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- o PART 1 1. Notes and Messages

8 HINT 1 | Match each note below to its purpose. There is an extra item you
S« keep your note/ message do net need.
@ brief and to the point ' pd
g « refer only to relevant aspects D'arlmg, Tve really enjoyed your class.
T and/ or essential points f"l""e" at8pm.at thew Thank you for everything,
. anese restaurant. Wait
P .ser‘vegevere.ll e i Have a nice summer holiday.
8 including: guiding. thanking, Yyou there.
= requesting, warning etc.
Love, Albert Russell
Timothy 1. 0,
invitation o
thanks Classes start at 9 a.m. »
request Don 't be Llate!!! (9 mean 5;0’7” d;l =
—— it this time! ease, don't forget to
WS ) feed the cat TWICE a day.
complaint Quli Change the water daily.
3 Mary

2 | Look at the notes above and answer the questions:

1. What words have been left out? L

2. What is the role of the exclamation
mark in note no. 3?

b

3. What is the relationship between the "
people? 3. _

4. When do people write notes? Name
some situations. (e.g.: when theyarein 4.
a hurry)

5. Why are certain words in notes no. 3 5.
and no. 4 emphasized?

3| Rewrite the notes in exercise 1in a more formal way. Use about 20-50 words. An example has been given.

2 2 ") A

Dear St | T
1 have t14Y onjayed Y24
clags. T ant @mm {or |
everything: T wish \U}ou_ a | !t:
pleasant SupAmer holidad: : ] j

Allpert Qb‘-‘%f’fu F P .__,-ss;,--"ﬁ”'ﬁ’ J .



Respect pentru (j';“m’éni Focus on writing: letters, articles, essays, reports

4 | Draw lines to match the following notes with their answers. There is one extra answer you do not need.

J ) bl For Dad: o
@ § Fancy a coffee?
Honey. Wait for you at the — Post letters
Don’t forget ' café round the corner ~Call Mum
MILK : 10.15 a.m. S e d.
EGGS Bring muffins! — Wash the car @ Darling
BREAD _f; @
e "r:ﬁﬂ!: .
'y Dinner in the fridge. s e e
Appointment Jhuraday Beiiate, B Nemweesthisume.
11.00 a.m. Kisses @
st Jxgrgrr (@) .
2. Not \ ;
5| Read the information in the table below: MooV Rl
Tw aftaid Mrs Watson Mr Taylor has phoned. 3.7322 JLZ'[ZA%M 23 t"’a':;yéoor arrives
isn't here at the moment. T can Please, call him back 1 o'clock - Hea'l:,hrow airport
take amessage i You want” at around 100 - car rental

- —————
- ——————
- ——————




Part 1. Writing notes and messages

6 | Read the following situations and write the appropriate notes/ messages for them.

1. Someone lost his/ her wallet at the office. You take
the wallet and leave a note informing the potential
owner about the time and place he/she could retrieve
it.

2. One of your staff is ill. He/ She phoned and left you
a message about his/her health status.

3. The chef is displeased about his wage and he quits
by leaving a message to the restaurant owner.

4. Your mother is in a hurry and she writes a message
for you about the chores you have to do.

5. You write a note to yourself about a meeting you
have next day.

6. Write a hope message.

21 You are a food critic. Read the menu below and make notes. Refer to the first course, the main course,
dessert or other dishes you would definitely not choose. (10 lines)

Liver paté with toast
Smoked- Salmon Nachos
Selection of Cheese

Chicken strips in spicy sauce

Grilled Tuna

Seared duck breast and braised leg
Spiced venison and grilled quail
Vegetable lasagna

Grand Marnier Soufflé
German chocolate cake in
acup

Fresh fruit salad

Sparkling water
Orange juice
Cocktails

Wine
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Focus on writing: letters, articles, essays, reports

8 Read the note below and build up a more formal answer for the sender (50- 70 words).

Teacher - Parent Meeting

For: Student’s Progress Checklist
Date: Wednesday, 24th October 2013 ==
Time: 5.00 p.m.
Room: A202 B

S You had planned to go and see the theatre play “She Stoops to Conquer” by Oliver
Goldsmith. You bought two tickets, one for you and one for your best friend, but you didn't
have time to give her details about the play, so you left her a message.

Look at the theatre poster below. What

information would you include in your PI EDM ONT COLLE U E
message? Write it in approximately 50 D EPARTMENT OF THEATRE %>

words.
@ e@%@® . @ FINE ARTS | wnwpledmont odu/FA

\ \\illlh cheser comdy . Havideastle fannly is full of
this 1350 play will make von ﬂ, "J vh colvsfunetion and
wizele, sttcher and bansh om 2an wis. dant is there a
ol This 2y sters of the mrrriaze mthe futore

CONUUER

by Oliver Goldsmith
Divected by John S. Spiegel

SWANSON CENTE}

= MAINSTAGE =
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1 | Read the two leaflets below and discuss the questions.

