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PREFACE 

 

 

The book “Business Communication” is a guide for the students of graduation 

program and advanced learners at university. This book is intended to provide a 

simple, practical and essential help for the reader who wishes to master the art of 

effective social and business correspondence. It focuses on having comprehensive 

knowledge about the nature of writing skills involved in letter writing and to bring 

clarity for reader. Some of the samples of various forms of business writings are 

included to provide assistance. The book also facilitates students who want to 

present research experiences or projects, by giving sufficient guidance regarding 

producing effective and qualitative presentation. Another attraction for the 

students in this book is the tips for students to be successful presenters. Students 

can be benefitted by them and have their presentations eloquently and confidently 

at any forum.  

 

I have credence that efforts put in this book have made it indeed a useful book for 

students to bring more improvement in them in a little time. 

 

 

Prof. Dr. Syed Zafar Ilyas 
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INTRODUCTION 

 

 

It has been observed that many students after graduation, step in practical life by 

joining various fields and some of them get admission in higher level studies. Our 

students are excellent even though they vacillate to express themselves in written 

and oral communication. We have credence in their capacity of learning, so 

opportunity to improve formal business writing and presentation skill can enhance 

their communication skill. This book is developed to focus on communication 

skill so that they could explore and polish their potentials. 

 

The purpose of the book “Communication Skills” is to provide students necessary 

knowledge and skill required for writing various kinds of formal business letters, 

applications and memo. It guides a student so that he could not only prepare 

qualitative presentation but also be recognized as an effective well versed 

presenter. It is designed to meet the need of English language skills of the student 

in graduation program.  

 

After going through various steps towards writing, students deal with the specific 

patrons of business correspondence. It gives necessary effective, favorable 

impressions for producing meaning full piece of writing of any kind. Samples of 

various letter forms, practical use of grammar and punctuations enable them to 

bring clarity in their thoughts and writing. 

 

Meaningfull practical exercises increase their capacity of reading and listening 

that can be helpful in taking notes and overcome the fear of taking examinations. 

Learning about principles of letter writing results in comprehensive understanding 

and enhance their capacity of writing business letter in certain set formats having 

impact on the reader. Getting awareness about verbal and nonverbal 

communication increase the capacity to communicate effectively in meetings and 

presentations. This book also deals with procedure of making presentation and 

guides the presenter to deliver qualitative and effective presentation adroitly. 

 

This book is an effort made to prepare the students to use the skills of English 

language during studies as well as in the professional life so as to explore their 

potentials to perform their best and lead confidently in practical life to achieve 

luminous future. 
 

Mubadirah Durrani 
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OBJECTIVE 
 

 To give awareness about effective writing.  

 

TOP 10 TIPS FOR WRITING BETTER BUSINESS LETTERS 
 

Business writing has only two goals: 

 

1. To make people understand you. 

2. To get them to take some action. 

 

Your readers take the proper action only when they know not just what you say, 

but what you want. Do you want them to: 

 

 Buy you product or service? 

 Confirm a decision? 

 Simply like you and think you are good to do business with? 

 

All those things – buying, confirming, even liking and thinking – are actions. 

 

For your reader to understand what you want (and then do it), he or she must first 

understand precisely what you mean in your writing. If he or she has to guess, 

there’s a good chance the guess will be wrong. 

 

People who read your letters, e-mails, faxes, reports and memos have no 

opportunity to interpret your body language or tone of voice, as they would in a 

conversation. So although you should write much as you speak, you should think 

of the times when you speak at your best – when your words, sentences, and 

paragraphs are more precise than your typical, everyday speech. 

 

Even when it’s structured and precise, good writing helps your reader see you as a 

real person, and treats him or her as one too. Many business writers are tempted to 

hide behind officious, complex language, using it both to avoid saying what they 

mean and because so many others use it. They should not, and you don’t have to 

either. 
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To write effectively, to say what you mean, and to make sure your readers 

understand you, keep these ten rules in mind: 

 

 Write Concisely 

Some editors estimate that a third of the words in a typical letter are wasted. At 

every stage of writing your letter, look at it and decide what to remove – there 

will always be something. Remember that you want your reader to understand 

you and take action. Anything that does not help him or her do that is 

unnecessary. Avoid repeating anything, other than for specific emphasis. Remove 

needless words from every sentence, needless sentences from every paragraph, 

and needless paragraphs entirely. 

 

 Be Complete 
Don’t take conciseness too far. You should write not just what must be said, but 

also what should be said to achieve your goal. Your letter should not read like a 

telegram, but should tell your reader everything he or she needs to know, and then 

prod for action. Make sure that you include enough background for your reader to 

get what you mean, and that you come across as tactful and polite, not terse and 

unfeeling. 

 

 Use Nouns and Verbs 
If you think of writing as driving a car, nouns and verbs are the wheels and 

engine, while adjectives and adverbs are the body and trim. No matter how fancy 

the paint and details, without power and grip your car goes nowhere. Adjectives 

and adverbs can enhance sturdy nouns and verbs, but they can’t rescue weak ones. 

Instead of “I definitely believe that the performance will be a very successful 

one,” write “I know the performance will succeed.” The second sentence is both 

stronger and shorter. 

 

 Write Actively 

Good writers use the active voice whenever they can. In active sentences, people 

do things – they act and interact. The active voice is vigorous and brief, showing 

who acts and how. In passive sentences, things are done – people are acted upon 

or, worse, disappear entirely. In most contexts, the passive voice is vague and 

evasive, making your reader unsure who is doing what. 

 

So instead of “The report will be sent to you” and “The source of your problem 

has been determined” (passive), write “I will send you the report” and “Our 

technical team has found what caused your problem” (active). Remove “there is,” 

“it appears,” “are done,” and similar phrases by rebuilding passive sentences as 

active ones. 
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 Be Specific 

Most people use specific language when they talk casually: they tell stories with 

details, colors, and smells. Write the same way. Use words to paint pictures in 

your reader’s mind, not to ask him or her to dissect abstract concepts. If you have 

numbers, use them. Don’t discuss ideas without examples. Avoid abbreviations 

not everyone knows. Everybody understands words that apply to everyday life, so 

use everyday words and your reader will understand you. 

 

 Write Interesting Sentences 
Vary the length of your sentences to avoid lulling your reader to sleep. Make 

some short and sharp. Draw others out by linking two or three together: clip with 

commas, stitch with semicolons; even staple with dashes – if you like. Don’t 

make all your sentences the same. 

 

 Write to Your Readers, (Not Down to Them) 

Most people understand for more words than they use, either in writing or speech. 

If you read any general how-to book, business letter, newspaper, or even these 

writing guidelines, you will find each written at roughly the same level of 

language. None treats its readers like children, but none is likely to use the word 

“turpitude” either. Even if you are writing to tell your readers something they 

know nothing about, think of them as intelligent but uninformed, not dumb. 

 

Avoid using “we” if you don’t have to – use it if you are really talking about a 

group opinion, position, or action (such as a company policy or a decision voted 

on at a meeting), but don’t use it to replace “I” with something more pompous. 

Readers like to see that you are a person, not a vague corporate “we” or an 

impersonal “the writer”. Your reader isn’t stupid and doesn’t like being talked 

down to. 

 

 Use a Positive Tone 

Use negatives such as “don’t,” “won’t,” and “not” only to deny, not to evade or be 

indecisive. Instead of “We can’t decide until tomorrow,” write “We should decide 

tomorrow,” or, better yet, “We will decide tomorrow.” Even many negative 

statements have single words that work better than negative statements: 

“disagreeable” instead of “not nice,” “late” instead of “not on time,” “wrong” 

instead of “non-optimal,” “rarely” instead of “not very often,” and so on. 

 

 Be Correct 

Good writing is correct in two ways: 

1. In technique 

2. In facts 
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Reference books, such as style guides and dictionaries, will help you write with 

proper spelling, punctuation, grammar and formatting. The facts, however, are 

yours alone. Letters serve as records of what you say, often spending years in 

filling cabinets for later reference, so your facts must be correct. 

 

If you have relevant information, present it. If you are uncertain, say so. If you 

merely suspect something, make the suspicion clear so your reader does not think 

you know more than you do. Check your letter over before you send it, to save the 

awkwardness of correcting a mistake after your reader sees it. 

 

 Be Clear 

Good business writing is all about being clear. A letter is not a poem, a mystery 

story, or a morality play. It should not have subtle allegorical overtones requiring 

careful study, or different shades of meaning. In short, it should not be open to 

interpretation. 

 

Every word should mean one thing, each sentence should say one thing, and 

together they should create a tool for achieving your goal. If your reader 

understands you, then does what you intend, then your writing – whether a letter, 

e-mail, memo, fax, or report – succeeds. 
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OBJECTIVE 
 

 To enhance understanding of composition process in a paragraph, letter and 

E. mail text.  
 

MODEL COMPOSITION 
 

1. African survivals in American culture have diminished markedly over the past 

one hundred years, but some are still existent and are interwoven into the 

cultural pattern of America and the Western Hemisphere itself. These are 

reflected in the words we speak, the songs we sing, and the foods we consume. 
 

2. A recent work on Negro speech in the United States reveals more than four 

thousand African words, names and numbers still spoken among Negroes on 

the Georgia-South Carolina offshore islands, known as the Gullah region. 

