+ Buy a harness and take it
for a walk.

210 You could write any three of
these:
» Bold/coloured titles make it
easy to find information.
« Bullet points for vegetables
separate the information and
make it easy to read.
« Photos make the text
interesting to read.
« Text boxes separate the
information and make it
easier to read.
« Headline tells you what the
text is about.

Source C (Pages 52-53)

Q11 d — Persuade you to sign
the petition
Q12 Fact
Fact
Fact
Fact
Opinion
Opinion
For 0-1 correct — 0 marks.
For 2-3 correct — 1 mark.
For 4-5 correct — 2 marks.
For 6 correct — 3 marks.
Q13 You could write any of these:
+ |tis biased. Examples may
vary. For example, ‘Animals
breed more successfully if
they are comfortable (which
is never the case in zoos)'.
* Using opinions. Examples
may vary. For example, ‘we
think it's time people knew
the truth about these money-
making organisations’.
* Using facts. Examples
may vary. For example,
‘Studies show that zoos with
cute baby animals attract
50% more customers'.
* Using lots of questions.
Examples may vary. For
example, ‘Would you like to
be forced to breed?'.
* Using a personal tone.
Examples may vary. For
example, ‘We're guessing
you've answered ‘no’ to all of
these questions’.

» Using words that make the
reader feel sad. Examples may
vary. For example, ‘they can
find it extremely difficult to adapt
and can become unhappy and
il

Practice Reading Test 4

Source A (Pages 54-55)

Q1 ¢ — Tell you how dangerous
drink-driving is

Q2 a — Some people drink-drive
without realising

Q3 d — Drinking alcohol slows
reactions

Q4 a) Personal
b) You could write any one of
these:
* |t uses words like ‘you’, ‘we’
and ‘our’.
+ It sounds like it's talking to the
reader.

Q5 You could write any of these:
* Nominate a driver who is not
going to drink alcohol.
* Book a taxi.
* Use public transport.

Source B (Pages 56-57)

Q6 To persuade you to take a
driving course with OPESD.
Q7 ¢ — OPESD helps all types of
driver
Q8 a — A weekend course costs
£150
Q9 You could write any two of
these:
* snow
* at night
* motorways
» country lanes
* cities
Q10 Option 2
Q11 Option 1

Source C (Pages 58-59)

Q12 You could write any two of
these:
« Make sure your oil is topped
up to the correct level.
* Fill up your windscreen
washer bottle.
» Check the tread depth on
your tyres.
» Make sure your car isn't doing
anything unusual before setting
off.
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Q13 1.6 mm across 75% of the
tyre

Q14 You could choose either
source.

Source B

You could write any two of
these:

» Headline / title. Reasons
may vary. It's eye-catching/ it
tells the reader what the text is
about.

* Logo/graphic. Reasons
may vary. It helps the reader
know what the text is about

/ it makes the text more
interesting to read / it's eye-
catching.

+ Bullet points. Reasons may
vary. They separate each
piece of information / they
make the text easier to read.

* Large or bold text. Reasons
may vary. It makes the most
important information stand
out (for example the telephone
number at the bottom).

» Coloured background.
Reasons may vary. It makes
the text eye-catching / more
interesting to read.

Source C

You could write any two of
these:

» Paragraphs. Reasons may
vary. They split up the text/
make the information easier to
read.

» Bold text. It catches the
reader’s attention.

+ Headline / title. 1t tells the
reader what the text is about.
* Columns. Reasons may
vary. It breaks up the text/
makes the text easier to read.

Answers to the Reading Questions
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64 Section One — Writing Structure and Planning

Knowing Your Audience and Purpose

* Audience and purpose are important

e

1) An audience is the person or people who read a text. RS
~ For more on formal and -
2) You need to know who your audience is so you can decide = informal style, see p.20. -

whether your writing should be formal or informal. T vy s

3) The purpose of a text is the reason it is written. For example, to inform or persuade.

f Find out who you are writing for and why

In the writing test, use the question to tell you who the text is for and why you are writing it.

/ The audience is your friend.

Write an email to your friend*persuading them to volunteer at a youth centre.

The purpose is to persuade your friend
to volunteer at a youth centre.

E

Use the right writing style:

Make sure your writing style is suitable for the audience and the purpose.

The audience is the guests. The purpose is to tell them about the hotel.

\

Write a leaflet for new guests telling ther} what is on offer at your hotel.

The stvle our hotel has lots to offer. Our facilities include a heated outdoor
woul dyb . / swimming pool and satellite TV. we also provide delicious breakfasts.

formal.

: Examplefgl The audience is your friend. /The purpose is to persuade him to sponsor you.

Write an email to your friend persuading him to sponsor you.

The style
would be /V

informal.

HL Mark,

Next Suwalag 'm runining a marathon tn aid o-fcharitld...

Section One — Writing Structure and Planning



1) Write down the audience and purpose for each of these writing tasks.

a) Write a leaflet for tourists explaining what there is to do in your town.

Audience

Purpose

b) Write an email to your council complaining about the lack of recycling facilities in your area.

Audience

Purpose

c) Write a letter applying for volunteer work in a charity shop.

Audience

Purpose

d) Write a letter to your boss persuading them to give you flexible working hours.

Audience

Purpose

e) Write an article for a newspaper advising people how to save money.

AUGIBNCE ...ttt ettt et s et s st e e s e se et e et ene e s see st et ataneeseetenesreaeeneeneas
PUIDOSE........oiiiitiirrt ettt ettt bttt ettt e e eeeeenese et et eeeeasaeeeeenesennaeanenenenene
2) Formal writing is for people you don’t know or people in charge.

Informal writing is for people you know well.

What type of writing style would you use for these writing tasks? Circle ‘Formal’ or ‘Informal’.
a) Aletter to a neighbour asking them to feed your cat Formal / Informal

b) An email to a supermarket complaining about mouldy food Formal / Informal

¢) Afilm review for your local newspaper Formal / Informal

d) Aleaflet about burglaries to be delivered along your street Formal / Informal

) An email to your sister inviting her to your party Formal / Informal

\———.

Section One — Writing Structure and Planning
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Planning Your Answer

ey

| Make a plan before you start writing

1) Planning your answer will help you put your ideas in order.

2) Aplan doesn’t need to be in full sentences. Just write down your key ideas to save time.
3) Make sure you only write down points that answer the question.

4) In the test, you can write a plan in your answer booklet.

} Use notes to write your plan

1) Work out the audience and purpose and whether you should be formal or informal.
2) Write down the points you want to include.

3) Organise your points so that the most important ideas come first.

4) If you're given bullet points in the test, you could include them in your plan.

—= The audience is the council. The purpose is to inform about the problems in your town.

Write an email to your council telling ther about problems in your town.

Audience: council (formal) Purpose: inform

1) Potholes in road — makes driving dangerous

Most important 2) Not enough street Lighting — unsafe at night
point comes first. 3) Littering ow pavements — attracts rats

[ How to plan letters and emails

1) Work out who the audience is to decide if your writing should be formal or informal.
2) This will help you decide which greeting and ending to use (see p.74).

3) Your first paragraph should tell the reader why you are writing to them.

4) The main body of the letter or email should develop your ideas and give more detail.

5) The last paragraph should tell the reader what action you want them to take.

Section One — Writing Structure and Planning




Planning Your Answer

How to plan an article

Work out your purpose and audience. Think about where the article will be printed.

The audience
for the article is

Write an article for a local newspaper about a new youth centre. local people.

Start with the main facts. . )
What it is, where it is \ Audience: newspaper readers (formal) Purpose: to Lnform

and when it opened. 1) Youth centre / Herman Road / opened Last week
P 2) Council funded / offers sports and evening classes

Then go into detail about the subject.

67

How to plan a report

The purpose of a report is to give information. It needs to be clear and accurate.

You are a lifeguard at a swimming pool. A swimmer slipped on the
poolside. Write a report for the Safety Officer telling them what happened.

Use formal language for reports.

ln:jurg: broken wrist, bruised ribs Divide the
Cause: water on poolside afgss===s information clearly
Solution: safetg sigws, more cleaning into sections.

A T T I O T Y A BV A

\
A forumis a web page _
w

here people discuss -

How to plan a forum response or a review > aparticular subject. -

A A B U NN

1) The purpose of these text types is to give your opinion and argue a point of view.
2) Your first point should clearly explain your main argument.
3) You'll get better marks if your argument is balanced.

4) So remember to include a point or two from the other side of the argument.

5) The rest of your points should back up your argument. Use P.E.E. Y See \p7lol 1éo’r/1_
6) Use persuasive language to convince people of your point of view. _’, r,n,o':e,o.n\ P\:E\F'\:

Section One — Writing Structure and Planning

o rvwar g

P ——

— = _x a



68

Writing and Checking Your Answer

|

Use your plan to write your answer

1) Put the ideas in your plan into full sentences.
2) Use the same order and structure you decided on in your plan.

3) Make sure your writing style is right for your audience and purpose.
J

Improve your writing by checking it

3) Don't repeat yourself. Make each point once.

4) Check that your spelling, punctuation and grammar are correct.

/

NNYY Y YV,
. > Make sure you leave
1) Read over your answer carefully and make improvements. ~ enough time to read
i through your answer.

2) Take out anything you don’t need. 7, hoHanypuran SN

~

i Make sure your corrections are neat

1) Cross out any mistakes neatly and write any corrections above them.

If you've made a mistake,
cross it out and clearly rewrite
the whole word above it.

S sae breakfast
The hotel serves brelfast from 7 am until 10 am.

2) Draw two lines (//) to show where a new paragraph should start.

