
Introduction 6

Section 1 - How am I communicating?
Unit 1 Writing emails: formal, semi-formal and informal emails 8
Unit 2 Writing letters: formal letter writing 12
Unit 3 Writing online (1): contributing to a discussion forum 16
Unit 4 Writing online (2): commenting on a blog or

online newspaper 20

Section 2 - How can I be an effective writer?
Unit 5 Planning: writing a reference 24
Unit 6 Structuring: writing a covering letter 28
Unit 7 Developing: writing an opinion piece 32
Unit 8 Being clear: writing instructions for a friend 36
Unit 9 Being precise and factual: writing a report 40
Unit 10 Improving: reviewing and editing your work 44

Section 3 - What tone should I use?
Unit 11 Showing disappointment: writing a letter of complaint 48
Unit 12 Being polite but firm: writing a delicate email 52
Unit 13 Remaining balanced: writing about a cause you believe in 56
Unit 14 Being light-hearted: writing a personal anecdote 60
Unit 15 Creating mood: writing a short story 64
Unit 16 Communicating emotion: writing a speech 68

Section 4 - Who is my reader?
Unit 17 Adapting to different audiences: writing about yourself 72
Unit 18 Engaging your readers: writing a blog post 76
Unit 19 Sharing news and information: writing for social

media sites 80
Unit 20 Writing notes: strategies for note taking 84

Appendix 1 Useful phrases 88
Appendix 2 Formal letter layout 90
Appendix 3 Phrasal verbs and their formal equivalents 91
Appendix 4 Proofreading 92

Mini-dictionary 93

Answer key 99

Acknowledgements 127

y