The words reveal the identity, civilization, and relative influence of the 

people from whom most of America’s twenty thousand negroes descend. 

For example, the word tote, meaning |to carry,” has been found in print 

within seventy years after the first settlement at Jamestown, Virginia; it has 

no known English origin. Our latest, juke box, comes from the word juke, 

Senegalese term implying a wild time. 
 

3. Negro spirituals, too, are traceable to Africa, and their identical prototypes 

can be found in African music. Once in America, these original patterns 

were fused with the spirit of Christianity, a religion which promised that in 

the next world the adverse conditions of the slave would be reversed. The 

result was a body of song voicing all the cardinal virtues of Christianity–

patience, forebearance, faith, and hope–though a necessarily modified form 

of primitive African music. The Negro took complete refuge in Christianity, 

and his spirituals were literally forged out of sorrow in the heat of religious 

fervor; they brought hope and comfort to burdened people. 
 

4. Anthropologists attest that many of our most popular plants have their roots 

in Africa. Black-eyed peas traveled from Africa to North America in the 

holds of slave ships as food for the pitiful cargo. Africa’s greatest 

contribution to the joy of eating is the watermelon, which is still found wild 

in the interior of Africa, where it originated. Our word coffee is derived from 

Kaffa, Ethiopia, its place of origin. Okura (okra) and kola nuts (the basis for 

cola drinks) were both brought to the new world by Africans. 
 

5. These astonishing survivals of African culture prompted the late Professor 

Carter G. Woodson, one of the world’s most eminent authorities on Negro 

culture and history, to state, “All around me I can see Africa…” 
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Note the various relationships which exist between the paragraph and the 

composition:  

  

 

 

  

 Sentence 1 

 

 

 

 

 Sentence 2 

 (words) 

 

 Sentence 3 

 (songs) 

 

 Sentence 4 

 (foods) 

 

 

 Sentence 5 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

INTRODUCTION 

Paragraph of introduction. In this 

paragraph the reader is given certain 

background information. The controlling 

idea of the composition is given in the last 

part of the paragraph, where the reader is 

introduced to the various topics of the 

paragraphs which are to follow: words, 

songs, food. 

 

 

BODY 

Paragraph 2 (words). This paragraph deals 

with African words which are still used in 

American English. It goes into far greater 

detail than the single sentence of the model 

paragraph. 

 

Paragraph 3 (songs). The third sentence 

has also been expanded into a full 

paragraph, this time one which deals with 

the Negro spiritual. 

 

Paragraph 4 (foods). This paragraph 

represents an expansion of the fourth 

sentence of the model paragraph. Like the 

others, it presents quite a bit more detail 

than is possible in a single sentence. 

 

 

CONCLUSION 

Concluding Paragraph. This final–or 

concluding–paragraph, like the final 

sentence of the model paragraph, ties 

together all of the ideas expressed in the 

composition. The composition ends with a 

quotation. This is a useful technique to 

learn, particularly for paragraphs of 

introduction and conclusion. 
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 10 GOOD OPENING LINES 
 

 With reference to your letter of 8 June, I … 

 I am writing to enquire about … 

 After having seen your advertisement in …, I would like … 

 After having received your address from … , I … 

 I received your address from … and would like … 

 We/I recently wrote to you about … 

 Thank you for your letter of 8 May. 

 Thank you for your letter regarding … 

 Thank you for your letter/e-mail about … 

 In reply to your letter of 8 may, … 

 

 

 Closing lines: Why do we need a closing line in a business 

letter or email? 
 

 To make a reference to a future event 

 To repeat an apology 

 To offer help 

 

 10 GOOD CLOSING LINES 
 

 If you require any further information, feel free to contact me 

 I look forward to your reply. 

 I look forward to hearing from you. 

 I look forward to seeing you. 

 Please advise as necessary. 

 We look forward to a successful working relationship in the future. 

 Should you need any further information, please do not hesitate to contact 

me. 

 Once again, I apologise for any inconvenience. 

 We hope that we may continue to rely on your valued custom. 

 I would appreciate your immediate attention to this matter. 
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 When the recipient’s name is unknown to you: 
 

 Dear Sir … Yours faithfully 

 Dear Madam … Yours faithfully 

 Dear Sir or Madam … Yours faithfully 

 

 When you know the recipient’s name: 
 Dear Mr. Hanson … Yours sincerely 

 Dear Mrs Hanson … Yours sincerely 

 Dear Miss Hanson … Yours sincerely 

 Dear Ms Hanson … Yours sincerely 

 

 When addressing a good friend or colleague: 
 Dear Jack … Best wishes/Best regards 

 

 Addressing while Departments: 
 Dear Sirs … Yours faithfully 
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MODEL LETTERS 

 

1. Sample of letter 

 

 July 1, 2008 

 Kangelaste St. 123 

 Narva, 21005 

  

  

  

  

  

 Dear Sir or Madame, 

  

 I am a student at East Vocational School in 

 Sillamae, Ida- Virumaa. We are doing a field 

 research project on how to clean up and sanitize  

 our local drainage system 

 Could you suggest an office where I can find more  

 information about water quality in our town? 

 Thank you for taking the time to respond to this letter. 

  

 Sincerely, 

  

 Ander Rihard 
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PARTS OF LETTER 
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 These elements apply to certain business letters: 
 

 Attention Line 
 

 If your letter is addressed to a company, you may include an attention line to 

indicate the intended recipient of your letter (e.g., CEO, chief financial 

officer, marketing director). The attention line goes two lines below the 

recipient’s address: 
 

 Attention: Director of Customer Service 
 

 Subject or Reference Line 

 

 A subject or reference line may be useful to alert the recipient to the purpose 

of your letter. Include it two lines below the attention line or recipient’s 

address. Use Subject: or Re: to begin this line, or write the subject in capital 

letters: 
 Re: Policy number AM4758Z6 

 ANNOUNCEMENT OF COMPANY PROMOTIONS 

 

Enclosures 
 

If you have enclosed additional documents along with your letter, indicate so by 

typing Enclosure or Enclosures either three lines below your signature or one 

line below the typist’s initials. You may also list which documents are enclosed, if 

you have included several; if you do so, use the abbreviation Encl. If there is 

more than one enclosure, state how many in parentheses () : 

Enclosures (3) 

Encl: photos (2) of damage to car, repair estimates (3) 

 

Courtesy Copies 

 
Use this line if you are sending copies of the letter to others in addition to the 

addressed recipient. Include if three lines below the last element of the letter. 

Write each person’s name on a separate line, and list each person in alphabetical 

order: 

 

cc: Jane Doe 
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Sample Memo Format 

 

 
24 Smith Road 

Sunderland 
29th August 2001 

 
Mr. Fred Hattwell 
Manager 
Hattwell toys Ltd 
133 Industry Road 
Sunderland 
 
 
Dear Mr. Hattwell, 
 
I am writing to request information about kites, as I have been informed 
that those produced in our factory are excellent. 
 
I require all specifications of all models, as well as pricing information. 
Could you please send the information by first class mail? 
 
I look forward to your swift reply. 
 
 
Yours sincerely, 
 
 
 
(Signature) 
 
Ms DESIREE SABRINA HENDERSON 
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Unit–3 
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OBJECTIVE 
 

 To bring clarity in expression for comprehension using grammatical 

structures and punctuations. 

 

WRITING AN EFFECTIVE BUSINESS LETTER 
 

  
 Business Letter Template Fields: 

 Date: Use month, day, year format, e.g., March 3, 2012 or 3 March 2012 

 Sender’s Address: It is a good idea to include sender’s email and url, if available. 

Don’t include this information if its already incorporated into the letterhead design. 

This will allow customers to find your small business more quickly. 

 Inside Address: Use full name. Mr./Ms is optional 

 Salutation: Be sure to use a colon at the end of the name, not a comma as in 

personal letters. 

 Body Text: State why you are writing. Establish any connection/mutual 

relationship up front. Outline the solution, providing proof in the way of examples 

and expert opinions. Group related information into paragraphs. 

 Closing “Call to Action”: State what the reader needs to do and what you will do 

to follow up. 

 Signature Block: Sign your letter in blue or black ink. 

 Enclosures: Use if you have an enclosure. 

 Carbon Copy: Use if you are sending a copy to additional person(s). (Now carbon 

copy is not in practice so take it as copy only) 

 

 Use a Professional Tone: 

 

Save casual, chatty language for email – your printed business letter should be 

friendly but more professional. As Scott Ober suggested in his book 

Contemporary Business Communication, “The business writer should strive for 

an overall tone that is confident, courteous, and sincere; that uses emphasis and 

subordination appropriately; that contains nondiscriminatory language; that 

stresses the “you” attitude; and that is written at an appropriate level of 

difficulty.” That said, be sure to sound like yourself – you don’t want your letter 

to read as if a machine wrote it. 

 

 Write Clearly: 

 

State your point early in your letter. To avoid any miscommunications, use 

straightforward, concise language. Skip the industry jargon and instead choose 

lively, active words to hold your reader’s attention. 
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Organize your information logically: Group related information into separate 

paragraphs. In a long, information packed letter, consider organizing information 

into sections with subheads. You may want to highlight key words to make them 

“pop”. 

