
C o n ten ts

Part 1 Writing sub-skills

P a p e rs  2 a n d  3 6

S t a le  a n d  R e g i s t e r  72

C o h e s io n  79

inking words 20
reference 26

P u n c t u a t io n  29
full stops, sentences, paragraphs 29
commas 30
semicolons 34
colons 35
dashes 36
hyphens 36

Part 2 Types of writing

U n i t  1 D e s c r ip t io n  38
making descriptions interesting 39
describing pictures and objects 41
describing products 44

U n i t  2  A c t io n  48
instructions and directions 49
advice 57
processes and systems 54

U n it  3  N a r r a t iv e  58
narratives and connecting words 59
biographical narratives 62
newspaper stories 66

U n it  4  G iv in g  y o u r  o p in io n  68
argument 69
reviews 72
personal advice 76

U n it  5 P e o p l e  a n d  pl a c e s  78
describing people 79
describing places 83

Part 3 Task types

U n it  6  F o r m a l  l e t t e r s  87
letters of complaint: tact 87
applying for jobs, courses and scholarships 95
other formal letters 98

U n it  7 I n f o r m a l  L e t t e r s  102
technical matters 102
diplomacy and tact 709

U n i t  8  R e p o r t s  112
information reports: people 7 72
recommendation reports 7 7 7
eye-witness and narrative reports 7 79

U n it  9 A r t ic l e s  a n d  r e v ie w s  122
openings and closings 722
reviews 728

U n it  10  P u b l ic  in f o r m a t io n  132
leaflets, brochures and information sheets 132
tourism 135

T a s k  b a n k  u o

K e y  147
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