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Introduction

This unit of work begins with some information about the Writing element of English for Speakers of Other Languages (ESOL) at Higher level. Do not try to remember it all; refer to it at regular intervals to make sure you are covering all the necessary work. 

Staff and students should look carefully at the Performance Criteria; refer to and discuss these criteria as often as possible (they could be used as a checklist). A simpler Peer Assessment sheet is enclosed; however, the following criteria will be used to determine achievement, so become familiar with them.

Take your time with the writing tasks. Discuss the requirements (purpose, audience, register, style, length) with your teacher/tutor and with your fellow students. Sharing your ideas is always worthwhile; collaborative talk is essential for your enjoyment and your learning. 

Remember that a first draft is only the starting point. Share your responses with each other; comment on and assess each other’s work. Each time you look over a piece of work, you will think of some way to improve it. Re-draft and re-draft again until you are happy with your response.

English as a Second or Other Language: Higher 

This course consists of one mandatory unit (Everyday communication) and one optional unit (Work-related contexts or Study-related contexts). In other words, you will be studying English in a personal/social context and you will choose to study the kind of English used in either the context of employment or the context of further study. 

Full details of this Course can be found on the Scottish Qualifications Authority’s website (http://www.sqa.org.uk, click on ESOL, and then Assessment Arrangements).

Writing

Writing skills will be assessed in both units (Everyday communication and Work-related contexts or Study-related contexts). This is called Unit Assessment and the assessment materials used are called National Assessment Banks (NABs) and, for each unit, you will be awarded a Pass or Fail; if you fail an assessment, you will be given the opportunity to re-sit.

Everyday communication: Outcome 2

Produce written English for personal and social purposes.

There is a choice of tasks. 

These are the Performance Criteria you must meet to pass this Outcome:

· grammar is sufficiently accurate for effective communication

· range of vocabulary is appropriate to purpose and audience 

· spelling and punctuation are mainly accurate

· conventions of style and layout are appropriate to purpose and audience

· the written communication is coherent and organised appropriately.

Evidence Requirements

One piece of writing for personal and social purposes (approximately 350 words). 

Candidates may write two drafts before the final one; all drafts must be stored safely for evidence. Candidates may use notes and dictionaries.

Work-related contexts: Outcome 2

Produce written English for work purposes.

There is a choice of tasks.

These are the Performance Criteria you must meet to pass this Outcome:

· grammar is sufficiently accurate for effective communication

· range of vocabulary is appropriate to purpose and audience

· spelling and punctuation are mainly accurate

· conventions of style and layout are appropriate to purpose and audience

· the written communication is coherent and organised appropriately.

Evidence Requirements

Two different pieces of writing for work purposes (combined total 250–300 words).

Candidates may write two drafts before the final one; all drafts must be stored safely for evidence. Candidates may use notes and dictionaries.

Study-related contexts: Outcome 2

Produce written English for study purposes.

There is a choice of tasks.

These are the Performance Criteria you must meet to pass this Outcome:

· grammar is sufficiently accurate for effective communication

· range of vocabulary is appropriate to purpose and audience

· spelling and punctuation are mainly accurate

· conventions of style and layout are appropriate to purpose and audience

· the written communication is coherent and organised appropriately.

Evidence Requirements

One piece of writing for study purposes (approximately 250–300 words).

Candidates may write two drafts before the final one; all drafts must be stored safely for evidence. Candidates may use notes and dictionaries.

Course assessment

The Course Assessment (external examination) gives you your mark. Paper Two of the Question Paper includes assessment of Writing. First of all, you will be given a short passage to study. Each line of this passage will have either an extra word or a missing word; your job is to find this word and write it on the given line (5 marks). 
Your next task is about Everyday communication (8 marks) and may be a formal/informal letter, an email or an article for a school/college/community newsletter (minimum of 140 words). 

You will then choose either the Work-related contexts task (report, information leaflet, email, fax, memo or formal letter) or the Study-related contexts task (essay or report in an academic style) (12 marks). Candidates are expected to write a minimum of 240 words.