 

It’s easy to put a few words in colour to draw attention to them. Just select the 

type and click the arrow to the right of the Font Colour button, choose the colour 

you want, the click the button. Or, try highlighting a few words in the text. Select 

the type you want to emphasize, then click the Highlight button. Note: When 

highlighting parts of a documents you intend to print, use a light colour such as 

yellow, light green, or light blue. If you wish to remove the highlighting, select 

the text and click the Highlight button again. 

 

AutoText automates applying colour (or any type style), which would ordinarily 

take numerous clicks or commands. Say you are creating a report that compares 

your organization’s performance against that of your competitor. Word can 

automatically colour your company’s name every time it appears, making those 

entries easy to locate. 

 

 Be Persuasive: 

 

Establish a positive relationship with your reader right away. If you have a 

connection to the reader – you have met before or have a mutual colleague, for 

example – mention it in your introductory paragraph. Whether you think your 

reader will agree with the point of your letter or not, it is important to find 

common ground and build your case from there. 

 

Understand your reader well enough to anticipate how he or she will react when 

reading your letter. Address his or her needs or wishes, or a specific problem, and 

then outline your solution. Provide proof in the way of examples and/or expert 

opinion to back up your point. Make sure to maintain a friendly tone. 

 

Conclude your letter with a “call to action.” State clearly what your reader needs 

to do or believe to achieve the desired solution and then state with you, the writer, 

intend to do next to follow up. 

 

 Proofread your letter! 

All your careful crafting and printing can’t cover up spelling or punctuation 

errors, which leave is lasting negative impression. 
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Now that you’ve learned the secrets of writing an effective business letter, you’re 

ready to start composing. Good luck! 

 

Parts of a Business Letter 
 

 The Heading (The Return Address) or Letterhead – Companies usually 

use printed paper where heading or letterhead is specially designed at the 

top of the sheet. It bears all the necessary information about the 

organisation’s identity. 

 

 Date – Date of writing. The month should be fully spelled out and the year 

written with all four digits October 12, 2005 

(12 October 2005 – UK style). The date is aligned with the return address. 

The number of the date is pronounced as an ordinal figure, though the 

endings st, nd, rd, th, are often omitted in writing. The article before the 

number of the day is pronounced but not written. In the body of the letter, 

however, the article is written when the name of the month is not mentioned 

with the day. 

 

 The Inside Address – In a business or formal letter you should give the 

address of the recipient after your own address. Include the recipient’s 

name, company, address and postal code. And job title if appropriate. 

Separate the recipient’s name and title with a comma. Double check that you 

have the correct spelling of the recipient’s name. 

 

The Inside Address is always on the left margin. If an 8 ½″ x 11″ paper is 

folded in thirds to fit in a standard 9″ business envelope, the inside address 

can appear through the window in the envelope. 

 

 The Greeting – Also called the salutation. The type of salutation depends 

on your relationship with the recipient. It normally begins with the word 

“Dear” and always includes the person’s last name. Use every resource 

possible to address your letter to an actual person. If you do not know 

the name or the sex of your receiver address it to Dear madam/Sir (or Dear 

Sales Manager or Dear Human Resources Director). As a general rule the 

greeting in a business letter ends in a colon (US style). It is also 

acceptable to use a comma (UK style). 
 

 The Subject Line (optional) – Its inclusion can help the recipient in dealing 

successfully with the aims of your letter. Normally the subject sentence is 

preceded with the word Subject: or Re: Subject line may be emphasized by 
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underlining, using bold font, or all capital letters. It is usually placed one 

line below the greeting but alternatively can be located directly after the 

“inside address,” before the “greeting.” 

 

 The Body Paragraphs – The body is where you explain why you are 

writing. It’s the main part of the business letter. Make sure the receiver 

knows who you are and why you are writing but try to avoid starting with 

“I”. Use a new paragraph when you wish to introduce a new idea or element 

into your letter. Depending on the letter style you choose, paragraphs may 

be indented. Regardless of format, skip a line between paragraphs. 
 

 The Complimentary Close – This short, polite closing ends always with a 

comma. It is either at the left margin or its left edge is in the center, 

depending on the Business Letter Style that you use. It begins at the same 

column the heading does. The traditional rule of etiquette in Britain is 

that a formal letter starting “Dear Sir or Madam” Must end “Yours 

faithfully”, while a letter starting “Dear” must end “Yours sincerely”. 
(Note: the second word of the closing is NOT capitalized). 

 

 Signature and Writer’s Identification – The signature is the last part of 

the letter. You should sign your first and last names. The signature line may 

include a second line for a title, if appropriate. The signature should start 

directly above the first letter of the signature line in the space between the 

close and the signature line. Use blue or black ink. 

 

 Initials, Enclosures, Copies – Initials are to be included if someone other 

than the writer types the letter. If you include other material in the letter, put 

‘Enclosure’, ‘Enc, Encs’, as appropriate, two lines below the last entry. cc 

means a copy or copies are sent to someone else. 
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 American Style British Style 

Heading 

According to the format but 

usually aligned to the left 

The heading is usually 

placed in the top right 

corner of the letter  

(Sometimes centred) 

Date 

October 19, 2005 (month-

day-year) 

According to the format but 

usually aligned to the left 

(two lines below the 

heading) 

19 October 2005 (day-

month-year) 

Usually placed directly (or I 

blank line) 

Below the heading 

Salutation 

Dear Mr./Ms. Smith: 

Dear Sir or Madam: 

Gentlemen: 

After the salutation there is 

a colon (:) 

Dear Mr./Ms. Smith 

Dear Sir or Madam, 

Dear Sirs, 

After the salutation there is 

a comma (,) 

Complimentary close 

Sincerely, 

Sincerely yours, 

Yours truly, 

Sincerely,  

Yours sincerely, 

Yours faithfully, 

 

The format (layout) is the visual organization of a business letter. You can 

follow many different formats when you create business letters. Be aware 

that there are often differences depending upon location. The main business 

letter formats are: 
 

 Full-Block Style – All the elements are aligned to the left margin and 

there are no indented lines. This is a standard block-style format that is 

accepted by most businesses. 

 

 Modified Block Style – The return address, date, closing and signature 

start just to the right of the center of the page or may be flush with the right 

margin. All body paragraphs begin at the left margin. 

 

 Indented or Semi-Block Style – Similar to the modified block business 

letter style except that the first line of each paragraph is indented. 
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GRAMMAR 
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PREPOSITIONS 
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THE ARTICLES (a/an and the) 
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If I had … If we went … etc. 
 

A  

  
Dan likes fast cars but he doesn’t 

have 

He doesn’t have enough money. 

 

If he had the money he would 

buy a fast car 

 

Usually had is past, but in this 

sentence had is not past. If he had 

the money = if he had the money 

now (but he doesn’t have it).  
 

  
 
 

IF 

I 

you 

it 

they 

etc. 

had/knew/lived/went (etc.)…, 

didn’t have/know/go (etc.)…, 

was/were …, 

could …, 

I  

you 

it 

they etc. 

would(n’t) 

 

could(n’t) 

buy ... 

be … 

have … 

go … etc. 

 

 You can say: 

 If he had the money, he would buy a car. (If … at the beginning) 
 or  He would buy a car if he had the money ( … if … in the middle) 

 

 I’d / she’d / they’d etc. = I would / she would / they would etc.: 

 I don’t know the answer. If I knew the answer, I’d tell you. 

 It’s raining, so we’re not going out. We’d get wet if we went out. 

 Jane lives in a city. She likes cities. She wouldn’t be happy if she 

lived in the country. 

 If you didn’t have a job, what would you do? (but you have a job) 

 I’m sorry I can’t help you. I’d help you if I could. (but I can’t) 

 If we had a car, we could travel more. (but we haven’t got a car, so 

we can’t travel much) 
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B.  

 If (I) was/were … 

 You can say: if (I/he/she/it) was or were …: 

 It’s cold. If I were you, I’d put your coat on. 
 (or If I was you …) 

 It’s not a very nice place. I wouldn’t go there 
 If I was you. (or … if I were you) 

 It would be nice if the weather were (or was) 

better. 
 

C. 
 

Compare: 

  

if I have / if it is etc. 

 I must go and see Ann. 

 If I have time, I will go today. 

(= perhaps I’ll have time, so 

perhaps I’ll go) 

 I like that jacket. 

I’ll buy it if it isn’t too expensive. 

(= perhaps it will not be too 

expensive) 

 I’ll help you if I can. (=perhaps I 

can help) 

if I had / if it were 

 I must go and see Ann. 

 If I had time, I would go today 

(= I don’t have time today so I will 

not go) 

 I like that jacket but it’s very 

expensive 

I’d buy it if it weren’t so 

expensive 

(= it is expansive, so I’m not going 

to buy it) 

 I’d help you if I could but I can’t. 
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EXERCISES 
 

1. Complete the sentences. 

 

1. I don’t know the answer. If I ………… the answer, I’d tell you. 

2. I have a car. I couldn’t travel very much if I ………… a car. 

3. I don’t want to go out. If I ……………………….. to go out, I’d go. 

4. We haven’t got a key. If we …………………………. a key, we could get 

into the house. 

5. I’m not hungry. I would have something to eat if I ……………… hungry. 

6. Sue enjoys her work. She wouldn’t to do it if she ………………… it. 

7. You can’t drive. If you ………………….. drive, I would lend your my car. 

8. He speaks too fast. I could understand him better if he ……………………... 

more slowly. 

