TYPE 1  :  Writing an argumentative article

1/ Sample Writing: 

Subject:          E-mail – A good thing or a bad thing?  
In recent years, e-mail has become an increasingly important means of communication. However, like most things it has both advantages and disadvantages.

On the plus side, e-mail has many advantages. To start with, e-mail is fast. No matter where you are sending your message, whether it’s to the neighbouring street or to the other side of the planet, it takes only seconds to reach its destination. Added to this, e-mail is cheap. Unlike long distance telephone calls, you pay no more for messages sent from the US to Europe, or from Ontario, Canada to London, England. Also, e-mail is environmentally-friendly because it is an electronic means; it saves natural resources such as paper. Last but not least, e-mail messages are easily stored and retrieved. An e-mail message you receive can always be called back up at any moment.

However, for every plus there’s a minus. For one thing, an e-mail is a secure means. As your e-mail message makes its way to its destination, it has to pass through various electronic filters. Anyone with the right technical know-how can intercept it without your knowing. What’s more, e-mail is impersonal. Unlike when face to face or on telephone, it’s difficult to get across subtle meanings in e-mail prose with no visual or voice clues. Last of all, e-mail is in fact very easy. You can write a message in a few seconds and send it off at one click. And once sent, you can’t get back a message that may have been written in a fit of irritation or anger. 

Overall, I personally think that the pros of e-mail outweigh the cons .It has transformed the world of communication in largely beneficial ways. Text messaging, is now a major way of keeping in touch with people all over the world.

How to write an argumentative article?

“Topic” is a controversial issue. It has advantages as well as disadvantages. 

A/ Introductory paragraph: state the problem 
B/ Paragraph 1: Advantages
                                   
On the plus side,   + topic sentence.


To start with,……………………………………………………………………………………


Added to this,……………………………………………………………..……………………

Last but not least,………………………………………………………………..…………..
C/ Paragraph 2: Disadvantages

  However, for every plus there’s a minus. For one thing, …………………

                               
What’s  more, ……………………………………………………………


Last of all, …………………………………………………………………..
D/  Conclusion      
Overall, I personally think that the pros outweigh the cons………………… 


 …………………..

2 / Study the following argumentative text

       Technology is a controversial issue. Some people believe that technology is a blessing. Others, however, see it as a curse.

         In fact, on the one hand, technology is a source of happiness. It has made our life easier thanks to cars, trains and planes, for example. Moreover, technology revolutionized education. For instance, virtual schools and online learning are alternatives for people who find it difficult to go to school because they work or live far away from it.

         On the other hand, technology may be a source of trouble. Actually, it has led to destruction in many parts of the world through modern weapons. Matters may be even worse, when we take into consideration the effect of some technological devices on our environment. As a matter of fact, disasters like pollution in its various forms and global warming are results of technological development.

        All in all, technology is good but it should not fall in the wrong hands. 

Task 1

Reorder the following scrambled sections to get coherent sentences.

1) technology / thanks to / are interlinked / and we are / all the countries/ a global village / living in.

……………………………………………………………………………………………………………………………………………………………………………………

2) robots and machines / correctly / do not / unlike humans / make mistakes / when programmed.

…………………………………………………………………………………….………………………………………………………………………………………………

3) information technology / while / it has also / while / contribute to / may have made / a global village / one culture / other weaker ones / the world / dominating.

…………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………..……

4) a hard / to determine / decision / whether / a blessing / a curse/ technology / to make / is / or.

………………………………………………………………………………………………………………………………………….………………………………………

5) internet and mobiles / definitely / the perspective / have / we had / changed / of distance.

………………………………………………………………………………………………………………………………….………………………………………………

6 )to resolve /ends up / a bigger problem / the ones / creating / technology/ than/ we were trying.

…………………………………………………………………………………………………………………………………………………………………………………

  Task2

Correct the faulty parallelism in the sentences below.

1) People have less face to face conversation because of e-mail, using the mobile and text messages.

…………………………………………………………………………………………………………………………………………………………………………………

2) Technology provides comfort but it has taken away the peace of mind necessary to enjoy that comfort.

…………………………………………………………………………………………………………………………………………………………..……………………

3) Some of the most important discoveries we have done would not be possible without the usage of technology.

…………………………………………………………………………………………………………………………………………………………..……………………

4) We can just connect to the World Wide Web and communicating with people who are miles away from us.

…………………………………………………………………………………………………………………………………………………………………..……………

5) We commute by automobiles and airplanes and we are communicating by emailing and mobiles.

………………………………………………………………………………………………………………………………………………………..………………………

6) Nuclear physics has led to research in improving communication and in how to make people healthier. 

…………………………………………………………………………………………………………………………………………………………………………………
Task3

Choose the appropriate linking words from column "B" to link the sentence halves in columns "A" and "C". There is an extra item in «C". Answer in "D"

	"A"
	"B"
	"C"
	"D"

	1-Machines always accomplish tasks perfectly

2-Technology can make us save time and money

3-Not only does TV bring the news into our homes

4- The problem is not with technology 

5- The use of computers in the workplaces have led to unemployment 
	but also

and

because

so

but

despite
	a-they are more efficient.

b-you don't have to worry about making a mistake.

c-it is rather people's resistance to technology.

d-it makes us participate in almost every world event.

e- life will be made easier as a result.

f- productive as the people who made it.
	1+…..+..

2+…..+..

3+…..+..

4+……+..

5+…..+..


Task4

Use the prompts below to write a text about the benefits of technology.

1) Machines / robots / be / now/ do/ the job / man.

……………………………………………………………………………………………………………………………………………………………………………… 

2) They / save/ great / deal / time / money.

………………………………………………………………………………………………………………………………………………………………………………

3) Modern / technology / great / improve / people / lives / different / fields / medicine / education / industry.