A double strike shows
that you want a new

.. great for children. /] Secondly, there is a zoo nearby.
paragraph to start here,

3) Use the symbol A below the line to add in a missing word.

about

| [ that
| am wntlng to inform you the park in the town centre. This shows tha

you're adding in
‘about’ after 'you'.

4) Use a star if you need to add in more than one word.

/ The star here shows some words are missing.

While out walking * last night, | found the park in a terrible state.

* my dog \
Use a star to show these are

words you want to add.

“Exampls.
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.
1) Read the following writing task and the example plan for an answer. ' i
|3
| %
You are planning a day out at a theme park. ;
Write an email to your friends encouraging them to come with you. !_
l ]
Audience: your friends (informal) Purpose: persuade / inform Remember to |
Details start a new
« What: Day out at a theme park Zje'ag;a:]: i
* When: May 22nd — leave at 8 am, arrive by 10 am / yo:Aytalk I
*  Where: Talltown Towers — directions / take train to Uxley about a new |
An! "_thlng else bullet pomt.

* Bring waterproofs — you will get wet on some rides
» Other friends welcome

 Half-price tickets if you book online

Turn this plan into a full answer. Make improvements and add details as you write.

................................................................................................................................................... |
................................................................................................................................................... ﬂl
................................................................................................................................................... |
................................................................................................................................................... !@
. ol
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Using Paragraphs

Paragraphs make your writing easier to read

1) A paragraph is a group of sentences.

'2) These sentences talk about the same thing or follow on from each other.

. Divide your plan into paragraphs

4

1

1) You could give each point in your plan its own paragraph.

2) Start with an introduction paragraph. It should summarise what your answer is about.

3) Make your last paragraph a conclusion. It should sum up your main point.

l‘ Use paragraphs to show when something changes

1) Start a new paragraph when you talk about a different topic, person, place or time.

2) To show a new paragraph, start a new line and leave a space at the beginning.

Leave a space to show it's a new paragraph.

. \ Surveys suggest that Ulrow shoppers are leaving Christmas
Dlﬁ"erent_ shopping later each year. : Start a new paragraph on a new line.
persan. Bill Todd, a local shop-owner, said that last year the busiest

day in the festive period was Christmas Eve.

Different ,—____’, In Barston, the trend is very different. Similar surveys show
place. that the week running up to Christmas is their quietest.

A YO T N T T AN Y A A AV A4
Your paragraphs

should always be longer
than one sentence.

LA A A O U N NN

3) You will lose marks if your writing isn’t in paragraphs.

AERER

\\I III//

- Use P.E.E. to develop your points

P.E.E. stands for Point, Example, Explanation. It helps to structure your paragraphs.
Make your point first. Give an example of your point.
Using an officially registered gas engineer is important. Each year, hundreds
of people are hospitalised because of unsafe gas work. Nearly all of these
incidents were caused by unregistered gas engineers not doing a proper job.

Explain how the example backs up your point.

Section One — Writing Structure and Planning
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1) Read this piece of writing about coffee shops.
Rewrite it underneath with new paragraphs in the correct places.

New coffee shops are opening up every day in the UK. It is thought that the number
of coffee shops will double in just a few years. Some people believe that the British
interest in coffee began in 1978, when the first coffee shops opened in London.
When it became clear that these shops were making a lot of money, more and more
began appearing all over the country. Last year, over two billion pounds worth of
coffee was sold. The biggest coffee chains sell just under half a million cups of

coffee every day. However, not everyone likes coffee. Surveys suggest that 16% of
the population have never visited a coffee shop.

---------------------------------------------------------------------------------------------------------------------------------------------------
...................................................................................................................................................
...................................................................................................................................................
...................................................................................................................................................
...................................................................................................................................................
...................................................................................................................................................
...................................................................................................................................................
...................................................................................................................................................
...................................................................................................................................................
...................................................................................................................................................
...................................................................................................................................................
...................................................................................................................................................
...................................................................................................................................................
...................................................................................................................................................

...................................................................................................................................................
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72 Section Two — Choosing the Right Language and Format

Writing Emails

. You need to be able to write different text types.

1) In the writing exam, you'll be asked to write two different text types.

2) Text types are just different ways of presenting information, like an email or a report.
3) You will get marks for how you set out your text.

4) For example, you'll get marks for setting out a letter correctly.

5) But don’t worry about writing in columns or adding pictures.

6) Remember it's a writing test, so focus on the content and the structure of your answer.

. Make sure the style of your email is right for the audience

1) When you email a company or someone important, use formal language.
2) You should also use formal language if you're emailing someone you don’t know.

3) Emails to family and friends can be more informal. |

3 Lay out emails correctly

Make sure you include all the right information.

e , ;

~ Inthe examyou'll usually be given an
. email template to write your answer in.
rd

LA R R L e Y Y I I O I IR TR MR NN

Put the email address of the person you're writing to.

To: | alexbond@theatreticket.co.uk | ‘ Ec’ is for
: |al sending a copy
Cc: |alicehall@operahouse.co.uk S the amal o

What thg‘? Subject: | Ticket reference 4821351/GE ! anyone else who
email i i
mail is should read it.
about Dear Mr Bond
I bought three tickets from Your website, but t only received Remember
S two i the post. The ticket reference is 4821251/GE. <=7 1o use
;artd paragraphs.
an e"I Please check Your records and send me the third ticket as
;orrecty. \ soow as possible. | have definitely paid for the ticket — the
ee page money has left my bank account.
74 for more \ g fe ey
about this. Yours sincerely
Andrew Kane

Section Two — Choosing the Right Language and Format
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1) Read this email from a co-worker about the office Christmas party.

< From: { harry.coates@officemail.co.uk ] i
To: | you@officemail.co.uk ]
Send Subject: | Christmas party ] |
Hello
I'm organising the Christmas party this year, and I'm looking for some help to put it together.

We're holding the party at the Armadillo Hotel on Wednesday 21st December. It would be great
if a few of you could help me put up some decorations, book the D) and organise the food.

Let me know if you'd like to help out. Any ideas or suggestions for the party would be great.

Cheers
Harry

Write a short reply which:

* tells Harry that you would like to help organise the party

* says how you would like to help out

* gives any suggestions you have for the party

of paper. Make sure your spelling, punctuation and grammar are correct.

|
Use the space below to plan your answer. Write your answer on a separate piece 1
|
I

Section Two — Choosing the Right Language and Format
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bractice Questions: .

) Choose ‘and’, ‘or’, 's0’, ‘because’ or ‘but’ to complete these sentences. }
a) | will eitherbuy at-shirt .. ... some trousers from the shop. ll :
b) |can't come to ‘the meetingtoday ... | have a dental appointment. ii i
c) I'm going to cut the cake into slices .. ............................ that everyone gets some. : E
d) They would have come over ... they already had tickets for a play. |
e) He couldn't decide whether to waitforher ... leave without her. | f
f) She's always loved baking cakes ...................c......... knitting. 1
g) Youcan'tputthatglassthere ... ... it will fall off and break. | 11
h) Igotupveryearly ... that | could see the sunrise. | |

)) + Your friend has asked you to go to a restaurant for dinner on 2nd February and then go
to a concert afterwards.

« He has suggested you go for dinner at 7 pm so that you can get to the concert for 10 pm
(when it starts).

« You would like to go for dinner, but you have to pick your brother up from work at 10.30 pm.

Write a short reply to your friend, explaining why you can only go for dinner. '
Try to use the joining words ‘so’, ‘because’ and ‘but’. You don’t need to worry about layout.

---------------------------------------------------------------------------------------------------------------------------------------------------
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Using Joining Words to Add Detail

Use joining words to make your writing sound better

Using 'because’ joins the two sentences together and shows how they're connected.

‘And’, ‘because’ and ‘so’ add another point

Use ‘and’, ‘because’ or ‘so’ to add more detail to a sentence.

'so' introduce
explanations.

‘But’ and ‘or’ disagree with a point

1) Use ‘but’ to disagree with something that's just been said.

Oliver usually has toast for breakfast bgj}today he had cereal. ;

2) Use ‘or’ to give an alternative.

SRR R
Example
- oot 1

We could go shopping tomorrow or we could go bowling.

Section Three — Using Grammar i



) Underline the verb in each sentence.

a) We arrived at the restaurant early. d) Everyone likes chocolate milkshakes.

b) 1go to the gym every Thursday. e) She came to the party on her own.

c) The whole family wanted a newcar. f) | work part-time in a bank.

) Underline who or what is doing the action in each sentence.

a) Rabbits often eat garden plants. d) The supermarket is open all day.
b) |walked to the lake yesterday. e) Anita showed me a funny photo.
c) He always drinks tea with sugar. f) We are going to France next week.

}) Underline when the action happens in each sentence.

a) He went to work early. d) She goes swimming on Tuesdays.

b) Guinea pigs eat hay every day. e) My brother goes running in the mornings.

c) The shop closes at 6 pm. f)  I'm going to Spain next week.

1) Underline where the action happens in each sentence.
a) We often go to an ltalian restaurant. d) | visited the art gallery last week.
b) She loves travelling in Norway. e) My dog sleeps in the living room.

c) Polar bears live in the Arctic. f)  They bought fruit from the shop.

)) Read these notes from a village notice board. Rewrite the notes in full sentences.

cat missing yesterday

small, long-haired, black and white
last seen in garden

if any information let owner know

Section Three — Using Grammar
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Section Three — Using Grammar

Using Sentences

k

. Always write in sentences

1) You get marks for using full sentences in the writing test.
2) You should only use notes in your plan.

3) Turn your notes into full sentences when you draft your answer.

' A sentence must make sense on its own

1) Every sentence needs an action word and somebody to do it.

2) Averb is an action word. It tells you what happens in a sentence.
o j This is the verb.