9. I have a lot to do today. If I …………………………… so much to do, we 

could go out. 

 

2. Put the verb in the correct form. 

 

1. If …………. The money, he would buy, a fast car. (he/have) 

2. Jane likes living in a city. ……………happy if she lived in the country. 

(she/not/be) 

3. If I wanted to learn Italian, ………………. to Italy. (I/go) 

4. I haven’t told Ann what happened. She’d be angry if ………… (she/know) 

5. If…………………… a map, I could show you where I live. (we/have) 

6. What would you do if …………………………. A lot of money? (you/win) 

7. It’s not a very good hotel. …………………..there if I were you. (I/not/stay) 

8. If…………….. nearer London, we would go there more often. (we/live) 

9. It’s a pity you have to go now. ……………nice if you had more time. (it/be) 

10. I’m not gong to take the job. I’d take it if………………better (the salary/be) 

11. I don’t know anything about cars. If the car broke down, 

…………………….. what to do. (I/not/know) 

12. If you could change one thing in the world, what …………………… 

(you/change) 
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3. Complete the sentences. Choose from the box and put the verb in the 

correct form. 

 
we (have) a bigger house I (watch) it 

we (buy) a bigger house every day (be) the same I (be) bored 

we (have) some pictures on the wall the air (be) cleaner 

 

 

1. I’d buy that jacket if ................................................................................. 

2. If there were a good film on TV tonight, ................................................. 

3. This room would be nicer if ..................................................................... 

4. If there weren’t so much traffic, .............................................................. 

5. Life would be boring if ............................................................................ 

6. If I had nothing to do, .............................................................................. 

7. We could invite all our friends to stay if.................................................. 

8. If we had more money, ............................................................................ 

 

4. Complete the sentences. Use your own ideas. 

  

1. I’d go to the dentist if ............................................................................... 

2. If I could go anywhere in the world ......................................................... 

3. I wouldn’t be very happy if ...................................................................... 

4. I’d buy a house if ..................................................................................... 

5. If I saw an accident in the street,.............................................................. 

6. The world would be a better place if ....................................................... 
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Exercise 1 
 

1  remind 

 She reminded them to fasten their 

seat-belts. 

 

2  warn 

 She warned them not to leave 

their seats. 

 Continue. 

3. remind 10. warn 

4. tell 11. tell 

5. invite 12. instruct 

6. promise 13. order 

7. help 14. urge 

8. ask 15. force 

9. refuse 

 

 

 

Exercise 2 
Look at these sentences. 

1. He said, ‘No, no … please don’t 

shoot me.’ 

2. She said, ‘Whatever you, do, 

don’t go to that dentist.’ 

3. He said, ‘If I were you, I’d travel 

by train.’ 

4. He said, ‘Would you like to come 

to a party on Saturday?’ 

5. She said, ‘Don’t forget to go to 

the bank today.’ 

6. The policeman said, ‘Switch off 

the engine, and get out of the car.’ 

7. The old man said, ‘Certainly not, I 

won’t sell it at that price.’ 

8. She said, ‘don’t worry. I’ll definitely 

meet your at six o’clock.’ 

9. The attendant said, ‘Would you 

mind moving your car?’ 

10. She said, ‘I’m too busy now. Come 

back later.’ 

1. He begged them not to shoot him. 

Continue, using these words: 

Refuse/ask/tell/warn/order/remind/advi

se/promise/invite 
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Exercise 3 
Practice with a partner (one is Student A, the other is Student B). 

 

Student A Student B 

Ask B to meet you tonight. 

Advise B not to smoke so much. 

Ask B to write a letter from your 

dictation. 

Invite B to a party. 

Order B to be quiet. 

Remind B to repay the money you lent 

him. 

Threaten to kill B. 

Order B to jump out of the window. 

Warn B not to exceed the speed-limit. 

Promise to meet A. 

Tell A to mind his own business. 

Ask A to speak more slowly. 

 

Refuse politely. 

Tell A not to talk to you like that. 

Promise to pay tomorrow. 

 

Beg A not to do it. 

Tell A not to be so silly. 

Tell A to watch out for police cars! 
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MESSAGES 
Amanda Hayward is a secretary at 

Standard Security Systems. Her boss, 

Peter Dawson, was away on business on 

Monday. She took several messages for 

him. Listen to the conversations and look 

at the notes. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

It’s Tuesday morning. Peter Dawson has 

just returned to the office after his 

business trip to Lyon. Look at the Notes 

and listen to her report. 

Peter Good morning, Amanda. Could you 

come in for a minute, please? 

Amanda Good morning, Mr Dawson. 

Did you have a good trip? 

Peter Yes, thank you. Were there any 

messages for me yesterday? 

Amanda Yes, quite a few. Shall I just run 

through them? 

Peter Please. 

Amanda Jenny phoned. She said she 

wouldn’t be in till Friday. 

Peter Oh. Why’s that? 

Amanda She said she had ’flu. She’d 

seen the doctor. 

Peter Right. Go on.  

 

Amanda Then Mr Watkins called. He 

said he couldn’t make the meeting this 

afternoon but would ring you on 

Wednesday. 

Peter OK. 

Amanda Godfrey came in looking for 

you. He said he wanted Friday off. 

Peter Did he? 

Amanda Yes. He told me his 

grandmother had died and he’d have to 

go to the funeral. 

Peter Oh dear. I’d better see him later. 

Amanda And Wadley’s Garage called. 

They said your new car wasn’t ready. 

Peter Oh, no … why on earth not?  

Amanda They said there was a strike at 

the factory yesterday. 

Peter  Again! 

Amanda After lunch Miss Dobson 

phoned. She said that Western Video 

Systems had to cancel their last order 

because their customers had changed 

their minds. 

Peter Pity! 

Amanda Mr Gonzalez called from 

Mexico to say he might be in London 

from 21
st
 – 25

th
. He said he wanted to 

see you then. 

Peter Oh, good. I hope he can make it. 

Amanda Then a lady phoned. Samantha 

Ellis. She asked you to phone her as 

soon as possible. She said it was 

urgent. 

Peter Ah, Samantha. I wonder what she 

wants. 

Amanda Oh and just before five, Mr 

Berry phoned. He told us not to supply 

Mason & Co. until further notice. He 

said it was important and that he would 

explain later. 

Peter Anything else? 

Amanda No That’s it. Coffee? 

Peter Please. That would be nice. 

 

MESSAGES FOR MR DAWSON – MONDAY 
 
9,00  Jerry phoned. Won’t be in till Friday – flu. 
9.40 Mr Watkinos. Can’t make the meeting Tues. pm. will 

ring Wed 
11:30 Godfrey wants Fri. off Grandmother died Sun. will 

have to go to funeral. 
12.15 Wadley]s George called. New car not ready yet. 

Strike at factory 
2.10 Miss Dobson (Weatern Videos) must cancel order. 

Customers have changed their minds. 
3.20 Mr. Gonzal. May be in London 21st – 25th. Wants to 

see you there. 
4.35 sanantha. Please phone her as soon as possible. 

Very urgent. 
4.55 Mr. Barry rang. Don’t supply mason and Co. Will 

explain later.  
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Exercise 
Janice Taylor is personal assistant to 

Heather Bates, who is the chief fashion 

buyer for Sparks & Fraser, a chain of 

department stores. Heather was away 

yesterday visiting a supplier in 

Manchester. Janic took these messages. 

 

Janice reported the messages to Heather. 

9.10 Mr Foster called. He said he 

wanted to see you on Wednesday 

and that he would be here at ten 

o’clock 

Report the other messages. 

 

 

MESSAGES 

9.10 Mr. Foster wants to see you. Wed. Will be here at 10 am. 
 
10.25 Anan Moor, international demin. Can’t supply orders for 

jeans. Their shipment from Hong Kong hasn’t arrived. 
 
11.5 Madam Bourvil called from Paris sending photos of spring 

collection. 
 
2.10 Miss Noris brightens store. Long monogran blouses are 

selling very well. Has nearly run out of stock wants 1000 
as soon as possible. 

 
13.45 Angela called. Got back from Florence yesterday. Saw lot 

of interesting things. Will discuss possible purchases.  
 
4.50 Mr. Collin. Wigan Textile may be able to supply new 

pullover range cannot confirm order yet. Must discuss 
prices. 
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The Passive 
 

Forming the Passive 

 

 Active Passive 
a) Mary helps John. 

b) Mary is helping John. 

c) Mary has helped John. 

d) Mary helped John. 

e) Mary was helping 

John. 

f) Mary had helped John. 

g) Mary will help John. 

h) Mary is going to help 

John. 

i) Mary will have helped 

John. 

John is helped by Mary. 

John is being helped by Mary. 

John has been helped by Mary. 

John was helped by Mary. 

John was being helped by 

Mary. 

John had been helped by 

Mary. 

John will be helped by Mary. 

John is going to be helped by 

Mary. 

John will have been helped by 

Mary.* 

 

Form of the passive: be 

+-ed 

(past participle) 
 

In the passive, the object 

of an active very 

becomes the subject of 

the passive verb. 
 

Only transitive verbs 

(verbs that are followed 

by an object) are used in 

the passive. It is not 

possible to use verbs 

such as happen, sleep, 

come, and seem 

(intransitive verbs) in the 

passive. 
 