………………………………………………………………………………………………………………………………………………………………………………

4) Mobile phones / facilitate/ communicate / people/ computers /narrow / distances / countries.

………………………………………………………………………………………………………………………………………………………………………………

5) technology/ not only / bring/ world /  close / together / but / allow/ world / economy/ become / single / interdependent / system

………………………………………………………………………………………………………..………………………………………………………………………     

Task 5 : This is the last paragraph in an argumentative text about the positives and negatives of technology .The topic sentence and the concluding sentence are missing; write them.

………………………………………………………………………………………………………………………………………..…………………………………….…….

     What makes it change its position is how we use it. We cannot blame a nuclear weapon for the damage it produces; we blame the person who detonated it. It is the same with everything else, computers, medicines, cars, planes and even simple gadgets. Everything is improvement; everything used technology to be created. 
…………………………………………………………………………………………………………………………………………………………………………………….

TYPE 2  :  Writing “a letter to the editor” and “the reply of an editor”

1- Purpose  

· to express a complaint 

· to express one’s opinion and attitude 

· to ask for / to give  advice 

· to suggest solutions  

· or to comment on previous articles sent to the same newspaper/ magazine. 

2- Writing tips
· Address it “Dear Editor/or Columnist”.

· Make one point (or at most two) in your letter. State the point/ topic clearly, ideally in the first sentence. 

· State the purpose of the letter.

· Refute or support specific statements. 

· Write in a formal way ( I am instead of I’m…etc) 

3- Useful expressions 

To express opinion   

-I think that ………………../ As far as I can see, ……….(state your opinion) /  I (strongly)believe that………….. In my opinion, ……………………..

To express advice: 

You should / You ought to + verb ……………./ It is advisable to …………../ If I were you, I would…./ 

I advise you to …………. / It would be better if you .......etc 

To suggest 
I suggest that you should …../ Why don’t you ……/ What about ……………../ How about ……………../ Try to …………..etc 

To complain 
I am really (in trouble / at a mess / worried / suffering/ angry ...etc) / I do not know what to do    

It really bothers me / I (am/ was) not at all satisfied …. / I am totally disappointed with ..... / I am totally / completely dissatisfied with ...... etc   

 To ask for advice /help 
What can I do? / Please help (me)! / Would you please tell me what to do? / What can I do concerning …../ Please show me what ( should be done /to do) …etc                                 

4- Sample Letter to the Editor 

	Dear Editor: 

My parents want me to go to Medical College when I leave school. However, I have no hope of getting a good enough mark in the final school examinations. My parents do not realise how poor my marks have been. I just can’t face telling them I am not good enough. I am terrified of the examinations, and I cannot study because I am so depressed. What can I do? 

                                                                                                                                                   Aziz.M (Tunis)  


4- Sample reply: 

	Dear Aziz: 

The best thing would be for you, your parents and your teachers to get together and have a proper discussion of your capabilities. It may be that you are capable of doing better than you think. In any case, the teachers can give your parents a realistic idea of your prospects. If you cannot go to Medical College, your teachers will help your parents to see that there are many other worthwhile careers which might be suitable for you. So, talk to your headmaster and your parents about arranging a meeting now. 

                                                                                                                                                              The Editor 


5- 1    Practice exercises: 

Write a sentence expressing:
A - complaint about your brother who is addicted to Internet. 

……………………………………………………………………………….....................................................………………………

Give  advice to a mother whose son is addicted to Internet 

……………………………………………………………………………….....................................................………………………

Write a sentence expressing your opinion about technology.  

 ……………………………………………………………………………....................................................………………………...

Write a sentence expressing your disagreement with someone who is in favour of technology. 

……………………………………………………………………………….....................................................……………………...    

Write a sentence expressing your agreement with someone who is against /for technology. 

 ……………………………………………………………………….....................................................……………………………...   

 Your friend is a heavy smoker. Write a sentence wherein you ask for advice. 

 ……………………………………………………………………….....................................................……………………………...  

 Write a sentence in which you suggest a solution(s) to smoking. 

 ……………………………………………………………………...........................................................……………………………    

5– 2   writing tasks 

A-The Editor of Newsweek magazine, wrote the following: 
“….. I think space tourism is crazy. While many poor people all over the world are dying of malnutrition, hunger and diseases, some extremely rich people are wasting money on a senseless dream of travelling into space at very high prices. Wouldn’t it be better to spend the money on more humanitarian causes?” 

Write him a letter in which you express your opinion about the issue. 

	Dear Editor: 

……………………………………………………....................................................................…...........………………………………………

………………………………………………………………………………………..................................................................................……

……………………………………………………………………………………………………...……………………………………………………………………………………………………...……………………………………………………………………………………………………...…………………………………………………………………………………………………….............................................................................................................................................................................................................


B-Online learning has a number of advantages over traditional classroom-based learning. John Bears, author of Bears’ guide to Earning Degrees by Distance Learning, asserts “it offers a level of flexibility unavailable from a traditional program, in that the student can pursue his or her studies whenever and wherever he or she wishes.” 

To what extent do you agree with this statement? 

Write a letter to Mr. John Bears to explain your viewpoint and state the benefits or drawbacks of distance learning. 

	Dear Mr Bears: 

…………………………………………………………………..............................................................………………………..……………….

………………………………………………………………….............................................................………………..……………………….

…………………………………………………………………............................................….................………………..…………………….

……………………………………………………………………….............................................................……………………….…………….

…………………………………………………………………………………………….....……………………………………………………………………………………………....................................................................................….


C-You read an article in “National Geographic” magazine in which the writer states that “as technology advances, privacy diminishes.” 

Write a letter to the Editor of the same magazine and express your viewpoint. Say whether you see technology as a blessing or a curse on one’s privacy. 