3) A sentence needs someone or something to ‘do’ the verb.

4) Other parts of a sentence can tell you when, where or how the action happens.

where when how

o

the action, =3>The man goes to the shop every day on hlslﬁ'ﬂ?é

The man is doing

5) They can also show who or what the action is being done to.

The visiting was ‘done’
to the neighbour.

1) Make sure your sentences aren’t too long or confusing.

2) If a sentence is too long, split it into two shorter sentences.

This sentence is

| think that people should eat more fruit because it will make) <= ;;%Z l't°:og r‘:';j
them healthier and it could also help them live longer.) '

This sentence is much
easier to read. The
ideas have been split up.

I think that people should eat more fruit because it will make
them healthier. it could also help them live longer.

Section Three — Using Grammar



ractice Questions:

85

) You read the comments below on an internet forum.

P B2 R, e SR . it g : : fro bl
'E}]Ihttp://www.forums.enviroforum.co.uk LY ¢ X|

Pl B sy & I.:? e Ak
@ Enviro Forum... i ol |
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| think there should be a law that imprisons people for not recycling property.
It's so easy to recycle these days, and it's only selfish people who don't
bother to do it. We've all got to share this planet, and if people don’t recycle,
then they’ll ruin it for everyone else. A month or two in prison will quickly
stop people from being selfish and make everyone recycle.

| think that imprisoning people for not recycling is a foolish idea because
recycling is a waste of time. It makes no difference to the world if | don't
bother to recycle. Nobody will notice if I've not carefully sorted my cans and
my plastics into seventeen different containers. We should all spend our
time doing something more productive, such as gardening or knitting.

Write your own comment for the Enviro Forum giving your views about whether people should |

be sent to prison for not recycling. Do not just repeat what has already been said — try to
come up with your own ideas. Use the space below to plan your answer. Make sure your

spelling punctuation and grammar are correct.

-
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Writing About Your Opinions

Sometimes you’ll need to give your opinion

You'll have to give
your opinion if you're

1) You may be asked if you agree or disagree with something.
writing a review or a

vrvvlb s,

2) This means you need to give your own opinion. o response to a forum.
! VR 2R RN R I T U T W NN

Give evidence to support your opinions

1) Your opinion can’t be right or wrong...

2) ...but you have to back up your opinion with evidence.

This is the

writer's opinion.
Parents, not schools, should be responsible for *"——
teaching their children to read. Children learny = This is the evidence

more quickly when they are taught one-to-one} to support the
writer's opinion.

3) Your opinion will sound more convincing if it's supported by evidence.

E_ You might find it difficult to pick your opinion

1) It's fine to argue both sides of an argument...

2) ...but you should try to reach a conclusion.

This is one opinion.
It's in favour of the
new supermarket.

| think that the new supermarket will bring =
jobs to the area and cheaper prices for food. This is another opinion.
Unfortunately, it will also bring more traffic, and it ey t's opposed to the
will force local businesses to close. As a result, | new supermarket.
am against the new supermarket, because it will <@y, Here the writer has
bring more negatives than positives to the area. chosen one opinion
over the other.

3) Even if you disagree with someone, your language should be polite and respectful.

NN NNy

[ I BT A

~
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) You want to enter the competition below.

A Deserved Break

Here at Relax Holidays, we're giving away a free 7-day holiday to Barbados to whoever
we think really deserves a break. So, if you're someone who works really hard and has
no time to relax, or someone who has gone through a tough patch and needs to get -
away from it all, get in touch. Write us a short letter, and give us plenty of reasons why |
you think you deserve a break. Who knows, you might get that break you deserve.

Ty ———

Contact us at: Relax Holidays, 4 Mill Street, Holloway, London, N7 7DE '\ i

Write a letter to persuade the staff at Relax Holidays to award you the free holiday.
Remember to: . |

« give reasons why you should be chosen

£ Sl et

+ write persuasively

« lay out your letter correctly

Use the space below to plan your answer. Write your answer on a separate piece
of paper. Make sure your spelling, punctuation and grammar are correct.

Section Two — Choosing the Right Language and Format
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Writing Persuasively

ﬂ - - » » »
. Persuasive writing convinces the reader to do something

1) You need to be persuasive in a lot of different types of writing.
2) If you're writing an email asking for sponsorship, then you need to be persuasive.
3) In a letter of complaint you might try to persuade the reader to give you a refund.

4) You might need to write persuasively to get someone to take part in an activity.

Explain why the reader should do what you want them to

To be persuasive you need to give reasons why someone should do something.

You should donate £5 a month to the ‘Builda This gives th
Well’ foundation because your money will'prdvid'e}.& reader'sagr'::;n ew y

clean and safe water to hundreds of people) they should donate.

. Persuasive writing makes the reader feel something

1) Use descriptive words in persuasive writing.

2) These descriptive words can make the reader feel a certain emotion.

These words
make the reader

These animals are forced to live in appalling conditions. feel angry.

Their cruel owners don't feed them properly and keep
them in tiny cages. You can put a stop to this.

3) Using words like ‘you’ and ‘'your’ makes a text more persuasive.

4) This is because it sounds like you are talking directly to the reader.

Section Two — Choosing the Right Lanquaae and Format
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) You receive the email below from someone you work with.

From: | vikram.shah@officemail.co.uk |

To: | you@officemail.co.uk l
Send Subject: | New Employees Leaflet |

Hello

I'd like you to put together a leaflet which will encourage people to apply for a job at this
company. I'd like you to provide as much information as possible about the office here, the area
where we are located and the benefits of working for this company.

| look forward to seeing what you come up with.

All the best
Vikram

Write a leaflet which:

« tells people what the company you work for is like

« gives information about the area in which your company is located |

» persuades people to apply for a job at your company

Use the space below to plan your answer. Write your answer on a separate
piece of paper. Make sure your spelling, punctuation and grammar are correct.

e
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Writing Leaflets

. Leaflets can have different purposes

|

1) Leaflets often provide information about something. For example, buying a house.

2) Leaflets can also persuade a reader to do something. For example, donate blood.

[ Know who your audience is

1) You need to make sure the language and style used in the leaflet suits its audience.
2) You might use formal and serious language for a leaflet about fire hazards at home.

3) You might use chatty language for a leaflet persuading readers to visit a museum.

The information in a leaflet needs to be laid out clearly

’ Give your leaflet a title.

’ . 3 Use the first
Lift Heavy Objects Safely paragraph
Being able to Lift heavy objects at work safely is very to give a
headi bwportant because otherwise You caw risk hurting > summary of
subheadings gour back. A back injury caw be very painful and your leaflet.
Il: a):el:r " it could stop You from working for a long time.
SeVen tips to avoid baok (njuries:)

1) Work out how heavy the object is. tf it is too i
heavy for You to Lift thew do not try to Lift it.

y 2) Stand close to the object with your legs apart.’

You could use

You can 3) Bend Your kinees and Reep Your Lower back straight. This ;eaﬂetl |
uses rorma
brefak up the  4) Breathe out as you Lift the object. and serious :
intormation : languaae. |
into bullet 5) You must keep Your shoulders and feet Lined up/ guag |
points or &) Do wot twist your body whew You are Lifting. '
numbered . . Provide '
lsts F) Do wot drop or throw anything that You are Lifting. 25 much '
If You suffer from back pain thew please speak to <@ information .
Denlse in Humaw Resourees or visit your doctor. as possible. |
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|) Read the article below.

Burnham Community Theatre to Close

It was announced today that Burnham Community Theatre will close to make way for a new car park
in the town centre. The Community Theatre, which provided Saturday drama classes for children, has .
been an important part of Burnham for 15 years. At one point, the Theatre staged a new play every
fortnight, and its Christmas pantomime sold out every year. Burnham’s theatre goers will now have '
to travel up to 50 miles to see a play. Some residents are in favour of the new car park because it will ,
create 460 parking spaces and will help to reduce parking problems in Burnham. Businesses and !
shops in the town centre believe that the new car park will help attract shoppers and boost their sales. -!

Write a report about how the council’s plans might affect Burnham. Think about:

« the positives of the new car park
+ the negatives of the Community Theatre closing

Use the space below to plan your answer. Write your answer on a separate
piece of paper. Make sure your spelling, punctuation and grammar are correct.

— |
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Writing Reports

Reports provide information

1) Reports give the reader information and recommendations about something:

2) They need to be formal and informative.

Reports summarise an issue

1) Write an introduction for your report to explain the issue you're writing about.
2) The main part of your report will summarise the important points about the issue.

3) In your conclusion you'll give your advice or opinion about the issue.

E Reports should be balanced

You need a title for your report.

New Road in Moattow | Use formal
language and

, This report will Look at the effect that the wew road near / paragraphs

Moatton will have own the people who Live there. The road in reports.
Write an is being designed to divert traffic away from the centre
introduction.  of Moatton. tt will be built just outside of the town.

Advantages of the new road |
You can

divide your

* The new road will reduce the number of cars in Moattown.
report into * Fewer cars will meaw less woise and pollution in the ton\,.\\

G Use bullet
pOS't'V:.S and‘. Fewer cars will also meawn the town is safer to walk in. points or
negatives.
Disadvantages of the new road "‘l‘_"s;fifed
| (o]
* There will be Lots of noise as the new road is being built. organise your

Give your 1 fower people drive through Moattow, then fewer people will information.

own opinion stop to shop there. This will be bad for Local businesses.
or advice in . . .
the conclusion. °  The road will be built near to where some people Live.

\ These people will Live next to a woisg and busy road.
Cownclusion
t think that the new road will be a good thing for

Moatton. There are disadvantages to the wew road, but it
witll make Moatton a nicer place to Live, visit and shop.