*The progressive forms of the present perfect, past perfect, future and future perfect are 

not used in the passive. 
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EXERCISE 1: Change the sentences from the active to the passive. 
 

1a. The doctor treats the patient. 

1b. The patient ............................. ...........................  by the doctor. 
  (simple present ..  + (-ed) 

  form of be) 

 

2a. The doctor is treating the patient. 

2b. The patient ............................. ...........................  by the doctor. 
  (present progressive + (-ed) 

  form of be) 

 

3a. The doctor has treated the patient. 

3b. The patient ............................. ...........................  by the doctor. 
  (present perfect ..  + (-ed) 

  form of be) 

 

4a. The doctor treated the patient. 

4b. The patient ............................. ...........................  by the doctor. 
  (simple past + (-ed) 

  form of be) 

 

5a. The doctor was treating the patient. 

5b. The patient ............................. ...........................  by the doctor. 
  (past progressive + (-ed) 

  form of be) 

 

6a. The doctor had treated the patient. 

6b. The patient ............................. ...........................  by the doctor. 
  (past perfect + (-ed) 

  form of be) 

 

7a. The doctor will treat the patient. 

7b. The patient ............................. ...........................  by the doctor. 
  (simple future + (-ed) 

  form of be) 

 

8a. The doctor is going to treat the patient. 

8b. The patient ............................. ...........................  by the doctor. 
  (be going to + (-ed) 

  and be) 

 

9a. The doctor will have treated the patient. 

9b. The patient ............................. ...........................  by the doctor. 
  (future perfect + (-ed) 

  form of be) 
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10. Shakespeare wrote that play.............................................................................. 

 

11. Bob will invite Ann to the party. ....................................................................... 

 

12. Alex is preparing that report............................................................................. 

 

13. Waitresses and waiters serve customers. .......................................................... 

 

14. The teacher is going to explain the lesson. ....................................................... 

 

15. Shirley has suggested a new idea...................................................................... 

 

16. Kathy had returned the book to the library. ..................................................... 

 

17. When I got back to my hotel room, a maid was making the bed. ..................... 

 

18. By this time tomorrow, the President will have made the  

announcement. .................................................................................................. 
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2. THE “BY PHRASE” 
 

a) That book was written by Mark 

Twain. 

A passive verb is followed with a “by 

phrase” only if it is important to know 

who performs an action. 

In (a): by Mark Twain is important 

information. 

b) This house was built in 1890.  

 (by someone; by house builders) 

c) Rice is grown in India. 

 (by people; by farmers) 

Usually the “by phrase” is omitted from 

a passive sentence: the passive is most 

frequently used when it is not known or 

not important to know exactly who 

performs an action, as in (b) and (c). 

The “by phrase” is often generally 

under stood; e.g., in (b): by house 

builders. 
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EXERCISE 2: 

 
The “by phrase” is omitted in the following sentences. Suggest an “understood by 

phrase” for each. What would be an equivalent active sentence? 

 

1. My sweater was made in England. 

2. The new highway will be completed sometime next month. 

3. Language skills are taught in every school in the country. 

4. His book is going to be published next year. 

5. Beethoven’s Seventh Symphony was performed at the concert last night. 

6. A lost tribe was discovered in the Philippine rain forest. 

 

 

EXERCISE 3: 
 

Change the following active sentences to passive sentences, if possible. (some of 

the verbs are intransitive and cannot be changed.) Keep the same tense. Include 

the “by phrase” only if necessary. 

 

1. People grow corn in Iowa. ________________________________________ 

 
 

2. Peter came here two months ago. __________________________________ 

 

3. Some one made this antique table in 1734. ___________________________ 

  _____________________________________________________________ 

 

4. My aunt made this rug. __________________________________________ 

 

5. The officials will call off the game if it rains. _________________________ 

 

6. Ever since I arrived here, I have been living in the dormitory  

because someone told me that it was cheaper to live there than in an 

apartment._____________________________________________________ 

  _____________________________________________________________ 

 

7. After the concert was over, hundreds of fans mobbed the rock music outside 

the theater. ____________________________________________________ 

  _____________________________________________________________ 

 

 

 

Corn is grown in Iowa. 

(no change) 
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EXERCISE 4: ORAL Change active to passive. 

 

Example: Someone built that house ten years ago. 

Response: That house was built ten years ago. 

 

1. Some one invited you to go to a party 

2. Someone wrote that book in 1980. 

3. John smith wrote that book in 1980. 

4. People grow rice in many countries. 

5. Columbus discovered the New World. 

6. The secretary is typing the letter. 

7. Teachers teach reading in the first grade. 

8. Someone told you to be here at ten o’clock. 

9. Someone published that book in 1981. 

10. People produce coffee in Brazil. 

11. The mailman delivered the mail at noon. 

12. Someone made that in Mexico. 

13. Someone will serve dinner at six. 

14. Some one is going to serve dinner at six. 

15. Someone will announce the news tomorrow. 

16. Someone will give the examination next week. 

17. Someone has paid the bill. 

18. Someone has made a mistake. 

19. Someone has watered the plants. 

20. The teacher is giving a test in the next room right now. 

21. The teacher is asking you to use the passive. 
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GERUNDS 

 

COMMON VERBS FOLLOWED BY GERUNDS 
 

a) finish We finished eating at 6:30 

b) stop* The baby stopped crying. 

c) quit (give up) Joe quit (gave up) smoking. 

d) avoid He avoided answering my question. 

e) postpone  I postponed (put off) doing my work. 

 (put off) 

f) delay She delayed leaving on vacation. 

g) keep (keep on) We’d better keep (keep on) working. 

h) enjoy I enjoy listening to music. 

i) appreciate I would appreciate hearing from you. 

j) mind Would you mind opening the window? 

k) Consider She is considering (thinking about)  

 (think about) changing her major. 

l) discuss We discussed (talked about) building 

 (talk about) a new house 

Gerunds are used as the 

objects of certain verbs. 

 

In (c): give up has the 

same meaning as quit. 

Give up is also followed 

by a gerund. Other two-

word verbs followed by 

gerunds are given in 

parentheses. 

m) go Did you go shopping? 

  Did you go swimming? 

  Did you go fishing? 

  Did you go hunting? 

  Did you go bowling? 

  Did you go skiing? 

  Did you go hiking? 

  Did you go dancing? 

  Did you go jogging? 

  Did you go mountain climbing? 

Go is followed by a 

gerund in certain 

idiomatic expressions. 

Some of the most 

common expressions are 

given in the examples. 

Other are: boating, 

camping, canoeing, 

running, sailing, skating, 

sledding, skinny dipping, 

tobogganing, water 

skiing, window shopping 
 

*Compare: 1) When the professor entered the room, the students stopped talking. The room 

became quiet. 

 2) While I was walking down the street. I ran into an old friend. I stopped to talk to 

him. (I stopped walking in order to talk to him.) 
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EXERCISE: Complete the sentences 

 

1. Would you mind _________________ the door? 

 

2. I would like to have some friends over. I’m thinking about ____________ a 

party. 

 

3. I appreciate _________________ able to study in peace and quiet. 

 

4. Jack almost had an automobile accident. He barely avoided _____________ 

another car at the intersection of fourth and Elm. 

 

5. Where are you considering _________________ for vacation? 

 

6. You have to decide where you want to go to school next year. You can’t 

postpone _________________ that decision much longer. 

 

7. Sometimes I put off _________________ my homework. 
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COMMON VERBS FOLLOWED BY INFINITIVES 
 

a) I hope to see you again soon. 

b) He promised to be here by ten. 

VERBS WHICH ARE FOLLOWED 

IMMEDIATELY BY AN INFINITIVE: 
 

hope agree remember ask 

promise offer forget expect 

decide refuse 

  seem want 

  appear need 

c) He promised not to be late. Negative form: not precedes the infinitive 

d) Mr. Lee told us to wait for him 

e) Mrs. Jackson warned her son not to 

touch the electric wire. 

f) The policeman ordered me to stop. 

VERBS WHICH ARE FOLLOWED BY 

A (PRO) NOUN AND THEN AT 

INFINITIVE: 
 

tell permit ask 

remind allow expect 

advise require 

encourage force want 

warn order need 

g) I was told to be here at ten o’clock. 

h) We are not allowed to have pets in 

the dormitory. 

The verbs above are followed 

immediately by an infinitive when they 

are used in the passive, as in (g) and (h). 

i) I expect to pass the test. 

j) I expect Mary to pass the test. 

Ask, expect, want, and need may or may 

not be followed by a (pro) noun object. 

Compare: 

In (i): I think I will pass the test. 

In (j): I think Mary will pass the test. 
 

 

EXERCISE: Report the Message 
 

1. The general said to the soldiers, “Surround the enemy!” 

2. Nancy said to me, “Would you please open the window?” 

3. Bob said to me, “don’t forget to take your book back to the library.” 

4. Paul think I have a good voice, so he said to me, “You should take singing 

lessons.” 

5. Mrs. Anderson was very stern and a little angry. She shook her finger at the 

children and said to them, “Don’t play with matches!” 

6. I am very relieved because the Dean of Admissions said to me, “You may 

register for school late.” 

7. The law says, “Every driver must have a valid driver’s license.” 

8. My friend said to me, “You should get some automobile insurance.” 

9. The robber had a gun. He said to me, “Give me all of your money.” 
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10. Before the examination began, the teacher said to the students, “Work 

quickly.” 