The two pieces of extended writing will be checked carefully and marks (out of 20) will be allocated depending on the extent to which these responses meet the following criteria:

Grade descriptions at A and C

Grade A:

· The candidate uses a wide range of structures, including complex structures, with a level of accuracy appropriate to the task.

· The candidate shows knowledge of a wide range of vocabulary, general and some specialised, and uses this accurately and appropriately within the context of the task.

· Few inaccuracies, in the context of the task, which do not detract from communication.

· Register, style and layout are wholly appropriate to the task.

· Writing is well organised and coherent with effective use of cohesive devices and has a positive impact on the reader.

Grade C:

· The candidate uses a range of structures with a level of accuracy appropriate to the task.

· The candidate shows knowledge of a range of general and specialised vocabulary and uses this with a level of accuracy appropriate to the task.

· Some inaccuracies, in the context of the task, which do not detract from communication.

· Register, style and layout are generally appropriate to the task.

· Overall, writing is clearly organised and coherent with use of cohesive devices.

Unit of work: Contents
This unit of work covers the following tasks, useful grammar/vocabulary and terms to be learned/writing skills. You may want to use this as a checklist:

	Writing tasks
	Useful grammar/vocabulary
	Terms to be learned/writing skills

	correct the mistakes

application form

accompanying letter

writing an email

developing/organising writing

writing an article

writing a report

writing an academic essay

preparing a questionnaire

writing a CV

writing a memo/fax/email
	contractions

articles

countable/uncountable nouns

gradable adjectives

the superlative form of adjectives

the passive verb

linking words
	appropriate register

formal/informal writing

markers of register

reviewing and editing

expanding and exemplifying

researching and taking notes

reviewing and summarising

being objective/subjective

being persuasive

appropriate style

tabloid

broadsheet

business communication (memo, fax, email)
purpose and structure


Peer assessment

This is a simple Peer Assessment sheet that you may want to use for first drafts and for discussion with a partner/teacher; remember, however, to look at the more detailed and more specific criteria above.

Writing: Checklist: Peer assessment

	Criteria
	√

	Does this piece of writing deal with the task?
	

	Is the writing paragraphed appropriately?
	

	Are the sentences punctuated appropriately?
	

	Is there a variety of sentences? (short, long, different openings)
	

	Is the spelling correct – on the whole?
	

	Are the tenses appropriate?
	

	Is the vocabulary appropriate?
	

	Is there some effective choice of words/expressions?
	

	Is there anything else you would like to say about this writing?
	


Thank you!

Peer assessment completed by:

Topic 1: Everyday communication (personal identity, current affairs, social environment, physical environment)

In this Unit you will be asked to think about and write about yourself, your friends and family. You will be asked to consider things going on in your community and in your country. 

Writing skills 1: Register

One skill that will always be assessed is your ability to use an appropriate register. In other words, do you know when to use a formal register and when to use an informal one?

Register is the degree of formality we use when we speak or write to different people. We speak one way to our family and friends and another way to our headteacher or to our superiors at work. We write one way when we send an email to a friend and another when we apply for a job.

In informal writing you will see contractions, colloquial/idiomatic expressions and, maybe, incomplete sentences. Formal writing is very carefully prepared, with complete sentences and standard English words and expressions.

Useful grammar/vocabulary

When do I use contractions?

Contractions are the shortened forms of words. It is quite appropriate to use contractions in informal writing but not in formal writing:

· can’t – cannot

· shouldn’t – should not

· don’t – do not

· would’ve – would have

Task 1

With a partner, think of all the different kinds of writing you do now or you might do in the future and put them into lists under the headings ‘formal writing’ or ‘informal writing’.

Task 2

Look at the following letter written by a young person, requesting information about a holiday destination.

42 Smith St.

Glasgow

3/4/08

Wilson Travel Agents

Dear Robert Wilson,

I’d really like to go to France in the summer. Could you send me some information and some brochures?