Section Two — Choosing the Right Language and Format
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e Question

F<|

1) You went to the event below.

Charity Dinner for the Jane Bauer Foundation

On Saturday 21st September the Jane Bauer Foundation held a charity dinner |

in order to raise money for the local hospital. The dinner included an auction, a !
speech by the head of the Jane Bauer Foundation (Mr James Johnson) and a raffle '
with a selection of great prizes. The event raised more than its target of £2,500.

Write a newspaper article about the event. Think about:

+ the layout of your article

« the content of the article
+ the tone of the article and who you are writing for ! 1

Use the space below to plan your answer. Write your answer on a separate { !
piece of paper. Make sure your spelling, punctuation and grammar are correct. | {

i
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Writing Articles

I. - - -
| Articles appear in newspapers or magazines

1) Articles are usually formal texts which inform the reader about something.

2) When you're writing an article, you might want to persuade the reader to
agree with your point of view.

3) Use facts and figures to provide information and to support your opinion.

— J

. Think about the structure of your article

TR

An answer to an article question might look like this.

You organised an event for the children in your local community.
Write an article for a local newspaper informing readers about the event.

iYour article needs a headline or a title.
Your first \Rewardiwg and Worthwhile

paragraph can  volunteering to organise an event in Your community Whrite in

be a summary  is a tiring but enjoyable experience. It is a great way to paragraphs
of what your have fun, meet new people and gain some Life skills. and use
article is about, formal
or your most MNot a moment’s rest language.
important [ Volunteered to organise a football towrmament for boys
point. and girls under 12. 1t was my responsibility to set up the
pitches properly and wmake sure the children were supervised
at all times. Keeping track of 48 children was hard, and
twas constantly running around after them. owne of the
_ volunteers | worked with said, “t bet | am meore tived than
Subheadings ¢, footballers at the end of the day.” she was right. = Y
can break - ‘;“ cant
. . Inciude quotes
up the text A great experience from people

it was Lovely seeing the whole community coming together
to provide an enjoyable day for the children. 1 Learnt a Lot
about how to work with other people and how to organise an
event Like this. These are skills that | think that ( could use
b the future.

in your article.

Get tnvolved

! found the whole experience very rewarding and [ would o, The last
encourage more Young people to volunteer for stmilar
evewts. Our local communities will really bewefit if more
People get Lnvolved with events Like these.

paragraph can
be a summary
or conclusion.
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You see the advert below.

Mitterdon Community Centre is a local centre where young people can learn new
skills, play sports and engage in team-bonding exercises in a safe environment. We
are looking for someone to volunteer to run a sports or craft programme. Please
contact Mrs Susan Holt to apply. The address is: Mitterdon Community Centre, 19
Church Street, Stockport, SK8 7DN. Remember to include any relevant experience
you might have and a brief explanation why you would be the right person for the role.

Write a letter to volunteer for the organisation described above. Think about: !
« the layout of the letter

« the content of the letter

« the tone of the letter and who you are writing for

Use the space below to plan your answer. Write your answer on a separate piece q
of paper. Make sure your spelling, punctuation and grammar are correct. |

s L S

i L ot

g . ety i B i

—_—— _ l
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Writing Letters

Formal letters are for people you don’t know

1) Start with a formal greeting. For example, ‘Dear Sir/Madam'’ or ‘Dear Mr Jones'.
2) End with “Yours sincerely’ if you know their name, or ‘Yours faithfully’ if you don’t.

3) Avoid slang, exclamation marks, abbreviations and text language.

Informal letters are for people you know well

1) Start with the name of who you're sending it to.
2) End with something like ‘Best wishes’ or ‘See you soon'.

3) You can be more chatty, but make sure your spelling and grammar are correct.

Follow the rules for writing letters

There are some things that all letters need.

i /Write your
Put the L address
name or the Leivictora Str,m in the top
umberside
itle of th right corner.
title of the g
person you're c o
writing to. Jmmthﬁ o)
. Put the date
Manager of Loans Department under your
Losahnan® address.
&¥ old road)
Wirite l Copplestone ’
their full ~ Pevon! Use the person's
address. EX17 9HR) / name if you know it. Use
i hs.
bear Sir / Madam. = paragrapns
I am writing to you about the Loan The main
[ am hoping to take out. The reference number is 74905/)... part of your
‘ . letter would
Star_t ?}’ .- L hope this change will not cause any problems. o here
explaining  pleage Let e kinow if this will be possible. g '
why you're

writing.  Yours faithfully

Mr Stan S. Sitwell
- 4

Write your full name for formal letters or just your first name for informal letters.
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Using Joining Words to Link Ideas

‘However' and
e ‘therefore' make |
‘ : R R ik, H | h
agree that traffic is a problem on our roads, howevep drivers need to 'S Paragrap
. Sy it i e e ﬂow bettel’.
use their cars to get to work. ‘Therefore} | am against the ban on cars.

LG T

Use joining words to put your points.in order

1) Use ‘firstly’ to introduce your most important point.
NNANV sy,
‘Firstly’, 'secondly’ ~
and finally'are —
usually only used in—

formal texts. ~
/7 0Ly NN

~
—
—
—

—

7

You could use 'in

Secondly, another issue is P.E. in schools... (ad.ditml' or furthermore
instead of 'secondly’.

3) Use ‘finally’ to round off your argument.

Eiﬂ!‘i‘l l&} You could use 'in
Finally,1 want you to make school meals healthier... “& conclusion’ or therefore
— instead of ‘finally"

" Use ‘however’ and ‘therefore’ to develop your writing

1) Use ‘therefore’ to explain a result.

. Example- | You could also use
Zoos are cruel, therefore | think they should be banned. 50" or ‘as a result.

2) Use ‘however to disagree with something that has just been said.

W e
_Examplé | RYolu could a!s? use
Litter is a big problem, however graffiti is an even bigger issue. 4::5:;;2':‘5;."
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Using Joining Words to Link Ideas

. Use ‘for example’ to add an example

You could also use
‘for instance'.

SRS WG

Practice Question

1)

2)

——

i
Choose ‘therefore’, ‘for example' or ‘however’ to complete these sentences. ‘

a) lbrokemyleg, .........cccovevinnnnn. | couldn’t play football.

b) It was very rainy, it was still quite warm.

c) 'mareallybad cook, ...........cceecevviirnn. | once set the oven on fire.

d) The tyres need changing, the lorry isn't safe to drive.

e) | want to go somewhere warm on holiday this year, Greece or Spain.

f) He was angry when he got to work,

Use ‘firstly’, ‘secondly’, ‘therefore’, ‘for example’ and ‘however’ to complete this text.

,,,,,,,,,,,,,,,,,,,,,,,,,,,,,, , the main argument for banning mobile phones is that they can be

harmful. They can cause all sorts of problems, , if they are used while

driving, they can lead to road traffic accidents.

______________________________ , mobile phones are bad for your health. Some reports suggest that
texting could cause arthritis.

______________________________ mobile phones have become an important part of everyday life, and
they help people stay in touch with their friends and family.

______________________________ , | think we should think carefully about how much we use mobile

phones, and try to avoid using them where possible.
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Using Different Verb Tenses

[ A verb is a doing or being word |

Verbs tell you what something does or is. !

e & |
ot ar i ]

Jane i@ the store manager. |

This is a ‘being’ word. |

If you're writing | cook he cooks
about 'l ‘you', If you're writing
‘we' or 'they’ = | you cook she COOKS | about 'he’, she
you don't need to we cook it cooks or it you need to
change the verb. add an 's' to the
they cook end of the verb.

i How you change the verb depends on who is doing it

Use the verb pattern to work out the correct ending.

T

| cook the potatoes.

The verb table shows that you don't need to

4

change the verb when you're writing about 'I'

=

“Exampie ]

They sell cars.

You don't need to change the verb
when you're writing about 'they’.

She cooks roast beef.

You need to add an 's' to the verb
because you're talking about 'she’

_Example 4 |
It sellg groceries.

You need to add an 's' to the verb
because you're talking about ‘it
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Using Different Verb Tenses

Use the past tense to say what has already happened

1) Most verbs need ‘ed’ at the end to make them into the past tense.

Not all past tense verbs add ‘ed’

1) Some common verbs act differently. Use 'was' for 'I' *he, 'she’ and 'it.
Use ‘were' for 'you', 'we' and 'they’"

Verb Past Tense Verb Past Tense
to do did to be was / were
to have had to go went These are just a fow
to see saw to make made examples. There are
other verbs that act
to get got to come came = differently too.
to take took to think thought
2) Some verbs don’t change at all in the past tense.
_Examples
put cut let set cost hit
Example 1 | J l Example 2 l
He cut his finger yesterday. We fﬁ? our targets last month.

Section Three — Using Grammar

G e




Using Different Verb Tenses

. Use the past tense with ‘have’ to talk about recent actions

1) The past tense with ‘have’ uses two parts.
* The first part is ‘has’ or ‘have’'.

« For most verbs, the second part is the same as the normal past tense.

2) Use ‘have’ with ‘I', ‘'you’, ‘we’ and ‘they’. Use ‘has’ with ‘he’, ‘she’ and ‘it'.

This is the past tense of ‘walk' This is the past tense with 'have'.
He walked He ias walked

3) For some verbs, the second part is different to the normal past tense.

Verb Past with ‘have’ Verb Past with ‘have’
to do has / have done to go has / have gone
to be has / have been to write has / have written
to see has / have seen to take has / have taken

They took) They have taken

. There are two ways to talk about the future

ey

1) Talk about future actions by using ‘am’, ‘is’ or ‘are’ and the verb ‘going’.