11.  The department chairman said to me, “Come to the meeting ten minutes 

early.” 

 

COMMON VERBS FOLLOWED BY EITHER GERUNDS OR 

INFINITIVES 
 
a) It began to rain. 

b) It began raining. 

Certain verbs may be followed by either a gerund or an 

infinitive, as in (a) and (b). These verbs are: 

 

begin like intend 

start prefer* try 

continue hate 

 can’t stand 
 

*Notice the patterns with prefer: 

 

1) I would prefer staying home to going to the concert. 

2) I would prefer to stay home rather than to go to the concert. 

 

 

EXERCIES: ORAL (BOOKS CLOSED) 
Make sentences from the following verb combinations. Use “I” or the name of 

another person in the room. Use any appropriate tense. 

 

Examples: like and go Response: I like to go (OR: like going) 

to the park. 

 

  Ask and open Response: (…) asked me to open the 

window. 

 

1. enjoy and listen 

2. Offer and lend 

3. start and laugh 

4. remind and take 

5. postpone and go 

6. look forward to and see 

7. forget and bring 

8. seem and be 
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PUNCTUATION 
 

Punctuation is an important part of a sentence that brings clarity to understand 

ideas of a text. It is important to understand punctuations before using. We are not 

discussing commonly used punctuations like full stop, question mark, quotation 

mark, apostrophe. So only few punctuations are discussed here such as dash, 

colon, semicolon, comma. 

 

 Comma:  Examples: 

I never liked potato chips, but my mother made me eat them. 

 

She thought they were great, and she thought they would make me grow taller. 

 

Although Harriet tried as hard as she could, she could not win the race. 

 

Running to my next class, I tried to think of an excuse to give my professor. 

 

My brother, who is wearing a red motorcycle helmet, is younger then I am. 

 

The bulldog is noted for its wrinkled, flattened face. 

 

Where are you going now, Little sister? 

 

 Semicolon: ....................................................................................... Examples: 

The pale sun rose over the frozen land; the arctic fox gazed quietly at the sky. 

 

Most stolen cars are recovered; unfortunately, many have been vandalized. 

 

Maria turned fast to the doctor; then to her father mother and sister; and finally 

to the priest. 

 

Colon: Examples: 

He bought: two bicycle tires, bicycle pumps, and a tire repair kit. 

 

 Dash: Examples: 

With dashes: the store–the one around the corner–was robbed again. 

 

 In place of dashes, parentheses and commas can also be used. 

 

With parentheses: the store (the one around the corner) was robbed again. 

With commas: the store, the one around the corner, was robbed again. 
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PRACTICE 1: 
 

April 5 2016 
 
 
Dr Myron B Haversham M D 
473 Tunis Blvd 
Compton California 90220 
 
 
Dear Dr Haversham 
 
 May I take this opportunity to answer your letter of March 29 in which 
you complimented Beardsley Inc. for its interest in education economic 
progress and social change (E) Would an increase of $433039 (four 
thousand three hundred thirty dollars and thirty-nine cents) be adequate 
for the second half of 2016 (E) We realize that operating costs have risen 
by 34 (three decimal four) percent since September 2015 and that we 
have to surpass your old mark of $38293 (thirty-eight thousand two 
hundred ninety-three dollars), set in 2014 by Mr. Boris Langdon Chairman 
of the B G S (E) 
 
 May I make a surprise announcement (E) the Thompson Ramo and 
Wooldridge Co. In Redondo Beach California has stated that it is prepared 
to match our donations dollar for dollar (E) Wow (E) Isn’t that something 
(E) Flournoy Bros The Evans Corp and Westport Ltd are also likely to 
follow suit after September 7 2017 if their cost-price factor stays at 47 
(four point seven) (E) This word came to us recently from T. Scott 
President Chase Manhattan Bank of New York N Y (E) 
 
 I cannot help asking if you will please write to the above 
organizations as you did to us. (E) I’m sure that your concern status and 
persuasion will boost everyone’s hopes of raising as much as $1450000 
(one million four hundred fifty thousand dollars) (E) 
Once again, thank you for your interest and enthusiasm (E) won’t you let 
us hear from you again soon (E) 
 
  Sincerely yours 
 
  James Foster 
chf 
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KEY – 2: 
 

November 6, 2016 
 

 
Gibson and Company, Inc. 
82 Clearwater Canyon 
Pocatello, Idaho 83201. 
 
Gentlemen: 
 
 Mr. Allen Gray, a representative of March and Pembrook, Ltd., of 
Seattle, Washington, stopped by my office this morning. The purpose of 
his visit, as you may know, was to discuss Peter Sterling, who was 
recently added to Pembrook’s executive ranks. 
 
 This visit, which was totally unnecessary, really put me in a bad 
situation, to put it mildly. Gray literally cut Pete, and old friend of mine, to 
pieces: What could I do? Needless to say, I just sat there, fidgeted 
nervously in my seat, and even stared out the window a few times to 
discourage him. If I hadn’t been so stunned and angry, I would have 
interrupted the attack, which went on for the better part of an hour. How 
could Peter Sterling, who is so well liked, admired*, and respected by his 
colleagues, be the target of such an unjust assault? May I say that I 
immediately lost all respect for Mr. Gray to say the least. My secretary 
who rarely says anything about my business associates, commented later 
that she just couldn’t believe it. No, I couldn’t either*! 
 
 Because of this demonstration in poor taste, I have*, therefore*, 
decided to give the Zimmerman, Inc., Account, a $45,500  account, to you 
if you still want it. People who are so malicious cannot be trusted with 
such important customers, as far as I’m concerned. 
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PRACTICE 2: 
 

November 6 2016 
 

 
Gibson and Company Inc 
82 Clearwater Canyon 
Pocatello Idaho 83201 
 
Gentlemen 
 
 Mr Allen Gray a representative of March and Pembrook Ltd of Seattle 
Washington stopped by my office this morning (E) The purpose of his visit 
as you may know was to discuss Peter Sterling who was recently added to 
Pembrook’s executive ranks (E) 
 
 This visit which was totally unnecessary really put me in a bad 
situation to put it mildly (E) Gray literally cut Pete and old friend of mine to 
pieces (E) What could I do (E) Needless to say I just sat there fidgeted 
nervously in my seat and even stared out the window a few times to 
discourage him (E) If I hadn’t been so stunned and angry I would have 
interrupted the attack which went on for the better part of an hour (E) How 
could Peter Sterling who is so well liked admired and respected by his 
colleagues be the target of such an unjust assault (E) May I say that I 
immediately lost all respect for Mr. Gray to say the least (E) My secretary 
who rarely says anything about my business associates commented later 
that she just couldn’t believe it (E) No I couldn’t either (E) 
 
 Because of this demonstration in poor taste I have therefore decided 
to give the Zimmerman Inc Account a $45500 (forty-five thousand, five 
hundred) account to you if you still want it (E) People who are so malicious 
cannot be trusted with such important customers as far as I’m concerned 
(E) 
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 KEY – 1: 
 

April 5, 2016 
 
 
Dr. Myron B. Haversham, M. D. 
473 Tunis Blvd. 
Compton, California 90220 
 
 
Dear Dr. Haversham: 
 
 May I take this opportunity to answer you letter of March 29 in which 
you complimented Beardsley, Inc., for its interest in education, economic 
progress, and social change. Would an increase of $4,330.39 be 
adequate for the second half of 2016? We realize that operating costs 
have risen by 3.4 percent since September*, 2015*, and that we have to 
surpass your old mark of $38,293, set in 2014 by Mr. Boris Langdon, 
Chairman of the B.G.S. 
 
 May I make a surprise announcement. The Thompson, Ramo*, and 
Wooldridge Co. In Redondo Beach, California, has stated that it is 
prepared to match our donations dollar for dollar. Wow! Isn’t that 
something? Flournoy Bros,. The Evans Corp*., and Westport, Ltd., are 
also likely to follow suit after September 7, 2017, if their cost-price factor 
stays at 4.7. This word came to us recently from T. Scott, President, 
Chase Manhattan Bank of New York, N.Y. 
 
 I cannot help asking if you will please write to the above 
organizations as you did to us. I’m sure that your concern, status, and 
persuasion will boost everyone’s hopes of raising as much as $1,450,000.  
Once again, thank you for your interest*, and enthusiasm. Won’t you let us 
hear from you again soon. 
 
  Sincerely yours, 
 
  James Foster 
chf 
 
(An * indicates the punctuation is optional.) 
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OBJECTIVE 
 

 To know about the process of writing business letter and develop a 

paragraph concisely.  
 

PROCESS OF WRITING 
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COMPOSING, DRAFTING AND REVISING 
 

Success Story 
 

Yesterday after noon Frank Hawkins was telling 

me about his experiences as a young man. Frank 

is now the head of a very large business 

company, but as a boy he used to work in a 

small shop. It was his job to repair bicycles and 

at that time he used to work fourteen hours a 

day. He saved money for years and in 1938 he 

bought a small work-shop of his own. During 

the war Frank used to make spare parts for 

aeroplanes. At that time he had two helpers. By 

the end of the war, the small workshop had 

become a large factory which employed seven 

hundred and twenty-eight people. Frank smiled 

when he remembered his hard early years and the long road to success. He was 

still smiling when the door opened and his wife came in. She wanted him to repair 

their son’s bicycle! 