	Dear Editor: 

……………………………………………..............................................................................................................................................................................................................………………............……………………………………..……………………...

…………………………………………………......................................................……………………………....................……………..

…………………………………………………………………....................................................……….....................…………………...

………………………………………………………....................................................………………………….....................…………...

……………………………………………………………………………………………...…………………………………………………………………………………........................................................................................................…………...




 D- You are the Editor of a daily newspaper and you have just received the letter below from Mrs. Jane Parker. Write her a reply and say whether you agree or disagree with her worries. Give arguments to support your opinion. Give Mrs Parks advice so that her son wouldn’t be harmed. 

	Dear Editor: 

I am really worried that my son David, 16, spends at least 25 hours a week playing computer games and surfing the Net. He doesn’t communicate enough with his friends, his dad and even me. Worse still, he has lost interest in everything, including school. He is also getting more violent. What can I do? 


	 Dear Jane: 

………………………………………………………….................................................................……….......…………………

…………………………………………………………........................................……………................................……………

…………………………………………………........................................……............................………………......…………

………………………………………………........................................……………………...............................………………

………………………………………………………........................................…….........................……......…………………

……………………………………………………………………………………


E-According to the World Bank Group, brain drain is beneficial to developing countries. Write a letter
 to the Editor of the World Bank Group magazine and state your opinion about the issue giving 

sound arguments that support your viewpoint. 

	Dear Editor: 

………………………………............................................………………………………............................……………………

…………………………………………………………............................................……...........................……………………

……………………………………………………………............................................…...........................……………………

………………………………………………………............................................………………...........................……………

……………………………………………………………............................................………………...........................………

…………………………………………………………............................................…………………...........................………

……………………………………………………………………………………


F-The following letter was sent to the editor of a local newspaper to ask for advice. Read it and write a reply to its sender. 

	Dear Editor: 

I am a heavy smoker and my life has become unbearable because of my wife’s constant complaints about this bad habit. She has even threatened to ask for divorce if I did not give up smoking. 

What can I do? Please help! 

                                                                                                                                                   Reader  


	Dear reader : 

……………………………………………….......................................................................……………………………………

………………………………………………………………………….......................................................................…………

………………………………………………………………….......................................................................…………………

…………………………………………………………………….......................................................................………………

…………………………………………………………………….......................................................................………………

………………………………………………………………………...................................................………………………………

                                                                                                                           The Editor 


TYPE 3 : Describing a festival
I /  A sample description of a festival. 

	The Canadian Tulip Festival is held every year in Canada from the 4th till the 21st of May. The festival celebrates the Tulip flowers which Canada is famous for .It also exhibits the traditions and customs of the Canadian people and their way of life.

  The preparations for the festival begin months beforehand .Special costumes are designed for the occasion, musicians and dance performers are trained to show the country’s folklore music and dance. Shortly before the beginning of the festival, streets are decorated with colorful flags, red and yellow tulip flowers. Music amplifiers are set in place to carry rhythmic sounds to the public during the celebration.

   The festival lasts for 17 days. It is filled with music, dancing, entertaining activities and exhibitions. Thousands of visitors take part in the celebration and find the experience very exciting.


II / Text organization of the description
Paragraph 1 : Name of the festival  +  Place (town/country/city) +   Duration : (give precise dates) +  Aim : why it is held  

Paragraph 2 : Preparation + Events +  Participants :(tourists /local visitors )  + Characteristics : (activities / entertainment)

Paragraph 3 : Complete the table below to get a selection of vocabulary items appropriate to the description of festivals .
III /  Practice Exercises
TASK 1 : Complete the table below 
	verb
	Noun
	Adjective

	Attract

………………………

xxxxxxxxxxxxxxxxx

xxxxxxxxxxxxxxxxxx

Celebrate

Organize

Enjoy

………………………..

tour

xxxxxxxxxxxxxxxxxxx

xxxxxxxxxxxxxxxxxxxx
	………………………..

            Colour

            Fame

………………………..

……………………….

………………………..

……………………….

Memory

……………………….

Tradition

fashion
	…………………………

……………………….

 ………………………

       Musical

………………………..

…………………………

…………………………

…………………………

…………………………

…………………………


TASK 2 :  Reorder the following scrambled prompts to get coherent sentences.

a) an / my hometown / as a  regular / is / festival / annual /event / is held  / in /

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

b) Decorated /with /the /colorful/streets /are /banners /

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

c) Wearing /people /clothes /are/ traditional /

……………………………………………………………………………………………………..…………………..

d) Crowded /spectators /main streets/and /are / with/visitors

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

e) To attend /of tourists/ from all over/thousands / come/the world/the festival

…………………………………………………………………………………………..………………………………

TASK 3 :  Complete the following description of an annual festival  - held in your hometown or in another part of your country .
	The ……………….festival is held every ……………………………………………………….. . It takes place in………………….from……………to …………… .

 Preparations begin many weeks beforehand. Streets are……………………….with…………………… .People come from……………………………to see all the events .they wear/dress up in………………………………..  and take part in ………………………

It lasts for…………………………………and it celebrates the…………………………… .


TYPE 4 : WRITING A BIOGRAPHY

Step I: Useful Definitions 

 a - Biography: Person’s life story written by someone else.

 b - Autobiography: Person’s life story written by himself.

Step II : A Sample Biography 

    Read this biography of Albert Einstein and find out:

  a - The verb tenses used.

  b - Order of events throughout the text.

        Albert Einstein was born in Wurttemberg, Germany in1879. After six weeks, his family moved to Munich, where he began his schooling at the Luitpold Gymnasium. At the age of 17, he entered the Federal Polytechnic School to be trained as a teacher of physics and mathematics.