Examplel Example 2
| am going to sing. We are going to drive.
This is the present tense of the verb ‘to be" Always use a verb with 'to’ in front of it after 'going.

2) Or you could use ‘will’ with a present tense verb.

Examplet | Example 27| Example 3 |
We will dance. You will cry. They will come.

The 'will' part doesn't change. The only bit that changes is who will do the action.
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1) Rewrite each sentence in the past tense. Use the normal past tense (not with ‘have’).

a) Sarah walks to the park.

b) She has pasta for dinner.

d) He asks her for a lift to the station.

--------------------------------------------------------------------------------------------------------------------------------------------

2) Circle the correct verb to complete each sentence.

a) Andy writes / write a letter.
b) Becky always wear /| wears dresses.
c) | have / has two dogs and a cat.

d) Their course was / were very difficult.

e)
f)

g)
h)

They often goes / go out on Friday.
| play / plays the piano.
Abby never does / do any exercise.

We always bake / bakes cakes.

3) Rewrite these sentences in the future tense. Use the future tense with ‘will'.

a) | made an apple crumble.

b) He came to football practice.

c) They were angry.

d) The horse ate lots of grass.

Section Three — Using Grammar
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1) Check who is doing the action to work out if the verb should change.

‘James and |' means ‘we'. There is more than one person ‘doing' the action.

z ] / Never say ‘we was. This
T M A % doesn't make sense and
Jar ar!‘.} were upset. o Wa mf:é upset. will lose you marks.

Ligh seiriianli

'James' means ‘he’. There is only one person 'doing’ the action.
to be' becomes ‘was'
when 'he, 'she’ or ‘it is

WE@ upset. s> Ha WB@ upset. doing the action.

2) To say ‘there is’ or ‘there are’, use the right ‘being’ word to match the person.

There i§ one team leader.

Use 'is' for one person or thing. ‘Are’ is for more than one.

| have beert ill this week.

You can't miss out the ‘has’ part.
‘He done' doesn't make sense.

You can't miss out the have part.
'| been' doesn't make sense.

i Don’t confuse ‘could’ve’ with: ‘could of”

1) Always writ
2) It's the same for ‘might have’' and ‘should have'.

. Example
He colld have watched the match. He should have recorded it.

It's always ‘could have. You can't say ‘could of' or ‘could has'

e ‘could have’. Never write ‘could of because it doesn’t mean anything.

i




1) Use ‘don’t’ with I, ‘you’, ‘we' and ‘they'.

2) Use ‘doesn’t’ with ‘he’, ‘she’ and ‘it’.

This is short for ' do not.

A verb in each of these sentences is wrong. Rewrite the sentence without any mistakes.

a) There are one cat.

2) Rewrite each sentence so that it makes sense.

a) She might of broken her leg.

..................................................................................




Section Four — Using Correct Punctuation

Punctuating Sentences

% Every sentence should start with a capital letter

1) Every sentence should begin with a capital letter.

He said Fwas kind.

Days of the week and Names of places, like Names of people. Never write I' —
months of the year. cities and countries. always use a capital.

1) Use a full stop to show that your sentence has finished.

= TS T

You need a full stop and a capital
letter every time you finish one
sentence and start another.

| realised it was about to exp|odel}

3) Most sentences aren’t amazing, so don’t use too many exclamation marks.

4) If you're not sure, use a full stop instead.

. Questions end with question marks

1) A question should start with a capital letter...

2) ...but it should end with a question mark instead of a full stop.

Example
, Use a question mark here.
Is he angry? You don't need a full stop as well.
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1)

2)

s e B e e
; 3&315:&“%] e
S R R

Use capital letters and full stops to write these sentences correctly.
You might need to write two sentences instead of one.

a) the trees in scotland were about 50 ft high

Use a full stop, an exclamation mark or a question mark to end each sentence correctly.

a) Why are there so many horror films out at the moment,

b) It turned out that his own brother was the villain_,, That surprised everyone

c) We went to see the football last night,,. The second half was amazing...

d) That's awful_. We should do something about it

e) How can you like that band,,, | don't think they're any good.

f) They've sold more records this year than last year,,, How have they done that,

g) There were slugs on the garden path_, One crawled in my shoe,

Section Four — Using Correct Punctuation
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Using Commas

t Commas separate things in a list

3

1) Commas can break up lists of three or more things.
2) Put a comma after each thing in the list.

3) Between the last two things you don’t need a comma. Use ‘and’ or ‘or’ instead.

Commas split up the information
so it's easier to read.

P

Today | ate a banana, a pear, some chocolate &nd a sandwich.

You don't need a comma here.

1) Two sentences can be joined using a joining word and a comma.
2) Joining words are words like ‘and’, ‘but’ and ‘so’.

3) The comma is added before the joining word to show where the new sentence begins.

S Sl T L N W W T O T I | t !/ s
Example > Don't use too many commas.
| was thirsty today, 80'| drank lots of water. Shorter sentences

= 56parated with full stops

The comma and 'so’ join the are easier to understand.
two sentences together. P A A R T TR U W N NN

. Commas can separate extra information

1) Extra information in a sentence can be separated using commas.

2) Extra information adds detail, but you don’t need it for the sentence to make sense.

L |
The restaurant, which was open all night, had great-value meals. [
The bit in between the commas is extra information. !

3) To check if you've used these commas correctly, remove the words inside the commas. 1

—_——

' EXamplé If the sentence still
e Makes sense, then you're
The restaurant had great-value meals. using them correctly.

Qartinn Fniir — | leinn Carrect Punctuation
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1) Sometimes the extra information can come at the start of a sentence.

3) The extra information could also come at the end of the sentence.

4) In this case, you don’t need to use a comma to separate the two parts of the sentence.

E Extra information can begin or end a sentence

— T singCommas [
| Extra information can begin or end a sentence

Example

The first bit of the sentence is extra information,
it's separated from the second part with a comma.

IR Ve

When the extra
S information comes after
Chris signed the contract when he had chosen a car. "= the main information, it

doesn't need a comma.

1) Correct these sentences by putting commas in the right places.

a)
b)
c)
d)
e)
f)
a)

You need to add cinnamon nutmeg and vanilla to the cake mix.
The cat which looked like a stray was very friendly.

James injured his shoulder so he couldn’'t go bowling.

The bookshop sells biographies thrillers and romances.

Although the cinema was full it was completely silent.

Would you like chocolate chip vanilla or strawberry ice cream?

They were going to go to the concert but they missed the bus.

Alex Johns who was my best man never made it to the wedding.
Our team reached the finals so we went out to celebrate.

| want chopped onions lettuce peppers and tomatoes in my sandwich.
Jim and Maher were going to London but they changed their minds.
The flat-pack table which had instructions with it was easy to build.

The café which sold lots of different types of tea was very popular.
j
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UsingApostrophes

% Apostrophes show that letters are missing

1) An apostrophe looks like this — ) The apostrophe shows
that the 'w' and 'i' of ‘will’

2) Apostrophes show where letters have been removed. have been removed.

The apostrophe shows Lg"ﬁ?’hpﬁz
A A7 {13t the 3 of 'are’ has ey .
we are == we'fe been removed. | will s )1

Use an apostrophe and an ‘s’ to show that someone owns something.

[ Ex;":';fa’f The apostrophe and
i b bk sy . : Er‘the 's' shows that the car
The car belonging to Ruth ===3»» Ruth’s car belongs to Ruth.

e 2 - Even if a word ends
= /in 's’, you still add an

The gym belonging to Mr James === Mr James’s gym  apostrophe and an 's.

L ‘it’'s” and ‘its’ mean different things

1) ‘It’s’ with an apostrophe means ‘it is’ or ‘it has'.

2) The apostrophe shows that there are letters missing.

i Example* The apostrophe
e shows that the i’ is
It is time for lunch. === It's time for lunch. missing from is’
3) ‘Its’ without an apostrophe means ‘belonging to it'.
Example 1 | Eiampla%z-;
The dog loved its new toy. The shop was changing its name.
This shows that the toy This shows that the name

belongs to the dog. belongs to the shop.
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Using Apostrophes

Never use an apostrophe to show that there’s more than one of something. This |
IS 1S wrong.

S T
I_Ei?ample 3 i
two phones/ NOT two phone’s) some duck®] NOT some duck’sl

1) Shorten these phrases by putting apostrophes in the correct places. l !:
a) havenot .......eeieiiviienn, d) couldnot ......covmiirriiiiiieennen, i
b) youwill . €) YOUAre  .occvvrrveeeseeceeeee e . 1 .
c) Iwould ..o, f)  didnot e, i }

2) Rewrite these sentences using apostrophes to show who owns what.

a) the car park belonging to the office

b) the sweets belonging to the child

c) the fingerprints belonging to the burglar

d) the uniform belonging to the nurse

3) Circle the correct word to use in each sentence.
a) It's / Its not surprising that it's / its fallen over.
b) The team won it's / its final match. It's / Its unbelievable!

c) It’'s / Its so nice to see your cat and it's / its kittens.
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Using Inverted Commas

| There are two types of inverted commas

1) Single inverted commas look a bit like apostrophes £ They always come in pairs.

2) One goes at the beginning of a word or phrase the other goes at the end.

A AL e

' mplet\ ]
q]'ramwatching!;;-is a great song.

Have you seen{Darkshine?

There's an inverted comma at the
beginning and end of the word.
3) Double inverted commas look like a pair of single inverted commas — ke

“I Il come to yours at 7 pm." " “Stop rught there, l‘“she said.

Like single inverted commas, double inverted commas always come in twos.

Single inverted commas are used for titles

Titles of things, for example books or films, usually go inside single inverted commas.
Example-2' |
| watched ‘The Z Factor’ last night.