 

 Comprehension and Precis 
 

Answer these questions in not more than 80 words. 

 

1. What was Frank Hawkins telling the writer about? 

2. Where did Frank use to work as a boy? 

3. What did he use to do there? 

4. When did he buy his own shop? What did he make during the war? 

5. Did he employ a lot of people by the end of the war or not? 

6. Who came into the room after a while? 

7. What did she want him to repair? 

 

 Composition 
 

Rewrite these sentences using the correct verbs and joining words: 

Frank (not only) (neither) (repaired) made) his son’s bicycle, (but) (also) went for 

a ride on it (as well) (both). He (said) (told) me later: ‘I (make) (do) aeroplanes, 

(and) (but) I prefer bicycles. 
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 Letter-Writing 
 

Which of the following headings is correct: 

Mr Bill Howard, 214 Duke St., Duke St. 214, 

214 Duke St., Perth, 14
th

 May, 19–, 

Perth, Western Australia. Perth, 

Western Australia. 14
th

 May, 19– Western Australia 

 

 Key Structures 
 

He used to work fourteen hours a day. 

Do you remember these sentences?  

When I was watering the garden, it began to rain. 

As I was getting on the bus, I slipped and hurt my foot. 
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Quick Work 
 

Ted Robinson has been worried all the week. 

Last Tuesday he received a letter from the local 

police. In the letter he was asked to call at the 

station. Ted wondered why he was wanted by 

the police, but he went to the station yesterday 

and now he is not worried any more. At the 

station, he was told by a smiling policeman that 

he bicycle had been found. Five days ago, the 

policeman told him, the bicycle was picked up 

in a small village four hundred miles away. It is 

now being sent to his home by train. Ted was 

most surprised when he heard the news. He was 

amused too, because he never expected the 

bicycle to be found. It was stolen twenty years ago when Ted was a boy of 

fifteen! 

 

 Comprehension and Precis 

 
Answer these questions in not more than 55 words. 

1. Was Ted Robinson worried or not? 

2. Whom had he received a letter from? 

3. Where did he go yesterday? 

4. Is he worried any more or not? 

5. What have the police found? 

6. Was Ted surprised or not? Was he assumed or not? (not only … but … as 

well) 

7. When was his bicycle stolen? 

8. How old was he then? 

 

 Composition 
 

Rewrite these sentences using the correct verbs and joining words: 

The man was (not only) (neither) tired (nor) (but) hungry (as well) (either). 

(However) (Therefore) all the hotels in the town (existed) (were) full, (but) (so) he 

went to the police station. The police (put) (gave) him a meal (and) (but) a bed for 

the night. 
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 Letter-Writing 
 

In the address we usually write ‘St’, for ‘Street’; ‘Rd.’ for ‘Road’; ‘Sq.’ for 

‘Square’; ‘Ave.’ ‘Avenue’; ‘Pl’ for ‘Place’. We write words like ‘Land’ and 

‘Drive’ in full. 

 

 Exercise 
 

Write these words in the way shown above: 

Place, Avenue, Street, Road, Square. 

 

 Key Structures 
 

He was asked to call at the station. 

Do you remember these sentences?  

Prisoners of war built this bridge in 1942. (Who) 

This bridge was built (by prisoners of war) in 1942. (What) 
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OBJECTIVE 

 

 To polish reading and listening skills for taking notes and examination. 

 

READING SKILLS 
  

Water for the World 
 

 Think First 

 

1. How many different ways do you use water in your daily life? 

 Write down eight of these ways. 

 a. ...................................................... □ 

 

 b. ...................................................... □ 

 

 c. ...................................................... □ 

 

 d. ...................................................... □ 

 

 e. ...................................................... □ 

 

 f. ...................................................... □ 

 

 g. ...................................................... □ 

 

 h. ...................................................... □ 

 
 

2. What problems would be caused by not having a clean supply of water in 

the home? 
 

3. Imagine you haven’t got a supply of clean water in your home, and you 

always have to fetch it from a river. 

 Put your list in 1.1 in the order of importance (1–8) these uses of water 

would have in such a situation. 

 What uses could you learn to do without? 
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That cool, clean water we take for granted doesn’t reach  

many millions of people living in other parts of the world. 

UNICEF are working to try to remedy that. 
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 Think Ahead 
 

You are going to read and extract about the problems which many countries face 

in getting an adequate supply of clean water, and the work UNICEF is doing to 

help. 

 

Which of the topics listed below might you find in the extract? 

Tick √ as many as you like. 

 

1. Techniques of collecting water □ 

2. The cost of providing clean water to everyone in the world □ 

3. How to find water □ 

4. The amount of salt water and fresh water in the world □ 

5. The work of UNICEF □ 

6. The amount of water a person needs every day □ 

7. Diseases transmitted by water □ 

8. How to survive without water □ 

9. The problems caused by the lack of clean water □ 

10. The role of women in certain societies □ 

 

 Read for a General Impression 
 

1. Look quickly through the extract to check how many of these topics are 

mentioned. 

 (Note that the list in 2 is in the order in which the topics appear in the 

extract.) 

 

2. Where does this extract come from? 

 Choose the best answer. Tick √ the correct box. 

 □ A  women’s magazine 

 □ B a medical journal 

 □ C a book 

 □ D publicity material from UNICEF 
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3. What’s the title? 

 Choose the one that best sums up the content of the extract. Tick √ the 

correct box. 

 □ A  A Life-Saver 

 □ B The work of INICEF 

 □ C Mysteries of the Deep 

 □ Water for Everyone 

 

4. What is the function of the extract? 

 Choose the best answer. Tick √ the correct box. 

 □ A to inform the reader 

 □ B to amuse the reader 

 □ C to warn the reader 

 □ D to give advice to the reader 

 

 Read for Detail 
 

First read the questions below. Then look quickly through the extract to find the 

answers. Do not read more than you need to answer the questions. 

 

1. How much would it cost to provide clean water for everyone in the world by 

1990? 

 

2. How much of the world’s surface is covered by water? 

 

3. How much of the earth’s water is fresh water? 

 

4. What is large part of UNICEF’s work concerned with? 

 

5. What did UNICEF plan to do last year? 

 

 Crack the Code 
 

1. What noun or pronoun do the following words or phrases go with? 

 Underline it precisely. 

a. suffered (line 17) 

b. uncomfortable and demoralizing (line 18) 
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c. transitory and easily coped with (lines 19-20) 

d. walking (line 52) 

e. bearing (line 55) 

f. be (line 59) 

g. working (line 65) 

 

2. What is the subject of is one of the most pressing problems (lines 26-7)? 

 Underline it precisely. 

 

3. It (line 2) refers back to Turn on a tap, and out comes clean water (line 

1). 

 What do the following words refer back to? 

 a) this (line 9) b) it (line 19) 

 c) that (line 21) d) it (line 25) 

 e) that (line 29) f) their (line 51) 

 g) they (line 54) 

 

4. Fill each gap with a word from the box. 

  

 that their there they this 

 

 Because children have to play ………… (1) part in family life, and 

………… (2) includes getting water, ………… (3) may be unable to go to 

school, or be so tired when ………… (4) get ………… (5) that ………… 

(6) have difficulty learning, ………… (7) may even have to spend the whole 

day without a drink as there may not be any clean water ………… (8) 

either. 

 

 When you have finished the exercise, check your ideas by looking at the 

extract (lines 57-62). 

 

 Read with Care 
 

Read the extract carefully and choose the best alternative (A, B, C or D) for 1-5. 

Tick √ the correct box. 

 

1. In the developing world getting clean water is a problem for 

 □ A  more than 80% of children. 

 □ B  80% of children in rural areas. 
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 □ C the majority of children. 

 □ D fewer than 20% of children in rural areas. 

 

2. Providing water for everyone in the world by 1990 would  

 □ A  be relatively cheap. 

 □ B  be very expensive. 

 □ C encourage the industrialized world to drink 10% less alcohol. 

 □ D cost ten times as much as it costs now. 

 

3. What do we learn from the extract about the balance between fresh water 

and salt water on earth? 

 □ A  Less than 1% of the earth’s water is fresh. 

 □ B  Only 3% of the earth’s water is fit for drinking. 

 □ C 75% of the earth’s water is salt water. 

 □ D 97% of the earth’s water is salt water. 

 

4. Why are the world’s supplies of fresh water limited? 

 □ A  Most of it is extremely difficult to obtain. 

 □ B  We do not have the technology to obtain it. 

 □ C Most of it is polluted. 

 □ D There is not enough rain in some parts of the world. 

 

5. A major problem for women collecting water in rural areas is that: 

 □ A  They can’t afford the time necessary to collect it. 

 □ B  The water is often a long way away. 

 □ C They can’t leave their children on their own. 

 □ D Their children don’t help them to collect it. 
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 Make Notes 
 

Cause and Effect 

… trachoma – a leading cause of blindness among children. (lines 59-61) We 

can also say the effect of trachoma is blindness among children and express the 

idea like this: 

trachoma  blindness among children 
(cause) (effect) 

 

In the same way complete the chart below with information taken from the 

extract. 

 

1. Much fresh water is trapped 

underground, is in polar ice-caps, is 

unequally distributed round the 

globe or is polluted. 