      Einstein married Mileva Maric in 1903 and they had a daughter and a son. Their marriage was dissolved and he married his cousin Elsa Lowenthal.

   Einstein always appeared to have a clear view of the problems of physics and the determination to solve them. In 1916, he published his paper on the general theory of relativity. He received the Nobel Prize in physics in 1921. During the 1920’s, he lectured in Europe and America and he was awarded Fellowships or Memberships of all leading scientific academies throughout the world. The father of modern physics died in 1955 in Princeton, New Jersey. 

   Step III: Sentence Construction
  1/ Reorder each set of prompts below to get coherent sentences.

 a/ was -  in - 1910 -  Mother Theresa - born  - Macedonia- in 

…………………………………………………………………………………………………………………

b/ where – she  - a – school teacher – Theresa – went -  India -  to -  worked – as 

…………………………………………………………………………………………………………………

c/ famous – charity -  she – for -  work  - is  - her

…………………………………………………………………………………………………………………

 d/ Nobel Prize – won  - she -  the -  peace -  in 

…………………………………………………………………………………………………………………

e / because – 1997 – she – in  heart  failure  – died – of 

…………………………………………………………………………………………………………………

2/Develop the notes below into coherent sentences.

 a/ Ray Charles  - born -  Georgia, S A – 1930

…………………………………………………………………………………………………………………

b/– He – become – blind – age – seven – eye disease

…………………………………………………………………………………………………………………

c/He – marry – Eileen Williams – 1951

…………………………………………………………………………………………………………………

d/ Ray – be – famous – singer – musician – all over – world

…………………………………………………………………………………………………………………

e/ He – die – 2004 – California,USA – liver disease

…………………………………………………………………………………………………………………

Step IV: Linking Words 

Choose from the following linking words to combine the sentences below

	and – then  - sometime later – next – eventually – after – but


David Lawerence became a school teacher at the age of 24. He married Louie Burrows. His mother died.  He travelled to Germany. He faced many problems. He returned to England. He wrote his greatest novel   The Rainbow. He won the Pulitzer Prize.

…………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

Step V : Use the notes below to write a short biography. 

Peter Agre/ born /Minneapolis/ 1949. He/show /love / biology /chemistry /since /he /be/pupil/Northfield School. Peter/get/Medical Doctorate /Boston University/1974. He /work/teacher /biology. At /age/54/he / shift/laboratory research. He/award/Nobel Prize/chemistry/2003. Peter/die/his laboratory/conduct/new research. 

………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………….………
Step VI : Practice Exercises

1/Use the following notes to write a short biography of Princess Diana Spencer.

Birth: 1916 / Marriage: Prince Charles, 1981 / Children: William and Harry / Death : 1997 ,Paris, accident /  interest of press and public /  work with charities 

…………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

2/Use the following information to write a biography of Harriet Beecher Stowe.

Birth : 1811- Connecticut, USA

1815 : death of mother – unpleasant childhood 

1832 : setting up one of the first colleges for women in USA

1840 : marrying Calvin Ellis Stowe, a professor

1852 : writing  her masterpiece  Uncle Tom’s Cabin

1853 : Pulitzer Prize

Death : 1896 – Litchfield 

…………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………………………………………………………………

TYPE 5 : Writing a letter of complaint

I / When is a letter of complaint needed?

When people are dissatisfied with (concerned about):

-a product they purchased; 

-a service they did not receive – or not in conformity with previous arrangement;

-a right they’ve been deprived of. 

II / Who is it addressed to?

-to the service provider (seller) or to the editor of a newspaper or magazine

III / Layout of a letter of complaint

	                                                                                                                                                                 Sender’s address

                                                                                                                                                                  Date (Month in words)
Receiver’s address (name, title and address of the person you are complaining to)
Salutation (Dear Sir / Madam,  ; or Dear  Mr. / Mrs. +  Family name, )

Paragraph 1 : State the reason for writing  and write like this : 

I am writing to complain about / to show my dissatisfaction / my concern about …. 

Paragraph 2 : State the problem / the  relevant details of what happened 

Paragraph 3 : the required measure; tell the receiver what you expect him to do ;

Closing : I look forward to hearing from you / or I look forward to your (prompt)  reply

Yours sincerely (When the name is mentioned) Yours faithfully (When no name is mentioned – only dear sir / madam is used)

Write your name and sign
Encs.   (When a document is enclosed)




IV / A sample letter of complaint

	Dear Sir / Madam,

I went on a package tour, arranged by your Travel Company, to Paris last week. I expected to spend a nice holiday since everything you advertised was great. Unfortunately, the whole package was awfully disappointing.

To start with, the hotel was not only dirty but also noisy; dust was everywhere and the bathrooms were smelly. Besides, the food was not delicious at all; the same dish was served every night. What made matters worse, the hotel was so crowded and noisy that we could not sleep at night. 

Adding insult to injury, there was no guide for the tour; so we had to explore the place by ourselves and some of us got lost.

I hope that you understand how terrible our holiday was. I am expecting your company to consider a refund for the spoilt holiday and make sure customers get value for money when they rely on your services.

I look forward to receiving a prompt reply. 

Yours faithfully, 

Jane Milady 


V / Practice Exercises
1)Consider the following words / phrases and circle the odd one

a-conveniently – properly – temporarily – in the right way

b-out of order – broken out – doesn’t function – works properly

c-recognise – admit – deny – assume responsibility 

2)Circle the right alternative

Dear Mr. Clear:

I(brought – bought – sold ) a portable Sony CD player on in at December 25, 2009 (from -  with -  in) your local store. (I am paid -  I am paying -  paid) $200 . After (use -  using -  used) it, I (found -  founded – funded) that it is (able -  enable  -  unable) to function according (with  -  to  -  by) my needs.