Thanks very much.

Yours,

Pete Gallagher

In general, what is wrong with this letter? Pick out a few markers of informality that should be changed.

Task 3

The following advertisement has been posted on your school/college noticeboard:

Do you have experience of moving to Scotland from another country?

Was it an exciting experience? Were there any problems?

Would you be willing to share your experiences and feelings with others?

Would you be willing to talk to a group of young people who have recently arrived in Scotland and offer them advice about living in a new country?

If so, please collect an application form from the office. Complete the form and return it to the address below with an accompanying letter, stating how you could help.

Welcome Project

213 Station Road

Glasgow

G13 2PW
Complete the application form on the next page and write the accompanying letter, thinking about appropriate register.

Welcome Project

Application Form

Name:

Address:

Languages spoken:

Home telephone number:

Mobile telephone number:

School/College:

Current course:

Future plans:

Interests/Hobbies:

Signature:
Date:

Writing skills 2: Reviewing and editing

Reviewing and editing are vital skills for improving writing. You should always look over your work, checking spelling, grammar and sentence structure and trying to improve vocabulary. In Unit assessment, you are given the opportunity to redraft; in the Course assessment, you are asked to edit a small piece of text like the one below.

Useful grammar/vocabulary

When do I use the indefinite article (a/an)?

A noun can be countable (apple, dog) or uncountable (sugar, money). Use a/an with singular countable nouns.

· I like to read a newspaper every day. (not: I like to read newspaper every day.)

· It was an accident. (not: It was accident.)
But

· I like to spend money every week.
Task 4

You receive the following email invitation from a friend. Unfortunately, there are mistakes in every line (except for the first and last) – there is either an extra word or there is a word missing.

Underline the extra word or the space where the missing word should be and write the words at the side.

Hi!

How you? Hope you are well. 
__________

As you may remember, I will am going to be 21
__________

on 14 September – and I’m going have 
__________

party. Would you be able to come? 
__________

I know it’s a too long way but you could stay for 
__________

the weekend today. 
__________

It would be great see you again.
__________

Please you let me know. 
__________

Your Best wishes, 
__________

John 

Now reply by email.

Writing skills 3: Expanding and exemplifying

Expanding and exemplifying are necessary skills, especially for Higher Writing. As you write – even your first draft – think about expanding your ideas. When you finish a sentence, ask yourself if you can add another in order to develop your writing. Try to give examples, add some extra information or offer a comment.

Task 5

Look at the following paragraph. Take each sentence and develop the idea with one of the following:

· more information

· an example

· a personal comment

Edinburgh is the capital of Scotland. This city attracts many tourists every year. It has a very famous castle. It is also a great shopping centre. It is easy to travel there from other parts of Scotland – and from abroad.

You may have written something like this:

Edinburgh, the capital city of Scotland, lies to the east of the country. This famous city attracts millions of tourists every year; visitors travel there from all over the world. Edinburgh Castle is an exciting tourist attraction, especially in August for the Tattoo. The city is also famous for its shops – modern and traditional; Princes Street is known all over the world. It is easy to travel to Edinburgh; Waverley Station, in the heart of the city, brings people from all over Scotland. Edinburgh International Airport is also within easy reach of the city centre.

This one paragraph contains a number of different topics: tourism; shopping; and travel.

You could develop each topic into a paragraph of its own.

Look at the Visit Scotland website (http://www.visitscotland.com) and gather more information, by clicking on Edinburgh and Lothian. Then develop your writing even further. Your final draft might contain:

· an introduction

· information/opinion on tourism

· information/opinion on shopping

· information/opinion on travel

· a conclusion.

When you have finished, count your words – the original paragraph contained 40.
Writing skills 4: Researching and taking notes

In many jobs and, certainly, in education, people are required to research different topics; to find out relevant information about a topic. Information can be found and gathered by asking questions of those who know about this subject, by looking through appropriate books and publications or by finding and using websites. The internet is often the best and most accessible ‘first step’ as it can provide links to so many other sources. 

