JONTENTS

1 Writing sub-skills
ERS 2 AND 3
LE AND REGISTER

HESION
1g words

i
'NCTUATION

stops, sentences, paragraphs
nmas

nicolons

art 2 Types of writing

1 DESCRIPTION

aking descriptions interesting
scribing pictures and objects
escribing products

JNIT 2 ACTION

)structions and directions
dvice
rocesses and systems

UNIT 3 NARRATIVE

1arratives and connecting words
viographical narratives
‘newspaper stories

UniT 4 GIVING YOUR OPINION
gument

reviews

personal advice

Unit 5 PEOPLE AND PLACES

" describing people
 describing places

6
12

9

20
26

29

29
30
34
35
36
36

38
39

41
44

48

49
51
54

58

59
62
66

68

69
72
76

78

79
83

Part 3 Task types

"UNIT6 FORMAL LETTERS

letters of complaint: tact
applying for jobs, courses and scholarships
\ other formal letters

'UNIT 7 INFORMAL LETTERS

technical matters
diplomacy and tact

UNIT 8 REPORTS

information reports: people
‘recommendation reports
| eye-witness and narrative reports

UNIT 9 ARTICLES AND REVIEWS

openings and closings
reviews

UnNiT 10 PUBLIC INFORMATION

leaflets, brochures and information sheets
tourism

TASK BANK
KEY

87

87
95
98

102

102
109

12

112
1%
119

122

122
128

132

132
135

140

147