I (had contacted  -  have contacted  -  was contacted) the store, but the head of staff denied (responsibility -  irresponsibility  -  responsible) (of - for – about)  the product. I have (any  -  some  -  no) doubt that this problem will ( interest -  interesting -  interested) you and you will take the necessary  (means  -  measures -  measurement). 

I look forward to (hear  -  hearing -  heard) from you.

Yours( sincerely  -  faithfully  -   sincere),

3)Complete the missing sections in the letter below with your own words. The bracketed hints might guide you.

Dear Mrs. Cliff:

I purchased (product) ………………….on (date)……………………… from (shop) …………………..  . I paid (amount) …………..  . When I took it home and tried (or tried it on if it is a garment), I found it (problem) ……………………………  . 

I have contacted (person or job title) ……………………………………………, but he / she or they refused to assume responsibility for the product, even though I (justification) …………………………………………………….  .

I have no doubt that this problem will be given due attention by you. I expect a (solution you suggest) ………………………….. 

……………………………………………………………………………..  .

I look forward to your prompt reply.
Sincerely yours, 

Paula French

4) The following is the “Complaint record Card” that the employee in the Customer relations Department has:

	COMPLAINT RECORD CARD

	Customer’s name:

Date of letter:

Deficient Product:

Date of purchase:

Purchase price:

Cause of complaint:


	Jane Orell

2 April 2010

Mobile Phone

25 February 2010

£ 75

Reduced  screen display

Flash light not working

Taken back to store where purchased – repairs took 2 weeks - phone still deficient.




Use the information provided to write Jane Orell’s letter of complaint to the ‘Cellphone’ Store manager.

TYPE 6 : Writing a speech

I/ Remember:

   There are many ways of making a speech, depending on how formal the situation is. It’s important to consider who you are speaking to. There are two types of speeches: Formal and Informal.

II/ A sample speech:

1) Topic:     

    Good morning, Ladies and gentlemen, could I have your attention, please? 
       Well! I am Dr. Ahmed Zwail, an Egyptian scientist. I am very pleased to welcome you here today. Today’s meeting is about young people who immigrate to a developed country in order to conduct research.

        It’s well-known, that those young emigrants are highly-skilled and qualified graduates. They head to the developed countries not only to pursue their studies and get postgraduate qualifications but also to achieve their dreams. There are many advantages to this emigration. I believe that when they return home those expatriates will be of a great utility to their home countries. Owing to their expertise, ideas, talents, ambition and experience, their home countries will enjoy an economic revival.

   As far as I am concerned, I really encourage them to go through this experience following the famous saying: “the farther you go, the more you know.”

       Thank you for being such an attentive audience.  Now if you have any questions, I’ll be happy to answer them.

2) Read the speech above and find out: 

a. How the speaker greeted his audience.

b. How he introduced himself.

c. How he started the topic.

d. How he ended his speech.

3) Useful expressions to use in a speech

	Language used in the sample speech
	More useful language

	Greeting 
	Greeting 

	Good morning, Ladies and gentle men. I am very pleased to welcome you here today. 
	· First of all I’d like to welcome you to this meeting.

· Thank you for coming.

	The speaker introduces himself.
	The speaker introduces himself.

	I am Ahmed Zwail. I am an Egyptian scientist. 
	· Please allow me to introduce myself.

Name + title + job

	Introducing the topic
	Introducing the topic

	Today’s meeting is about…..
	· I would like to take this opportunity to…………

· I’ve been asked to say a few words about……

	Introducing the ideas / arguments / stating the opinion. 
	Introducing the ideas / arguments / stating the opinion.

	Not only ……………….but also …………

As far as I am concerned, …….. 
	· Generally speaking / it is well know / people believe that / one point of view is / from my point of view / in my opinion / others argue that / on the contrary.

	Closing the speech
	Closing the speech

	-Thank you for being such an attentive audience.

-I‘ll be happy (glad) to answer your questions.
	· I think that’s all I wanted to say

· I would like to finish by………...

· Again thank you for being attentive.

We can add : 

· The telephone number (and / or the fax number)

· The e-mail address


III / Practice Exercises: 
 1 ) Reorder the prompts below to build up the beginning of a speech delivered by Mrs. Heron the headmistress of Bridge Mary School ( 4th year textbook P 110)

· Ladies and gentlemen / good evening!
· Helen Heron / I am / school / headmistress / of /the/ Bridge Mary.

· pleased / today / here / welcome / you / to / I  am  very.

· to take this opportunity / to say / I  would like / words / a few / about / the new alternative teaching approaches.

· ability /  focuses / on / rather / age / than / It. 
Write your answer in the box below

	…………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………….…………




   2) The Health Club in your school invited Rachel Ray - a famous dietitian - to talk about a healthy diet programme called “Five a day”. Read the notes on page 195 of the 4th year textbook and develop them to write the speech she delivered. The opening and the closing of the speech are given to you.  
OPENING


 CLOSING


NOW, it’s your turn to write YOUR speech 
Topic:       Many youngsters prefer not to do away with cigarettes despite their mounting awareness of the ill effects of smoking.

You are a doctor and you are invited by the School Health Club to deliver a speech about the dangerous effects of smoking and to suggest some solutions to quit smoking.
…………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………..................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................

TYPE 7 : Writing a talk

I/ A sample talk:

   This is a talk delivered by a tourist guide talking to a group of tourists about a tour programme.

 Read the talk above and find out:

1. How  the speaker greeted his audience;
2. How  the speaker introduced himself;
3. How the speaker organized his talk.
4. Tick (√) the right options:

a. The aim of the speaker is:

· Narrating events.

· Convincing the audience.

· Presenting the programme.

b.  The type of the text is: 

· Descriptive                                                 

· Informative                                                

· Argumentative

· Explanatory. 