It is also very important, in education and in the world of work, to take notes effectively. As you research your topic, you should highlight the information that is important for your task, in other words, information that is appropriate. Do not highlight too much! Be confident about leaving what you do not really need. Then you should ‘translate’ this information into your own words. If you decide to use the exact words from any publication, you must acknowledge this by using quotation marks around the words quoted (for example, Karl Marx described it as ‘opium’) and by stating your source clearly (title, author, date).

When you are researching a topic, you will review and summarise the information. Read as much as you can but choose only what is necessary; again, be confident enough to leave out information you do not really need. Irrelevant material in an essay or report will lose you marks. Therefore, be careful about what you choose. Also remember to rewrite material in your own words. This will help you to understand the information and show your readers that you understand it.

Useful grammar/vocabulary

What is the correct order for adjectives?

Adjectives are describing words. Some adjectives are factual (long, short, large) and some are based on opinion (good, delicious, ugly). Adjectives based on opinion usually go before factual ones:
· I bought a beautiful (opinion), new (fact) dress.

When can I grade adjectives?

Some adjectives divide people/things into classes; these are called classifying adjectives (I love the Spanish language.). These adjectives cannot be graded. Otherwise, adjectives can be graded:

· He is a rather clever boy.

· It is an extremely exciting book.

Task 5

Choose one of the following problems faced by some communities in Scotland:

· litter

· vandalism

· poor public transport

· poor leisure facilities.
Do some research and take some notes. Then write an article for your school/college magazine, describing the problems and suggesting some answers.

Writing skills 5: Writing a report

Sometimes in school and at work, you may be asked to work in pairs. This is always useful because you can share ideas. If you carry out research with a partner, you can discuss what is appropriate and useful and what is not. If your research includes reference to a table or a chart, it is particularly useful to discuss your findings with a partner. When you have completed your research, you will often be asked to write a report. This is a very formal piece of writing. It should be objective. In other words it should be about 
your findings – and not your opinions on them. You may be asked to make recommendations or suggestions after a report but, again, this will be based on your findings.

Report
· Introduce your topic.
· Explain how the research was carried out.
· Describe your findings in complete, formal sentences.
· Conclude your report: what does the information tell you?

Recommendations/suggestions
· First of all, it seems …

· Furthermore, …

· Similarly, …

· However, …

Useful grammar/vocabulary

How can I make my writing objective?

Use the passive form of the verb. When we use an active verb, we focus on the subject:
· The boys (subject) always drop (active) litter.

When we use a passive verb, we focus on what is done (this is more objective):
· Litter is dropped (passive) here every day. 

How do I link my paragraphs/ideas?

Use linking words and phrases. Use some of the following words/phrases at the beginning of paragraphs so that your writing will ‘flow’ from one paragraph/idea to another:

· First of all, …

· Furthermore, …

· Moreover, …

· In addition, …

· However, …

Choose Task 6a or 6b
Task 6a

With a partner, design a questionnaire about newspapers (which ones are read by your fellow students and why). A questionnaire is designed to find out information and opinions about certain topics. You may want to find out about newspapers read by males and females, different ages – you decide.

First of all, note down the different newspapers you know:

Tabloids have lots of pictures and, often, emotional language; they are easy to read (Sun). Do you know any others?

The broadsheet offers more detail, uses more sophisticated language and is more serious (The Scotsman). Do you know any others?

Do you know any local, free, Sunday or evening newspapers?

Your questionnaire may look something like this: choose your own design/questions (What do you want to find out?):

	Newspapers – what do you read?

	We would be grateful if you would answer the following questions/circle the appropriate response:

I am male/female.

I am aged between 16 and 20, 21 and 30, 31 and 40, or am over 40.

I am a student/a student with part-time work.

I read a daily newspaper every day/once a week.

I read a Sunday newspaper every week/once a month.