_Example 1|
He bought a copy of ‘©n the River?

Double inverted commas are used to quote

Double inverted commas go around the actual words that someone says.

Example 1] | E;iample 2% 1

These are sometimes

called quotation marks. =3 “| hate the gym,” she said.

“How are you?” he asked.

T L T T T T S O T A A B S O B B
You can use single inverted commas around speechtoo. -

It doesn't matter which you use, as long as you are consistent. -
L S L A S T L I T T e T VO S S A T O T O A N

\

\lI//
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2)

Correct these sentences by putting single inverted commas in the right places.
a) Have you read his new book, Glimpsing Heaven ?

b) It's the first time I've ever seen The Woman in Blue

c) The Sparkshire Herald is full of interesting articles

d) Come Dance With Me is my favourite TV programme

Rewrite these sentences using double inverted commas in the correct places.

a) Happy Birthday! we all shouted together.
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Spelling Tricks

i The ‘i before ‘e’ rule

1) V" and ‘e’ often appear next to each other in a word.
2) This means it can be tricky to remember which comes first.

3) Use the ‘i’ before ‘e’ rule to help:

I" before ‘e’ except after ‘c’, but only when it rhymes with ‘bee’.

T T AT R, v TN = _‘Wji._,--,:-« ..-1_'_;. T RIS I AR _5{
} Example 1;; E Example 2 Exampla }Eﬂ | Example:4 |
beliéve receive eight sciéhce
The ‘ie’ sound The ‘ie’ sound rhymes The 'ie’ sound doesn't The ‘ie' sound comes after
rhymes with ‘bee, with 'bee’, but there's a '¢' rhyme with 'bee’, so 'c, but it doesnt rhyme with
so 'i' goes before ‘e’ so the e’ goes before ' ‘e’ goes before . 'bee’, so 'I' goes before ‘e
. Affew words don't follow the rule
NN NNy vy,
Watch out for these tricky examples. = If you're not sure —
TSP S R { TR T 3 ~ about the spelling E
Example 1 | Example 2 ~ ofaword, check =
weird seize caffeine species ~ yourdictionary. =
LS A B T W W NN
Exceptions that put ‘e’ before The ' goes before the ‘¢, even though
' that rhyme with 'bee’. it comes after '’ and rhymes with 'bee’.

| Use memorable phrases to help you spell tricky words:

Make up sentences or phrases to remind you how words are spelt.

Eg(ample 1 The first letter of each

d in this phrase hel
Rhythm Has Your Two Hips Moving == rhythm woryol: spz| ?rh;;em',e "

. Example 2 |

Remembering smaller words can
help you spell longer words.

There’s a rat in separate <=

Rartinn Fiva — | leina Carraect Sneallina
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N A T T T T e T T N T R T -_;::q._.q_-'m;:_?—g:ﬁ:—'j

1) Rewrite each word so that it is spelt correctly. Some words may aiready be correct.

a) recieve ... d) fierce ...,
b) science ... e) freind .. ...
c) acheive . ... f) wierd

2) Think of four words that you find tricky to spell. Look up the spelling of each word in a
dictionary and write it in the box. Think of a phrase that will help you remember how to speli it.

...................................................................................................................................................

Section Five — Using Correct Spelling



108

Making Plurals

'éi Plural means ‘more than one’

1) To make most words plural, you add an ‘s’ on the end.

Never use an apostrophe to

one dog == twodogs NOT two dog:; - show that a word is plural.

2) If a word ends with ‘ch’, '), 's’, ‘sh’ or ‘2, put ‘es’ on the end to make it plural.

1) Some words end with a vowel (‘a’, ‘'e’, , ‘0’ or ‘u’) and then a 'y’.

2) To make these words plural, put an ‘s’ on the end.

A All these words end
in a vowel and 'y, so

two traﬂs four alle_)?s five g@s they just need an 's’

3) Some words end with a consonant (any letter that isn't a vowel) and then a 'y’.

4) To make these words plural, change the 'y’ to an ‘i’ and then add ‘es’ on the end.

| Example 1 | | Example 2;’.%
LUl et 4L L ple s ' is a consonant, so

cr% == Cries county] e countleé_,*'— the ending changes.

. Words ending with ‘£ or ‘fe’ need a ‘v’

]

1) To make words ending with ‘f' plural, change the ‘f to a ‘v’ and add ‘es’.

Examplgl Example 2 |
one shelf == two shelves a thief' ===p> three thieves’

2) To make words ending with ‘fe’ plural, change the ‘f to a ‘v’ and add 's’.

Example 1 Example 27|

one wife == two wives a knife =3 three knives

1l ee N mvvnnd Crnnlline
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Making Plurals

[ Some words don’t follow a pattern

to change the spelling of the word.

tooth t@éth é nousBS
=188 woman womén Mouse == riice

2) Some words don’t change at all.

You would always say ‘two

A sheep', never 'two sheeps'.
fish deer sheep g '

1)

Write the plural of each word.

a) cinema ..o e) baby
b) Friday ., fy half e,
c) brush i, g) reindeer . ...

d) journey h) monkey

Rewrite each of these sentences with the correct plurals.

a) The boyes ate all the peachs.

--------------------------------------------------------------------------------------------------------------------------------------------

c) Spys always carry knifes.

d) The branchs were burnt to ashs.

Section Five — Using Correct Spelling
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Adding Prefixes and Suffixes

" Prefixes a

nd suffixes are used to make new words:

T

1) Prefixes are letters that are added to the start of words.

2) When you add a prefix, it changes the meaning of the word.

Examle | Exampie |
un + well ==3» unwell’ dis + agree ==3» disagree)

3) Suffixes are letters that are added to the end of words.

4) When you add a suffix, it also changes the meaning of the word.

PR —
I—'Exqmp'le 1 5 Egmpleﬁg : .Words ending
safe + ly === safely play + ful == playful <= in ful' are spelt

with only one '

The spelling of the

If you add a prefix to a word, the spelling of the word stays the same. prej’;::‘:ht::gve"ord

, Exa'niple-“ﬁl Example Zj /

im' + perfect -==3» imperfect mis + place === misplace

' Adding a suffix might change the spelling:

1) if you add a suffix to a word, sometimes the spelling changes.

2) if a word ends in an ‘e’ and the first letter of the suffix is a vowel, you drop the ‘e’.

.' Example 1 Example 2 | The vowels are 'a,
care + ing ==3» caring bake + er===» baker ', 1,0 and U’
) NAANVL )
3) Some words end with a consonant and then a 'y ~ Whenyouadda ”
. . ~ suffix, ignore the =
4) When you add a suffix to these words, change the 'y’ to an i'. ~ " before e rule. ~
. 4 2 B B R TR U W N
- Example 1 Example 2
tidy + ness -==» tidiness cry + ed ==9» cried

Section Five — Using Correct Spelliing
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Adding Prefixes and Suffixes

The C-V-C rule tells you when to double letters

1) If you're adding a suffix that begins with a vowel, you can use the C-V-C rule.

2) For most words, if the last three letters go consonant - vowel - consonant (C-V-C)...

All these words
commit begir fu‘ﬁ sit) < end with C-v-C.

3) ...you double the last letter when you add the suffix.

pre=s S 'ing’ starts with
Example 1" Example 2 | 2 vowe), s0
. . s he 't.
sad + er == sadder commit + ing ===p» committing  2°u0'e the

4) If the first letter of the suffix is a consonant, you don’t double the last letter.

Example 1 | Examples2 'ness’ starts with a
dread + ful == dreadful tired + ness == tiredness °°':::;|:t't;z .j,""t

b e sl AT iR s AT
o AWK 50 R

1) Rewrite these words so they are spelt correctly. Some words may already be correct.

a) stopper ... d) repplay ...
b) hopefutt ... e) beautyful .. ..
c) lovely . oo f) misslead

2) Rewrite each of these sentences and correct the mistakes.

a) He tryed to help the joger.

b) She was fameous for her kinddness.

c) | am puting this sillyness behind me.

............................................................................................................................................
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Common Spelling Mistakes

| Words with double letters can be hard to spell

1) It's tricky to spell words with double letters because you can’t hear them when th

2) Learn how to spell these common words with double letters.

| Examples |
address necessary tomorow  success) eventually
different possible professional imimiediately ~occasionally

' Silent letters and unclear sounds can be tricky

E———

1) Sometimes you can’t hear a certain letter when you say a word.

2) These are known as silent letters.

| Examples
wHen which write whole know could beforg doubt

3) Sometimes the sound in a word isn’t clear. \ Make sure you leamn.
P ——— these tricky spellings
' Examples. | /
becalsé company decide describe horriple
‘business complaint definitely experience interesting

E Make sure you're using the right word

1) ‘A lot' means ‘many’, always write it as two separate words. ‘Alot’ is nota real
2) ‘Thank you' is always written as two words. |

3) ‘As well' is always written as two separate words. ‘Aswell’ is not a real word.
If you can swap in 'migh
then you're using the !"QM
version of ‘may be:

4) ‘Maybe’ means ‘perhaps’. ‘May be’ means ‘might be'. t e

! Example 1 '? Example 2 ' )
Maybe I'll come to work early. He may be coming to work eary-




5\?\ ‘May be it's just not posible.

5

Section Five — Using Correct Spelling
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Commonly Confused Words

1) ‘Their means ‘belonging to them’.

Thelr house started to crumble. He said their new flat was lovely.

2) ‘They’re’ means ‘they are’'.

Theyrs) coming to tennis club. They're sending him a postcard.

3) ‘There’ is used to talk about a location...

=

If you can replace 'they're’
with 'they are’ and the

i Eg;amgle 1;,., IEX- amplé 33 sentence makes sense, then

The car is over there He isn't there!