·  Narrative

II / Practice Exercises: 
TASK 1 :   This is a talk delivered by the head of the U.N. World Meteorological Organization about Global Warning. 
The opening and the closing are provided. Try to write the body (definition of Global Warming /  causes   /  and effects).

OPENING



CLOSING


NOW you are going to write YOUR own talk
Topic:       On the occasion of the national month of saving energy (April), as a student you decided to talk to your classmates about the importance of energy explaining the possible ways of saving it.

......................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................
TYPE 8 : Writing an advertisement

1) Aims: persuading people to buy a product / informing people about a situation or an event / convincing people to donate…

2) Text organisation of an advertisement

1- Headline: it should be attention-grabbing. 

2- Text: to stimulate the readers’ desire and emotion, highlight the benefits of your product / service… rather than its features because your aim is to convince the targeted public.

3- “Call to action” phrase: it should be strong and solid to ask the reader to take action. e.g. “come and see”, “rush…” , “write immediately”, “ ring now”, 

4- Closing : ( advertiser name + contact information)

Some helpful tips:

· Make your ad short, clear and to the point.

· Write with a natural style: don’t try to be pretentious. Just write the way you would say it.

· Consider who you’re writing for, what you’re writing about and why? Suit your language to your intended audience.

· Good advertising involves manipulating the emotions of the readers.

3) A sample advertisement
	                    Many hands make light work

Give to the needy students of our school and make them smile.

Just 1 Dinar from each one of us can provide our deprived classmates with some books, notebooks and pens. Give us a hand and success will follow.

For more information on how to donate, please contact the school administration or call 59886536.


4) Practice exercises:

1) Insert the following elements in the appropriate spaces:

a. Call immediately 

b. Experience Australia!

c.  Hotels, breakfast and transport.

d. e-mail

	………………………………………………….

6 nights and 7days for only $ 499 per person. Complete tour packages, including…………………………………………………………………. Come and feel Sydney, The Outback, the Gold Coast, and Melbourne. 


……………………….on 80076989


………………: visitaustralia.com


Use the notes below to write an advertisement about the importance of solidarity:  generous / make donations / needy children / proper education / health care / unicefdonations@org
	Your donation can save a child

Thousands of children are in urgent need of help

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


TYPE 9 : Writing a Postcard
I / Text organisation of a postcard
Write the information as follows:

· Write the recipient's name and address on the lines on the right hand side of the postcard. Don't forget to include the country.

· The left hand side of the postcard is for your message. Start by writing "Dear ...,(the name of the person you're writing to)."

· Leave a line and state where you are and what it's like, for example:"I'm in Paris, it's great."

· Write a sentence about what you're doing right now, for example: "I'm writing this postcard to you while I'm waiting for the double-decker tour bus." 

· Write a sentence about your accommodation, like:"The hotel is lovely, it has a big fountain outside and there's a beautiful view from our window."

· Then include a description of something you did on one of the days that you enjoyed, such as:"Yesterday, we went on a boat trip across the river, I loved finding out about all the different sites in the city."

· Write a comment about something particularly good, bad or funny about the holiday, like:"I tried “frogs’ legs” but they were horrible, they tasted like cardboard!"

· Finish off by writing : "Wish you were here," or "See you on Friday," or any other ending you want to write and then sign off with : "Love (your name) xxx"
Your postcard should now be in the same format as this:
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 II / Practice exercises
1) Insert the missing parts in the appropriate places:

	Missing parts

	· we are going on a catamaran trip

· she wants a lemonade or ice cream

· love Jenny, Tony & Alice xx

· sunny and hot; 35C every day since we arrived.

· see you next week!

· she’s already made a couple of friends so that’s a relief.

· Hi Susan and John,



2) You’re on a holiday in Dublin and you want to send a postcard to your Grandparents. Complete this postcard. Put the following words in the right place in the postcard: 
(cold, Dublin, Grand-Dad, Grand-Ma, funny, horrible, green, weather, nice, rainy, “Saint Patrick’s Day”)
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3/ You are on holiday on the island of Djerba. Write a postcard to your friend Youssef / or / Badria in your hometown. 

Describe the landscape, the weather, the activities and your feelings about the place.

TYPE 10  : Writing an Informal Letter

An informal letter or a personal letter is a letter to a close friend or family member. They are often friendly letters. 

I / Layout :

II / Writing tips

· Do not write your name in the top right hand corner;
· Use contracted forms (can’t instead of cannot; haven’t instead of have not etc.);
· Use a more colloquial language register – as if you were talking to your friend or family member;
· Punctuation can be less formal: exclamation mark used to signify shock or a joke; dashes - instead of commas; brackets used to separate additional ideas/references…

· Degree of intimacy with recipient will determine the way you sign off: Best wishes / Kind regards / with love…

III / Text organization of an informal letter

Body of the letter:

Here are few tips you should take note of:

· Since informal letters are written by hand, the paragraphs are usually indented. 

· The first paragraph generally expresses a greeting, followed by wishes of good health “I hope you are well (in good health)”. Try to be as friendly as possible: How are you my dear sister?
· Try to picture the person you are writing to standing in front of you. Imagine the things that you would say to them and write them down. This will help you to write relevant details. 

· Also avoid boring sentences like: “I am writing this letter to….” 

· Try to be as conversational as possible.  