I also read a free newspaper/local newspaper/evening newspaper.

My favourite daily newspaper is:

My favourite Sunday newspaper is:


Copy and issue the questionnaires.

When the completed questionnaires are returned, study the responses and summarise your findings in the form of a report. In other words, ‘translate’ your information into good, full sentences, carefully paragraphed.

Task 6b

A Scottish tourist agency is looking for reports about places to stay in various parts of Scotland. 
First of all, look at the Visit Scotland website (http://www.visitscotland.com), choose an area, and find two tourist hotels/leisure complexes. Make notes under the following headings (you may want to complete one and then the other):

	Tourist hotel/complex 1
	Tourist hotel/complex 2

	Name
	Name

	Area
	Area

	Type of accommodation
	Type of accommodation

	Leisure/sports facilities
	Leisure/sports facilities

	Surrounding area/interests
	Surrounding area/interests

	Getting there
	Getting there

	Cost
	Cost


Now write the report, comparing and contrasting these two hotels/complexes, and make recommendations about the better choice.

For either report, look at the advice above and here; your teacher/tutor will explain any difficulties.

Report:
· Introduce your topic (choice of newspaper/hotels).
· Explain how the research was carried out (questionnaire/research).
· Describe your findings in complete, formal sentences (choices about social class or age/information for each hotel or information about facilities, cost, etc).
· Conclude your report: what does the information tell you?

Recommendations/suggestions:
· First of all, it seems … (develop/detail re one reason)

· Furthermore, … (develop/detail re another reason)

· Similarly, … (develop/detail re another reason)

· However, … (on the other hand …)

Topic 2: Work-related contexts (employment)

In this Unit, you will be asked to think about the writing aspect of applying for a job and the kinds of writing you might be asked to do at work.

Writing skills 1: CV and accompanying letter

One of the most important things to do when you are looking for employment is to carefully prepare a CV. This is an abbreviation of Curriculum Vitae, which roughly means a ‘timetable’ of your life!

A CV should be stored carefully and added to whenever you complete any training or study or whenever you start/end new employment. You can copy and issue your CV to different companies; you can also post it on the internet and companies can get in touch with you.

You can find templates on the internet but, whatever the form, they all ask for the same information and this must be written fully, carefully and formally. 

Whenever and wherever you might send your CV, you will also send an accompanying letter. This should be very carefully and formally written. 

Task 1

If you are using Microsoft Word, you can create a CV by going to the File menu and clicking New; find New Document and New from Template; click General Templates, Other Documents and Resume Wizard.

You will complete the following information:

	Name: 

	Age: 
Date of birth:

	Address:

	Telephone:

	Email:

	Interests/Hobbies:

	Education:

	Work experience:


Task 2

Here is the accompanying letter that a job applicant has sent to a company. On each line of the main part of the letter, there is either an extra word or a missing word. Study the letter carefully and write the extra or missing words at the side:

2 Scott Avenue

Edinburgh

EH4 4SW

15 May 2008 

The Manager,

Bright Lighting,

304 Glasgow Road,

Edinburgh.

Dear Sir,

Please find enclosed application form
____________

for the post of the clerical assistant.
____________

I have had a several years of clerical
____________

experience in with a financial company.
____________

Please also find enclosed CV.
____________

I am being available for an interview at
____________

any of time.
____________

Thank you for consideration.
____________

Yours faithfully,

Maria Fabio

Maria T Fabio 

Writing skills 2: Appropriate style

Your first contact with a potential employer is very important. It is vital that you use an appropriate style. You should be persuasive but polite. You should briefly summarise your achievements so far, ask to be considered for the post and state positively and persuasively your intentions to be an asset to the company.

Useful grammar/vocabulary

How do I make my writing persuasive?

You can use the superlative form of adjectives.