4) ...or to introduce a sentence.

_ Example 1

you're using the correct one.

Theré is a problem with this microwave. There are three kittens.

. Learn how to use ‘to’ and ‘too’

1) ‘To’ can mean ‘towards’, or it can be part of a verb.

_ Example 1 | Example 2
She’s going to Peru. He's going to comé at 6 pm.
When 'to’ means ‘towards’, it's ‘To' is part of the verb 'to come'.

followed by a place or an event.

2) ‘Too’' can mean ‘too much’, or it can mean ‘also’.

! G ! i
. Example 1 8 - Example 2
This car is too slow. He enjoyed the play too!
This version of 'too’ often has When 'too’ means ‘also), it usually
a describing word after it. comes at the end of a sentence.

Section Five — Using Correct Spelling
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Commonly Confused Words |

[ Your’ and ‘yowre’ mean different things

1) ‘You’re’ means ‘you are’'.

If you can replace 'you're’ with 'you are' and the
sentence makes sense, then it's the right one.

= You're a really kind person.

2) ‘Your' means ‘belonging to you'.

Examplé@i

The watch belongs to you.
Put youfjwatch in the safe.r

I Don't confuse ‘of’ and ‘off’

1) ‘Off can mean ‘not on’. 'Off can also mean ‘away (from)’.
Sampiet ] Exampig 2
Turn the water off} He is taking Friday off work.

2) 'Of is a linking word. It joins parts of a sentence together.

Example '

The shed is full of angry wasps.

i - / j : BjER o
g ‘Are’ and ‘our’ sound alike'

1) ‘Are’is a verb.

Example 1 Example z
You are very cheerful today. Are you coming over today?

2) ‘Our’ means ‘belonging to us’.

" Example 17 Example 2

Our new caravan is yeliow. It's our favourite time of year.

Section Five — Using Correct Spelling
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Commonly Confused Words

. ‘Been’ and ‘being’ can sound the same

1) ‘Been’ only ever comes after the words ‘have’, ‘has’ or ‘had'.

I Qa\ze beaq, there before. My friend has been, too. My aunt had been before us both.

2) '‘Being’ comes after ‘am’, ‘are’, ‘were’ or ‘was’.

| 'am being helpful. They are being helped.

] Example 3 3 e e
We were being kind. Lucy was being thoughtful.

I ‘Bought and ‘brought’ mean different things

‘Brought’ is the past tense of ‘bring'. ‘Bought' is the past tense of ‘buy’.

Example‘l 1 _ 62
| brought a bag. I bougn; a bag.
This means 'l have This means 'l
a bag with me'. purchased a bag'

. Teach and learn are opposites

1) You teach information to someone else.

2) You learn information from someone else.

~ Example 1 Example 2

| teach Italian to my mother. My mother learns ltalian from me.

QAantinn Eivia ___ | leina CAarracrt Snallinn




1) Circle the correct word to use in each sentence.

2)

a)
b)
c)
d)
e)

f)

Their / There is no way to get off / of this bus early.

Are | Our there too / to many peopie on board?

| hope you’re / your joking when you say you’re / your going to buy a snake.
Their / They’re goingto go to / too bed.

He was being / been careless with you’re / your car.

Can you learn / teach me how to use our / are dishwasher?

Each of these sentences has two mistakes. Correct the mistakes and rewrite the sentence.

a)

b)

They bought they’re dog into work.

............................................................................................................................................
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~ Writing Test Advice

Always write a plan before you begin

1) Writing a plan will help you put your ideas in the right order.
2) You will get marks if your answer has a clear beginning, middle and end.

3) If you're given a text or some bullet points, use information from them in your plan.

“Example |

You are taking part in a half-marathon for a children's charity.
Write an email persuading your co-workers to sponsor you.

You should include: It might be helpful to write
about the bullet points in

* When the half-marathon is taking place. =, they are given.

* Why your co-workers should sponsor you.

s Your answer should
* How your co-workers can sponsor you. include all these things.

4) You might need to make up some details, for example a business name.
5) If you make up any details, be sensible and make sure they add something useful.

6) Use any similar experiences you've had to make your writing more believable.

1) In the writing test, correct spelling, punctuation and grammar is worth a lot of marks.

2) Never use text speak even if you're asked to write an informal text.

3) If you're copying a word that's used in a source, make sure you spell it correctly.

4) Make sure your handwriting is clear, if it can’t be read you could lose marks.

1) Make sure you only write down things that answer the question. AN Ty

N\
> There's more
_ about correcting -

3) Spend a few minutes checking through your work at the end. //rr)islt?k’e? on \}9-\6\5-\\

4) Don't worry if you spot some mistakes, just try to correct them neatly.

2) Leave yourself enough time to do both parts of the writing task.

5) Try and write between 200 and 300 words for each text in the writing test.

‘Nriting Test Practice
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 Exercise A — Thank You Letter

You are a member of the car breakdown service shown below.

Car Mechanics Club

Membership is only £24.99 a year

We fix 90% of cars on the roadside :
We will be with you and your car within 45 minutes.
We operate 24 hours a day

Our mechanics are friendly and polite

. [ 3 [} .

Address: Car Mechanics Club, 27 Elvet Road,
Swindon, Wiltshire, SN1 3L.D

Your car broke down last week. The Car Mechanics Club sent a mechanic to help you.

You were impressed with the service you received, and you want to write a letter to thank
the car breakdown service.

You should include:
* An explanation of your breakdown.

* Why you were impressed by the service provided by the Car Mechanics Club.

Remember to:

* Plan your answer.

* Use full sentences and paragraphs. You will be marked on spelling, punctuation and grammar.

* Set your letter out correctly.

You have 25 minutes to complete this exercise. You may use a dictionary.
Write your answer on a separate piece of paper. (15 marks)

Plan your answer here:

Writing Test Practice — Exercise A
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_ Exercise B — Email to Sportswoman

You are the events organiser for the charity shown below.

Healthy Hearts Trust

Healthy Hearts is a charity committed to helping people fight heart
disease. We were founded in 1986 with the aim of encouraging
healthy living and reducing heart disease. We raise money
through a number of different activities including sponsored fun
runs, raffles and charity dinners. The charity has raised money

to buy equipment at local hospitals and it has provided life-saving
advice to people about how to keep their hearts healthy.

You read a newspaper article about a sportswoman called Louise Fitzgerald who wants to do
more to help promote local charities. Write an email persuading her to take part in a charity
event you are organising. You can contact her at: louise.fitzgerald@sportmail.co.uk

You should include:

* What Healthy Hearts Trust does.
+ What event you are organising.

* How she can help promote the charity’s work.

Remember to:
* Plan your answer.

* Use full sentences and paragraphs. You will be marked on spelling, punctuation and grammar.

 Set your email out correctly.

You have 25 minutes to complete this exercise. You may use a dictionary.
Write your answer on a separate piece of paper. (15 marks)

Plan your answer here:

‘Writina Test Practice — Fxercise B
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Exercise C — Art Competition Article
You work for a magazine that promotes local art. You receive the following email from the editor.

To: [ publishing@email.co.uk |

Subject: [ Article about Art Competition ]

Hi there

We're looking to promote the art competition that's being organised by the Town Council on 4th
February in the town hall. The competition is designed to bring attention to local art. Budding
artists will get an opportunity to have their work put on display, and members of the general public
will be invited to judge the pieces. It's a great opportunity for artists to show off their skills and for
more people to take an active interest in local art. The winner in each category will receive £1000.

I'd like you to write an article encouraging people of all ages and abilities to enter the competition.

Thanks very much
Stephanie

Write an article persuading the readers of your magazine to enter the competition.
You should include:

* When and where the competition will be taking place.

* The purpose of the competition.

* Reasons why your readers might want to enter the competition.

Remember to:

* Plan your answer.

« Use full sentences and paragraphs. You will be marked on spelling, punctuation and grammar.

You have 25 minutes to complete this exercise. You may use a dictionary.
Write your answer on a separate piece of paper. (16 marks)

Plan your answer here:

Writing Test Practice — Exercise C
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You read the advertisement below in your local newspaper, and you and a friend decide to go
to the restaurant.

Amar il

If you want a proper Italian dinner then come to Amalfi
— the new restaurant on Upper Street. Amalfi offers the
very best in Mediterranean food at affordable prices. Our [h |
specialities include stone-baked pizzas, delicious lasagnes
and creamy carbonaras. We've also got live Italian music |
playing so you'll really get a feel for the Italian culture.
Come to Amalfi — you'll never taste better Italian food!

Write a review of Amalfi for a website about restaurants in your area.

You should include:
* What you enjoyed about your visit.

* Anything you thought that the restaurant could improve.

Remember to:
* Plan your answer.

* Use full sentences and paragraphs. You will be marked on spelling, punctuation and grammar.

You have 25 minutes to complete this exercise. You may use a dictionary.
Write your answer on a separate piece of paper. (15 marks)

Plan your answer here:

‘Writing Test Practice — Exercise D
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___ Exercise E — Report on New Airport.

You see this article in the local paper.

New Airport Sparks Outrage

Plansto buildanew airportnear Newtown  airport will lead to better transport links to

have divided the local community. other towns. She hopes that this will mean

Residents are concerned that the new airport  that local businesses can sell their products to

will be noisy and cause an increase in pollution. more people. She also argued that the airport

They claim that this will make many people will create more jobs and this will mean more

less likely to work, live and shop in Newtown. people will live and shop in Newtown.
However, the Mayor has stated that the

The shop you work for is based in Newtown. Your manager wants you to write a report about
the positive and negative effects that the new airport might have on the shop.

You should include:

* The benefits that the new airport might bring to your shop.

