29 Religion should be taught compulsorily in schools

B
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