· good – better – best (superlative)

· bad – worse – worst (superlative)

These examples are irregular; usually superlatives are formed like this:

· short – shorter – shortest (superlative) or

· important – more important – most important (superlative)

You might say:

· The most important training I have undertaken was …

· My happiest experience was …

· The most valuable contribution I could make would be …

Task 3

You are interested in the following job advertisement and you want to send for an application form. Write this letter, explaining why you are interested in this post, asking for an application form and stating that you are enclosing your CV. Look at the advice above and write a good, full letter.

Howard and Howard Financial Services

Clerical Assistant required for full-time position

Must have experience of Microsoft Word and general IT skills

Opportunities for further training and promotion

For an application form, please write to:

Mr James Howard

Howard and Howard

Argyll Industrial Estate

Dumbarton

G81 7KJ

Writing Skills 3: Communicating at Work

Business communications (email, memo, fax)

Employers and employees can communicate with each other and with other organisations in many different ways. For written communications, the most common forms are:

· by email


This is where a message or some information is sent to someone’s email address; it can be sent quickly anywhere in the world; it can be sent to several people at once and it can be sent with an attachment (such as a spreadsheet or photograph).

	To: abrown0016@thecompany.com

Date: 26 September 2008

Time: 10.04am 

	Re: meeting to discuss new stock

	Dear Alan,

Sorry for the short notice.

We have some new stock arriving tomorrow. Would you be able to attend a meeting with me and the stock control team this afternoon at 4pm?

Please let me know.

Tom Smith


· by memo
This is the informal abbreviation of memorandum (plural: memoranda); this is a written message issued to those who need to be aware of the information.

Memo

To:
all catering staff

From:
Mr T Cameron

Date:
23 July 2008

Re:
Urgent Meeting

All catering staff should meet with me at 2pm on 25 July 2008 in Room 126. There are some very important matters to discuss.

· by fax

This is an abbreviation of facsimile; this is where an exact copy of a document is made by electronic scanning and sent by telecommunication links to another organisation; a fax number is like a telephone number:

FAX

Davidson Communications 
Telephone Number:
0141 339 8239
Fax Number:

0141 332 8231
Message:

FAO: Mrs L. Brown
Fax: 0141 942 3332

Please find enclosed a copy of the document you requested yesterday.

Yours sincerely,

John Davidson

Number of pages (including front cover): 2

Task 4

With a partner – or in a group – discuss the advantages and disadvantages of these different forms of communication.

Task 5

You work in the personnel office of a large department store. You are asked by your manager to send a memo to all department managers to ask their staff to:

· update personal details

· detail any recent absences

· detail forthcoming holidays.
Try to write about 150 words.

Task 6

You work for a large publishing company. You are asked by your manager to send a fax to the other branches of your company including:

· a list of recent publications

· a request that this list is issued to all staff

· a request for opinions on the range of publications.

Try to write about 150 words. 

Task 7

You work in one of the many offices of a large hospital. You have been asked to email all your colleagues in Hospital Administration to:

· ask them to attend a meeting about car parking problems

· let them know that there are plans to extend the parking areas

· ask them for their views.

Try to write about 150 words.

Topic 3: Study-related contexts (education)

In this Unit you will be asked to think about and write about your current and future education.

Writing skills 1: Writing a formal letter

A formal letter has a clear purpose and structure. State briefly and clearly why you are writing:

Your address in full

You may include your telephone number 

Date in full

Name/position 

and address of recipient in full

Dear Sir or Dear Mr/Mrs …

State your purpose/make your request

Yours faithfully, (when name is not known)

Yours sincerely, (with name)

Signature

Name in full

Task 1

You will find prospectuses for many colleges/universities in your Library or Resource Centre. Spend some time looking through these and choose a course that would interest you. 

Then write a formal letter, requesting an application form and any relevant information about the course.

Writing skills 2: Academic writing
In the Study-related contexts Unit, you will be asked to write two other kinds of writing:

· an academic report

· a discursive essay.

You must be very clear about appropriate register and appropriate style.