· If you use contractions, make sure that you put the apostrophe in the right places. For example: Isn’t and not is’nt / won’t and not wont
· Use capitals for the names of people, places, and holidays.
IV / Practice exercises:
1/ Insert the missing parts in the appropriate spaces:
	
Dear Alex, 

Many thanks for your letter ……………………………………………………………1
It sounds great to spend some time together, indeed! As you know, I’m keen ………………………………………………………………………………………………………….2 
Firstly, I’m afraid I’m busy in July as well as in September, so the best time for me is August. ……………………………………………….3
Actually, I’m not good at swimming. I would rather choose Wick low Mountains Centre………………………………………………….4 What do you prefer? One friend of mine recommended staying in rooms at the centre. There are a lot of clubs, discos and a fitness centre, too……………………………………………...5
Lastly, the price (300 Euros per week) seems to be reasonable. Is this all right for you? 
That’s all for now……………………………………………………………………….……6 The teacher wants us to write an informal letter to a friend and I don't even know where to begin!
………………………………………………………………7I look forward to seeing you. 
……………………………………8
Jane


· All the best,
· it was really nice to hear from you again.
· I absolutely agree with him.
· on travelling and Ireland is such an interesting country.
· Once more, thanks a lot for your offer.
· I’m interested in climbing much more
· Is it OK for you? 

· I must start my homework for my English class tomorrow.
2/ Circle the right options to complete the following letter:

12 Kings Court

London

WC6 5PN

5th March 2010

Dear Paula,

Oh, how I missed being with you during the holidays this year! Everything in London is so different…………………………1 Spain that I don't know if I'll ever get used to ………………………………….2 here. I'm so glad that my father's job at the Spanish Embassy will only last until June. Then we……………..…………………3 home, and you and I can spend the summer on the beach. (I hope you'll spend your holiday in Spain, as usual.)

I…………………………………………4 some very nice friends, but don't worry - no one could ever replace you as my……………………………….5 friend! After school, I sometimes go to my friend Fiona's house. She enjoys………………………………….6 to the same music and watching the same clips that you and I like. In fact, Fiona and I have tickets for Bon Jovi's concert next month. I wish you………………………………..7 with us!

Life is very different here. Would you believe that we have to wear a uniform to go to school? It's awful! A blue skirt and blazer, a white blouse and a ridiculous checked tie, not to mention a pair of……………………………8, long, white socks. Besides, there is nothing to do……………………….9 the evening. All the shops close by 4.30 p. m. and pubs are only open till 11 p. m.

That's all for now. I must start my homework for my English class tomorrow. The teacher wants us……………………………….10 an informal letter to a friend and I don't even know where to begin! Please write soon and tell me all the news. I miss you.

                                                                                                               Love,

                                                                                                               Sandra

1/ to – from - of

2/ live –lived - living 

3/ will come – come - came
4/ already made - have already made -  already make

5/ better – best - good

6/ listening - to listen - listen

7/ are coming - were coming - come

8/ horribly – horror - horrible

9/ in – on - at

10/ write - to write - writing
3/ Write a letter to a friend you haven't seen or spoken to for a long time. Tell him / her about your preparation for the exams this year.

……………………………………..

                                                                                                              ………………………
                                                                                                             ………………………………………
…………………………………….
………………………………………………………………………………………………………………………………………………………………..………………….

…………………………………………………………………………………………………………………………………………….…………………………………….

………………………………………………………………………………………………………………………………………………………………………………….

………………………………………………………………………………………………………………………………………………………………………………….

……………………………………………………………………………………………………………………………..………………………………………………….

………………………………………………………………………………………………………………………………………………………………………………….

………………………………………………………………………………………………………………………………………………………….…………………….

………………………………………………………………………………………………………………………………….…………………………………………….

…………………………………………………………………………………………………………………………………………………..…………………………….

………………………………………………………………………………………………………………………………………………..……………………………….


                  ………………………………………..

                      ……………………………………
TYPE 11 : Writing a formal letter

1 /  Study this letter and answer the following questions

                                                                                                                                                                     129 Rue Selloum

                                                                                                                                                                     La Marsa, Tunisia

                                                                                                                                                                        August 15, 2010
Mr. Marshall Smith

SMART INTERNATIONAL

High House, Mill Lane

Sussex, NC4O9PP

England, U.K. 

Dear Mr. Smith:

In reply to your advertisement in the Sunday Telegraph, I would like to apply for the position of Consultant as I think that my qualifications are closely related to those you are seeking. I have a final certification as a Public Accountant, I am fluent in the Arabic and French languages and their respective accountancy systems and I have had the pleasure of using your high-quality products throughout my accountancy apprenticeship in Tunisia.

I would be available for an interview at any time convenient to you.

I look forward to your prompt reply.

The enclosed CV outlines my education and experience.

Sincerely Yours, 
Fatma Abdullah

1-Identify the following parts in the letter:
Sender’s address:                                                             Date:

Complimentary close:                                                     Receiver’s address:

Salutation:
1) Why is Fatma writing this letter?

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

2) Who is going to read it? Is the language and format appropriate for this? Why or why not?

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

2 - Complete the following letter with the missing phrases

Dear Mr. Clear:

I bought a Pat-3 Computer advertised with 3.2 Gb of memory……on Dec. 15, 2004. I paid $ 1499. After using the machine, ……and it is unable to function according to my needs.

I have contacted XYZ Super Computer Shop and they refused to recognize responsibility for your product. Then I wrote to your Branch Manager, Mr. Smith,…….. I have no doubt that this problem will interest you, ……..as soon as possible.

I am looking forward to hearing from you.

Sincerely Yours, 

Paula French

Missing phrases:

(1)and that you will solve it

(2)from XYZ Super Computer Shop in Denver

(3)who has not answered any of my correspondence

(4)I found that it doesn’t contain more than 2 Gb memory

3 - Fill in the blanks to complete the reply to the letter above 

	Check  -  result  –  in  –  responsibility  –  accept  –  exchange  –  send  –  sorry  -  computer -  apologies


Dear Mrs. Collins:

I am……………..to learn of the problems you have experienced with your Pat-3 computer. I have made an investigation into your concerns and I can confirm that the print-out of your…………specifications has been analyzed by a computer technician.