* The disadvantages that the new airport might bring to the shop.
* Whether you think the new airport will help the shop or not.
Remember to:

* Plan your answer.

* Use full sentences and paragraphs. You will be marked on spelling, punctuation and grammar.

You have 25 minutes to complete this exercise. You may use a dictionary.
Write your answer on a separate piece of paper. (15 marks)

Plan your answer here:

Writing Test Practice — Exercise E
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Exercise F — Letter to a Bus Company

This advert for JTL buses is put through your door.

JTL BUSES

We take you where you want to go, and get you there on time.
We promise that:
* Our buses are aiways on time

«  We've got the friendliest drivers around

« Our vehicles are clean and reliable

And best of all... our service is great value for money.
So give us a try today, and get on board with your local bus service.

JTL buses: 48 Canal Street, Moorewaite, Cumbria, LA10 7FW

You take a JTL bus to work everyday and you are unhappy with the service they provide.
Write a letter to the company telling them about your complaints.

You should include:

+ What the problems were and why you are unhappy with the service.

» What you think the bus company should do about it.
Remember to:
» Plan your answer.

 Use full sentences and paragraphs. You will be marked on spelling, punctuation and grammar.

» Set your letter out correctly.

You have 25 minutes to complete this exercise. You may use a dictionary.
Write your answer on a separate piece of paper. (16 marks)

Plan your answer here:

\Alvitim~ TAct Drantira ___ Fvarrica E
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. Exercise G — Comment on a Crime Forum

You click on a link for a forum about crime in Britain. You read the two posts below.

File Edit View Favourites Tools Help

Address:[ www.crimeforum.uk.com 3

Crime Forum
Are prison sentences too harsh?

Dan64 says: | think that if prison sentences were given more often then people would stop

committing crimes. We are too soft on criminals. Judges don't lock them up enough and they

keep shortening their sentences. When the criminals are released, they just commit more crimes.
Posted 7 minutes ago.

Fiona_G says: Prison sentences are too harsh and they don't solve anything. A prison sentence
doesn't tackle the problem that has led to someone committing a crime. We should try to stop
people from turning to crime instead of locking them away for years.

Posted 11 minutes ago.

Write your own comment for the Crime Forum giving your detailed views about prison sentences.

You should include:
» Whether you agree or disagree with two comments on the forum.

* Your own opinions about prison sentences.

Remember to:

* Plan your answer.

» Use full sentences and paragraphs. You will be marked on spelling, punctuation and grammar.

You have 25 minutes to complete this exercise. You may use a dictionary.
Write your answer on a separate piece of paper. (156 marks)

Plan your answer here:

Writing Test Practice — Exercise G
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| Exercise H — Leaflet for New Employees

You receive the email below at work.

[EX)|
|

| To: | staff@staffmail.co.uk l

) Subject: | New Starters’ Guide l

Hi

As you know, we are bringing some new employees to the company from overseas, To help them
settle into their new jobs, I'd like you to write a short information leaflet for them about living in the
area. You could write about nearby attractions, details of local shops, transport links and any other
information you think that they would find useful. Let's give them a really warm welcomel

Thanks again
Kelly

Write the text for a leaflet informing new starters about the local area.

You should include:
* Activities that they can do in the area.
* Information about public transport.

* Any advice that you think could be helpful.

Remember to:

* Plan your answer.

* Use full sentences and paragraphs. You will be marked on spelling, punctuation and grammar.

You have 25 minutes to complete this exercise. You may use a dictionary.
Write your answer on a separate piece of paper. (16 marks)

Plan your answer here:

Writina Test Practice — Exercise H
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Dr’é.am; Cloﬂr\ing

Dreams Clothing is a new online clothing store where you can order
designer clothes at affordable prices.

We promise:
e Top-quality products ¢ The latest fashions
* Unbeatable prices * Speedy delivery

Dreams Clothing — amazingly good-value fashion.
Dreams Clothing, 17 Hart Street, Vicarstown, Southampton, SO1 8BS

You were unhappy with the service you received. Write a letter to the company telling them
about your complaints.

You should include:

* What the problem was.

* What you expect the company to do about the problem.
Remember to:

* Plan your answer.

* Use full sentences and paragraphs. You will be marked on spelling, punctuation and grammar.

« Set your letter out correctly.

You have 25 minutes to complete this exercise. You may use a dictionary.
Write your answer on a separate piece of paper. (15 marks)

Plan your answer here:

‘Writing Test Practice — Exercise |
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Exercise J — Email to aFriend

You recently visited the hotel below.

The Buttercup Hotel

The Buttercup Hotel, Glinton, is an award-winning hotel in a brilliant
location. We offer luxury rooms — without the luxury price tag!

When you stay with us you’re only a short walk from a bustling high
street with plenty of shops, restaurants and bars. But, if you don’t feel
like leaving the comfort of the hotel, we’ve got an on-site restaurant which serves

a great range of high-quality dishes from 6.30 am right up to 10.30 pm.

Each room is clean, spacious and comfortable and has free tea and coffee making
facilities. Each room is also fitted with a flat screen TV and a DVD player.

Write an email to a friend explaining why The Buttercup Hotel is such a good place to stay.
You should include:
» What you enjoyed about your visit.

*  Why you think your friend should stay there.

Remember to:

* Plan your answer.

« Use full sentences and paragraphs. You will be marked on spelling, punctuation and grammar.

» Set your email out correctly.

You have 25 minutes to complete this exercise. You may use a dictionary.
Write your answer on a separate piece of paper. (15 marks)

Plan your answer here:
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Section One — Writing
Structure and Planning

Page 65
Q1 a) Audience: tourists
Purpose: to explain what
there is to do in your town
b) Audience: your council
Purpose: to complain
about the lack of recycling
facilities
c) Audience: a charity shop
manager
Purpose: to apply for
voluntary work
d) Audience: your boss
Purpose: to persuade them
to give you flexible working
hours
e) Audience: newspaper
readers
Purpose: to advise how to
save money
Q2 a) Informal
b) Formal
c) Formal
d) Formal
e) Informal

Page 69
Q1 Answers may vary, for example:

Hi everyone

I'd really like togoto a
theme park and was wondering
who wants to go to Talltown
Towers with me?

| was thinking of going on
22nd May. There's a train that
leaves at 8 am that would get
us to Uxley for 10 am (or if
you'd prefer to drive, give me a
call and I'll give you directions).

I've heard there are a
lot of rides that you'll get wet
on, so make sure you bring
waterproofs.

If anyone wants to bring
other friends, that's fine.

Finally, if we book tickets
online, they're half-price.

| think it'll be a really fun
day, and | hope you can all
come.
Hope to see you soon
Kate

Page 71
Q1
up every day in the UK. ltis
thought that the number of coffee
shops will double in just a few
years.

Some people believe that the
British interest in coffee began
in 1978, when the first coffee
shops opened in London. When
it became clear that these shops
were making a lot of money, more
and more began appearing all
over the country.

Last year, over two billion
pounds worth of coffee was sold.
The biggest coffee chains sell just
under half a million cups of coffee
every day.

However, not everyone likes
coffee. Surveys suggest that
16% of the population have never
visited a coffee shop.

Section Two — Choosing the
Right Language and Format

Page 73

Q1
In your plan you should include:
« Give examples of ways you
could help organise the party, for
example put up the decorations or
book the DJ.
» Any other suggestions you might
have for the party. For example,
a fancy-dress theme or organising |
transport home.

In your answer you should:

» Write ‘To’ and then ‘harry.
coates@officemail.co.uk’.

+ Underneath, write ‘From' and
then your email address.

+ Make sure you fill in the subject
box with something suitable, for
example ‘Help with Christmas
Party’.

» Start with a suitable opening, for
example ‘Hi Harry'.

» Write in paragraphs. You
should use the bullet points in the
question as a rough guide for what
each paragraph should be about.
You should use a new paragraph
for each bullet point.

- Use an informal writing style
because you know him personally.
+ End with something like ‘Speak
to you soon’ or ‘Thanks' and your
name.

| Page 75
New coffee shops are opening | Q1

In your plan you should include:
+ The reasons why you want

to volunteer for the Mitterdon
Community Centre, for example
you want to get some work
experience.

+ Give examples of experience
you have, for example you've
done volunteer work in the past.
+ |deas about the sport or craft
programme you'd like to run, for
example coach a football team or
teach mural painting.

In your answer you should:

» Write your name and address
at the top right of the page.

- Write the date underneath your
address.

+ Write the full address of
‘Mitterdon Community Centre’ on
the left-hand side of the page.

» Start with ‘Dear Mrs Holt'. Do
not use ‘Dear Sir / Madam’.

= Use a formal writing style.

+ Write in paragraphs. You
could have one paragraph about
why you want to volunteer for
the programme, and another
paragraph explaining why you're
right for the role. You should use
a new paragraph for each bullet
point.

+ End with ‘Yours sincerely’,
because you know who you're
writing to, and your full name.

Page 77

Q1

In your plan you should include:
« What the event was and why it
was held, for example a charity
dinner hosted by the Jane Bauer
Foundation to raise money for
the local hospital.

« What happened at the event,
for example there was a speech
by Mr James Johnson and a
raffle.

« That the event was successful,
it raised £3,500.

In your answer you should:
+ Be formal because you're
writing a newspaper article.

Answers to the Writing Questions
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« Be informative and mention
everything that happened at the
event. For example, there were
some great raffle prizes, such as a
bottle of champagne and a holiday
to Venice.

Page 79

Q1

In your plan you should include:

» Some advantages of the new
car park. For example, it will
mean there are fewer parking
problems in Burnham.

» Some disadvantages of the
theatre closing. For example,
people will have to travel up to 50
miles to