Both of these kinds of writing are very formal. Look over your notes above. They are forms of academic writing; in other words this is writing you might submit to a university lecturer. It has to be very formal and very carefully written.

A report should be objective. You are reporting information gathered from one or more sources. You are often asked to report information gathered from graphs, tables, charts or diagrams. This takes lots of practice. You are ‘translating’ into words information you gather from a visual source.

A discursive essay is more subjective. This is where you give your views on a topic. You will be given a ‘controversial’ topic to discuss. A controversial topic is one that people have strong opinions about. There is a clear structure for this kind of essay.

Useful grammar/vocabulary

Linking words and phrases are very important here – see above. You must structure this kind of writing effectively.

Report

· Introduction

· Make your first point – develop as appropriate

· Secondly, …

· Moreover, …

· However, …

· In conclusion, …

Essay
· Introduction

· Make your first point – develop and exemplify

· Secondly, I believe …

· Furthermore, I feel …

· Moreover, it is important …

· However, (acknowledge an opposite/another point of view)

· In conclusion, …

Task 2

The bar chart below shows the results of a survey carried out on two groups of people at college:

Those aged between 40 and 45 (those returning to education – the blue bars).
Those aged between 16 and 20 (first-time students – the red bars).
The survey asked about reading habits; here are the results in the form of a bar chart:

every 
day

once a

week

once a

month

once a

year

never


newspaper 



magazine 




novel 





non-fiction book 






academic book

First of all, ‘translate’ each entry into words; start at the left. Secondly, look at each sentence and try to improve your vocabulary and/or structure. Then think about organisation. How might you change the order of any of these sentences so that your organisation is more appropriate and effective?

Finally, redraft your report, making sure it is clear, full and formal.

Look out for graphs, charts and tables in newspapers (financial/business section) and practise writing reports, using the ‘step-by-step’ approach above.

Task 3

1.
Choose one of the following statements:


It is more worthwhile for young people to study science than literature.


Homework is a waste of time.


There is too much assessment in school/college these days.

2.
Briefly say what you think about the statement.

3.
Write down four or five reasons for your opinion.

Now, expand and develop your notes into an essay.

Teachers’ notes

‘Useful grammar/vocabulary’ is only an introduction to the various points.

The full list of Writing Skills and Grammar/Vocabulary suggestions can be found in the relevant Arrangements Document http://www.sqa.org.uk 

Topic 1, Task 2

Look at the following letter written by a young person, requesting information about a holiday destination:

42 Smith St.

Glasgow

3/4/08

Wilson Travel Agents

Dear Robert Wilson,

I’d really like to go to France in the summer. Could you send me some information and some brochures?

Thanks very much.

Yours,

Pete Gallagher

In general, what is wrong with this letter? Pick out a few markers of informality that should be changed.

· Too informal – language and content (develop)

· St. should be Street

· Date in full 

· Recipient’s name/address in full

· Dear Mr Wilson

· No abbreviations

· Thank you very much

· Yours sincerely,

· Full name of sender

Topic 1, Task 4

Hi!

How you? Hope you are well. 
____are_____

As you may remember, I will am going to be 21
____will____

on 14 September – and I’m going have 
____to_____

party. Would you be able to come? 
_____a_____

I know it’s a too long way but you could stay for 
____too_____

the weekend today. 
____today___

It would be great see you again. 
_____to_____

Please you let me know. 
____you_____

Your Best wishes, 
___Your_____

John 

Topic 2, Task 2

2 Scott Avenue

Edinburgh

EH4 4SW

15 May 2008 

The Manager,

Bright Lighting,

304 Glasgow Road,

Edinburgh

Dear Sir,

Please find enclosed application form
____my/an____

for the post of the clerical assistant.
_____the_____

I have had a several years of clerical
______in_____

Please also find enclosed CV.
_____my_____

I am being available for an interview at
____being____

any of time.
_____of______

Thank you for consideration.
____your_____

Yours faithfully,

Maria Fabio

Maria T Fabio 
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