Although the print-out does not confirm that the hard drive is 3.2 Gb, it is clear that there is more than 2 Gb. The confusion may be the…………………of incorrect positioning of the hard drive at the time of manufacture. Mr.J.C.Clear has instructed me to……………….an identical model PC to XYZ Super Computer Shop………………..Denver for…………………..

Due to the inconvenience caused you, please find enclosed a…………………for $100. This does not in any way admit……………………

Please………………….our sincere……………………..for the inconvenience caused.

Sincerely, 

Anne Banks

Complete the body of the following letter

You bought a YOKO portable radio cassette player. It was manufactured by YOKO Corporation. Their Middle East representative is Mr. Sami Ben Ahmed, 999 Ave. HabibThameur, Tunis.

Model  : YN173             Price: T D 62                                  Date of purchase: July 15, 2000

Shop: Best Shop            Place:            Medayenville
Problem: there is a scratchy noise which comes from the speakers. The shopkeeper refused to replace or refund the radio cassette.

Dear Mr. Ben Ahmed:

I bought a………………………………………………………………………………………………………………………………………………………………………………………………………………………….

………………………………………………………………………………………………………………………………………………………………………………………………………………………………..………………

……………………………………………………………………………………………………………………………………………………………………………………………………………..…………………………………

……………………………………………………………………………………………………………………………………………………………………………………………………………..…………………………………

…………………………………………………………………………………………………………………………………………………………………………………………………..……………………………………………

I am looking forward to hearing from you.

Sincerely Yours, 

……………………………………

Read the job advert below then write a letter of application in the name of Edith Roberts who lives at 7 Russell Street-Brighton. Pay attention to the layout of your letter.
	PERSONAL ASSISTANT

P A required for the chief executive of a new company involved in film and television industry.

Requirements include: 

( Fluency in French and English.

( Good administrative and secretarial skills.

( Ability and initiative to work on your own.

( Experience in the film and television industry would be useful.

Please reply to : Mrs. Cynthia Dryden, 44 Randolph Square, London EC14 BE



…………………

…………………………………………………………………..……….

………………………………………………………..………………….

………………………………………..……………….

………………………………………………….:

…………………………………………………………………………………………………………………………………………………………………..……………………………………………………………………………..

…………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………..

……………………………………………………………………………………………………………………………………………………………………………………………………..…………………………………………….

……………………………………………………………………………………………………………………………………………………………………………………….…………………………………………………………..

…………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………..

type 12            writing an email 

You had the opportunity to hear Dr. Ahmed Zwail speaking about young people who emigrate to a developed country in order to conduct research. 





Good morning everybody! Please, allow me to introduce myself; I am Rachel Ray, a dietitian. I am working for FOX TV. I am here today to say a few words about the healthy diet programme “Five a day.” 








Well, ………………………………………………………………………………………………………………………………………………………


…………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………….











   Finally, I would like you to remember that our main goal is to help you keep fit. Don’t hesitate to try it and you’ll never regret it! I am sure! 


 Thank you for being attentive. Now, I’ll listen to your questions and answer them.  








Good morning everybody! I am Chris Wheeler, your tourist guide, and I‘ll accompany you on your tour.


Your trip starts with a pleasant Sunday morning panoramic tour of London; it’s so different from the hustle and bustle of the week. Relax, while I show you the famous sights. You will then be taken to see the captivating Change of the Guards. 


On day 2, we’re going to drive to the historical city of London - founded by the Romans in 43 AD. There, you will see the Mansion House, the lord Mayor’s home and the city of London, which is actually one of the world’s greatest financial centres. You will also be taken to see the old lady of Threadneedle Street- the Bank of England.


On day 3, a fully guided sightseeing tour of the city’s major sights which includes Piccadilly Circus, Trafalgar square with its imposing Nelson’s Column,   10 Downing Street - home of the Prime Minister; then, we’ll go inside the houses of Parliament, the tower of Big Ben and the magnificent Westminster Abbey. You’ll drive through the City of London past the Law Courts and Sir Christopher Wren’s masterpiece St. Paul’s Cathedral. No tour would be complete without panoramic views of London’s Bridge straddling the River Thames. What better way to familiarize yourself with the buildings, parks and people of this great city!    











Good morning, Ladies and Gentlemen!


 I am Andrew Wright, head of U.N.WMO. I would take this opportunity to talk about changes in climatic patterns, which are becoming more and more evident each day and specifically about one of its major effects: global warming. 





………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………








The situation is alarming. It is high time we thought of more efficient solutions to save the globe. 


Ladies and Gentlemen, it is our duty to save the earth.    Thank you for being attentive.   











Tuesday, March 9th 


Dear Mary,


We're in Paris, it's great. The hotel is lovely, it has a big fountain outside and there's a beautiful view from our window. Yesterday, we went on a boat trip across the river. I loved finding out about all the different sites in the city. I tried “frogs' legs” but they were horrible, they tasted like cardboard!


Wish you were here. 


Love Jane











……………………………………………………..1


It’s fantastic here! We landed on time and the coach journey to our hotel took only 15 minutes. The weather is unbelievable, …………………………………………………………2 You should see the hotel! 


The pool is massive and there’s a great mini-pool for Alice to swim in with lots of slides for her to play on. ……………………………………………………………3


The only time we ever see her is when………………………………………………….4 Food’s great, buffet style, as much as you can eat. Tomorrow, ………………………….…… …………………………  5 to watch whale.. We’ve got some great photos to show you when we get back. ……………………………………………………………….6


……………………………………………………………7














Sender’s address


                                                               Date


 (Dear + NAME,)








Body


                                                                                                    


                                                                                                                                Love from


Signing off (Your Name)