Look After Your Heart
A Simple Guide To Feeling Fitter
And Living Longer

Why do I need to look after my heart?

By looking after your heart you can feel fitter
and look better - and you'll be protecting
yourself against heart disease, too.

England is one of the worst countries in the
world for heart disease.

It causes one in three of all deaths among
55-64 year olds.

What causes heart disease?

Your heart needs a supply of oxygen that
comes from the blood in its arteries. Over a
number of years these arteries can get clogged
up and the supply of blood to the heart can
stop. This causes a heart attack.

How can I avoid getting heart disease?
The best way to avoid heart disease is:
Don’t smoke
Eat healthily
Take regular exercise
Go easy on alcohol
Avoid stress if you can

v
v
v
v
v

uhttp://fce—writing-nadeen.blogspot. ro)

1. How does the layout differ in the two leaflets

above?

2. Which one offers clear information about
heart diseases?

. Why has the writer used “bullets” in leaflet B?

. What is the role of the questions in leaflet A?

. Leaflet B has shorter points. Do you think this
is an improvement or a deterioration in
comparison with leaflet A? Explain.

6. Which leaflet would you choose and why?

Ul oW

2. Leaflets and Brochures

HINT
* Leaflets and brochures are intended to
inform, persuade, warn, advise.
* The language and style depend on
‘what you intend ta do - advise, inform,
order, and on the target audience.
* The information is easy to grasp and
‘the layout must be clear.

Leaflets and Brochures

* Cut down on beverages and fruit juices with
added sugar.

* Remove foods that have partially hydrogenated
oils to reduce the fat content of your diet.

» Limit the use of condiments such as mustard,
pickles and salted sauces.

« Switch to lean meat and prepare them without
added fat.

» Use more of mono-unsaturated and
polyunsaturated fat and avoid saturated fat.

» Use foods with low salt and try to add less salt
while cooking.

* Flavour foods with herbs, spices, lemon or

limejuice, balsamic vinegar or salt free seasoning
blends.

» Don’t consume full cream milk and dairy
products but consume semi-skimmed milk and
its products.

» Don’t drink alcohol or drink in moderation,
preferably wine.

« Don't eat foods which have low nutrition value
like, candy and fast foods

» Don't buy processed foods: avoid them as much
as you can!

» Don't spend too much time in a stressful
working environment.

(adapted from http://www.medindia.net)

£% (+) are used as a graphic
sign to introduce a new
piece of information.



Focus on writing: letters, articles, essays, reports

2 | What is the purpose of the following leaflets? Choose from to warn, to persuade, to inform. Justify your
answer by referring to the layout, the target audience, the language and the style used.

T | | Ofher possible side effects
\° {o H ELP FOR 3 If any ot the following side effects get serious or
F_ concems you, of you nofice any side effects not liste:
g CH ' U] RE" | inthisleaflet, stop taking the tablefs and tell your
foumOATION 3 doclor or phamacist.

Just Nep lourstation 15 4 UK registernd chanty, and has a vision, a wsion of # { * Headache. nervousness and tiredness in children

worki without povedty, a visicn 10 edugate thi underprivilegsd shilgren = cged 2-12 years.

f;‘"h;‘;;gglmm;;}xfj‘;fxgtm‘;ggj‘:mmﬁg‘“ E « Drowsiness, hecdgche. increased appetite and o

poverty as well as them Decome sell-eufivient = difficulty sieeping in adults and children over 12, 4

WEDNESDRY iz | - venion soe ohecs oesver e rocron: |
; ; (difficulfy in breafhing, wheezing, itching, hives and §

WE URGENTLY NEED YOUR I swelling), dizziness{rapid heartbeat {paipi E

UNWANTED GOODS i N g 'y

[ll ||I
1 mapport of hondends of sl childmes sl i:

1ha weed, whaed Iy dennarsiety nesd vaur 5
4 E T i =T =

rhe childven around the wodld 10 saruive 3 W??mﬁ

Just Belp Toundntion weck gour hel to belp {

n—

WE WILL ACCEPT.
“Clothioy of any types aduk, “badding & curtaing ;&mg u: 2o dx:mm
Chitdron & baky wost fincluding pifiews £ quifts)
"paired shies *handbags & balts :v:’m"rl II:; l.u‘g;

workihop & showroom it
Coiskl you please put your donated fmms in @ beg jary offer g
4] ndt eisvs cataicle el waathar In o Rall view ofF th

s

Newhaven i"nillu Park

Barten Line Qur Urmston shop
remalns opent

floes o

MISSED BAGS PLEASE TELEPHONE 07904 858968

Tel: 01“ ﬂ:ﬂ
Viml weigonate at www pustheiploundation. oo ul el 0161 789 3108

- !
1) (wwucharitybags.org.uk)ﬁ E
As valund custpmens we will now be ofieris, g‘

(wwww.delyeswoodwebdesign.co.uk)

3 | Write the words from the list in the ancient monument, botanical garden, museum, trendy shop,

' appropriate category. Some words do not night club, art gallery, local restaurant, exquisite cuisine,

fit anywhere. Create headings for them fashionable boutique, stylish hotel, breathtaking landscape,

. $l . 3
too. quaint house, hospitable locals, dance club




4 | Read the brochure and fill in with the appropriate information.

Focus on writing: letters, articles, essays, reports

Visit London

like a local

Lething Arcund

Getting around London has never been easier.
Whether you take The Tube underground subway, hail
a taxi or catch a double-decker bus, your destination is
closer than you think.

Sights to See
Activities in London where there is no shortage of
things to do. Take in the sights of historic London such
as Big Ben, the Tower of London, Buckingham Palace,
Westminster Abbey and Kew Gardens just to name a
few.

Ezt, Drink & be Merry
Nightlife in London is diverse enough that whatever
your pleasure, there’s always somewhere to go. In one
night, you can circle the West End, drop into half a
dozen bars and in each one find a completely unique
world,

There’s everything from Moulin Rouge-style lounge
clubs, industrial microbreweries, velvet-dripping,
drum 'n’ bass clubs, to lavish Asian-themed cocktail
bars.

5 | You have been asked to write a leaflet informing students about the charity festival organised by the
school. The funds will be donated to help sick children. (70-100 words)

© Use these ideas to help you plan
- your leaflet writing!

1. Make a list of different things
people need to know about the
purpose of fundraising.

2. Group your ideas into categories
and think of a suitable heading.

3. Decide on the layout.

4. Decide how to fit your ideas into
the layout you have chosen.

5. Finally, write your leaflet!
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B | Using the model in exercise 4 and the hint box below, design your own travel brochure about your town.
»

v include information about places
to eat, transportation, tourist
attractions, entertainment,
places to shop, prices, etc.

v Think about what makes v use images and an appropriate
your town a special place vocabulary to craft the overall

v Add a photo that design
represents your town

2

v’ Determine who is your
target audience

v check your material for
errors

7 Design an information brochure about Romanian local customs. Before starting,
make notes on the following headings ~ customs, good manners, bad manners,
advice and recommendations to visitors. (10 lines)

Customs | e.g. remove shoes when entering the house ‘

|

Good manners e.g. offering the seat to old people in the bus '

Bad manners e.g. taxi overcharging |

Advice/ recommendations | e.g. don’t walk alone in the street after 11.00 PM.

10
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3. Advertisements

1| Look at the advertisement. What information can you identify? Tick it in the table below.

If not now...

WHEN?

Academic Writing Retreat

with
Michelle Rivera-Clonch, Ph.0D. & Maurice Stevens Ph.D.

on your writing practices
your writing process
with a community of writers

jnne 7-10, 2012

Hope Sprmgs Institute
Peebles, Ohio

Last Year's Retreat Sold Out!

m.ho.;pespringsinsﬁtute,orgf academicwriting. html

(www.depthinsights.com)

HINT
* Advertising is a form of communication for
marketing purposes used to encourage,
persuade or manipulate an audience.
An advertisement is a public notice, especially
one published in the press or broadcast over
the ain

Advertisements

(Encyclopedia Britannica 2003)

Strong words

Short sentences

Use of bullet points

Bold print or underlines

Exclamation/ question marks

Use of capitals throughout the entire ad

Urgency to act

Date deadline for special discounts

Registration and details

Testimonials from satisfied customers
v Website

Back-up support system

2 | Fill in with the correct information from the table in exercise 1. An example has been done for you.

=

Use of capitals throughout thead | =~ WRITING CONTEST!

- [P DEAPLINE: QCT B 20N

« MAKE 4 TW( PARE STORY

WRITERS, JOIN ME FOR A

THE WINNING STORY WILL GET THM‘? INTO A SHORT
MANGAS

THE CHALLENGE 18 T0

WITH A G000 MANGA
T pLor! ‘%'"

CHECK OUT THE "0

{monisawa.blogspot.ro)

1