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

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

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

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

2. Diarrhoeal and enteric diseases are 

spread by polluted water. 

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

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

 

3. Mosquitoes and flies breed in 

water. 

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

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

4.  .........................................................  

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

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

Women and children spend a major 

part of their time going out to 

collect water. 

5.  .........................................................  

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

Children may be unable to go to 

school, or may be too tired to learn. 

 

 

 Over to You 
 

1. What problems does the lack of adequate water supply cause many people 

in the Third World. 

 

2. What effect can these problems have on children in particular? 

 

3. What is UNICEF trying to do to help? 

 

4. In what way do you think the industrialized world can best help UNICEF 

achieve its aims? 
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LISTENING SKILLS 
 

Develop listening skill is not very difficult. One has to be clear about main idea or 

topic sentence when listen a paragraph. Than supporting ideas or sentences could 

easily be focused. Numbers, names and sequence can also help to be ready or 

concentrate on the required information. 

 

Read the questions before listening. 

Questions 1–10 

 

Questions 1–3 
Complete the table below: 

Write NO MORE THAN TWO WORDS for each answer. 

 

“NEW” MEAT CAN BE COMPARED TO PROBLEM 

kangaroo 1. …………… 2. ……………... 

crocodile chicken fatty 

ostrich 3. ……………  

 

Questions 4–6 
Listen and complete the table below: 

Write NO MORE THAN THREE WORDS for each answer. 

 

OSTRICH PRODUCT USE 

Ostrich feathers  tribal ceremonial dress 

 4 …………………….. 

 decorated hats 

Ostrich hide  5 …………………….. 

Ostrich 6 ……………………….  ‘biltong’ 

 

Questions 7–10 
Listen and choose the correct letters A-C 

 

7. Ostrich meat 

 A has more protein than beef. 

 B tastes nearly as good as beef. 

 C is very filling. 
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8. One problem with ostrich farming in Britain is 

 A the climate. 

 B the cost of transporting birds. 

 C the price of ostrich eggs. 

 

9. Ostrich chicks reared on farms 

 A must be kept in incubators until mature 

 B are very independent. 

 C need looking after carefully. 

 

10. The speaker suggests ostrich farms are profitable because 

 A Little initial outlay is required. 

 B farmed birds are very productive. 

 C there is a good market for the meat. 
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LISTENING SKILLS (Listening Script) 
 

PAULA: Today I’d like to introduce Ted Hunter, who used to rear sheep and 

poultry but who is here to tell us about a rather unusual type of 

livestock that he’s been concentrating on in the last few years. Ted 

Hunter is a member of the Domesticated Ostrich Farming 

Association, and is here to tell us about the possibilities of 

breeding and rearing these birds here in this country. 

TED: Thank you, Paula. When you look at international restaurant 

menus and supermarkets they all tend to feature the same range of 

meats – beef, lamb, chicken, pork, that sort of thing. But people are 

always interested in something different and we’re now finding 

that farming can bring new types of meat to our tables. The 

kangaroo is one animal that’s now being farmed for its meat and 

eaten outside Australia, where it comes from. It looks and tastes 

rather like rabbit, though it’s slightly darker in colour, but it is 

rather tough, so that’s a problem for some people. Crocodiles are 

also being farmed for their meat. This is rather like chicken, pale 

and tender, and it’s getting quite fashionable. Some people also 

find it’s rather fatty, but I think it makes a really tasty sandwich. 

Now a third type of meat becoming increasingly available, and the 

one that I think is by far the nicest of the three, is ostrich, which 

most people say has a similar taste and texture to beef. However, 

it’s much better for you than beef, as we’ll see later. 

  Most people think of ostriches as wild animals, but in fact 

ostriches have been farmed in South Africa since around 1860. At 

first they were produced for their feathers. In Africa they were 

used for tribal ceremonial dress and they were also exported to 

Europe and America where they were made into ladies’ fans and 

used for decorating hats. Later, feather fans and big, decorated hats 

went out of fashion but ostriches were still bred, this time for their 

hide. This can be treated to produce about half a square meter of 

leather – very delicate, fine stuff of very good quality. 

  At the same time, some of the meat was used for biltong – the 

air-dried strips of meat popular in south Africa as a sort of fast 

food. 

  However, recently there’s been more and more interest in the 

development of ostrich farming in other parts of the world, and 

more people are recognizing its value as a food source. Ostrich 

meat is slightly higher in protein than beef – and much lower in 

fats and cholesterol. It tastes good too. A series of European taste 
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tests found that 82% of people prefer ostrich to beef. And one 

ostrich produces a lot of meat – from around 40 to 50 kg, mostly 

from the hindquarters of the bird. 

  Farmed ostriches don’t need African climates, and in fact 

ostrich farming is now becoming well established in other parts of 

the world. However, setting up an ostrich farm isn’t something to 

embark on lightly. Mature breeding birds are very expensive – 

even a fertilized ostrich egg isn’t cheap so you need quite a bit of 

capital to begin with. Then the farmer needs special equipment 

such as incubators for the eggs. The young chicks are very 

dependent on human minders, and need a lot of attention from the 

people looking after them. In addition, ostriches can’t be 

intensively farmed – they need space and exercise. 

  But in spite of this they make good farming sense. A cow 

produces only one calf a year whereas a female ostrich can lay an 

egg every other day. And because the farmers can use incubators 

and hatched chicks are nourished well and protected from danger, 

the failure rate on farms is very low indeed and almost all the 

fertilized eggs will hatch out into chicks which will in turn reach 

maturity. This is very different from the situation in the wild, 

where the vast majority of chicks will die or be killed before they 

grow up into mature ostriches. So it’s possible, once the initial 

outlay has been made, for the farmer to be looking at very good 

profit margins indeed. 

  Ostrich farming is still in its early days outside Africa but we 

hope that ostrich meat will be freely available soon and before long 

will be as cheap as beef. 
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TAKING NOTES 
 

When reference material is used for writing reports, it is important to make notes. 

You may take notes by (1) writing each idea, (2) writing important information. 

The main idea or topic sentence in reading text is usually in the first line, in the 

middle or at the end of the paragraph. In reading text or listening lecture there are 

clue words such as “the use of dye are”, the main point is:, “three chief kinds of 

news are”. Supporting facts are indicated by words like first, second, finally. 

Other words such as hence, moreover, besides and even though show that 

thoughts are connected to something already mentioned. Irrelevant details and 

unnecessary words must be avoided when taking notes. 

 

Sentences Taking Notes Outline Taking Notes 

  Must understand main ideas and 

supporting detail. 

I. Must understand 

 A. 

 B. 

Can use paragraph, sentences, or 

outline. 

II. Take notes in form of 

 A. 

 B. 

 C 

Each paragraph is of one thought. III. Use aids such as 

 A. 

 B. 

 C. Cue words 

  1.            2.        3. 

Main topic is often at beginning.  

Cue words such as use, main, and 

chief refer to main point. 

 

Other such as first, second, finally 

indicate supporting details. 

 

Those like hence, moreover, besides 

show relationship of ideas. 

 

 

 

Practice in Note Taking 
When taking notes, you should 

 Skim to get general idea, 

 Have second reading to find main points and detail and underline them. 

 Make brief notes and use commas, semi-colons, and periods. 
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PRACTICE 
 

Read the following paragraph and make notes. 

 

The continent of South America is close to North America, but the eastern tip of 

Brazil is closer to Africa than New York. 

 

While South America has many countries, they are very different. Brazil, for 

example, is 
2

16  times as large as Uruguay. Peru’s population is largely Indian, 

while Paraguay’s is mainly mestizo, and Argentina’s is almost entirely white. The 

average income is only $1.58 per year in Bolivia, and it is $8.51 in Venezuela. 

 

South America exports many products to the rest of the world. These include meat 

and wool from Argentina, Paraguay, and Uruguay: coffee from Brazil, Colombia 

and Ecuador; tin and lead from Bolivia; copper from Chile and Peru; petroleum 

from Venezuela: cotton and sugar from Peru; lumber from Brazil. 
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SKILL FOR EXAMS 
 

General Rules for Taking Exams 
 

1. Read the questions carefully. 

2. Choose your questions sensibly. 

3. Plan your answers. 

4. Time your answers. 

5. Keep to the point. 

6. Show off what you know. 

7. Hide what you don’t know. 

8. Check your work. 

9. Write neatly. 

 

Did you think of all these? Did you think of anything else? Let’s look in a bit 

more detail at these rules. 

 

1. Read the Questions Carefully: 

 Spend time reading the questions so that you don’t misread anything. The 

following two questions – ‘Which of these four words is correct?’ and 

‘Which of these four words is not correct?’ – look very similar if they are 

read quickly! 

 

2. Choose Questions Sensibly: 

 In many English exams you will have no choice of questions. When you 

have a choice – for example, in the composition paper – make sure you 

choose well. It is probably more interesting to write about ‘The Advantages 

and Disadvantages of Television’ than to write ‘A first letter to a Penfriend’ 

but it is also much more difficult and you are taking more risks. Play safe 

and you will usually get more marks. 

 

3. Plan Your Answer: 

 Spend time thinking about what you are going to write and about the best 

way to present your answer. If you are writing a composition write down 

your paragraph headings and decide on their order before you start writing 

the composition itself. 

 

4. Time Your Answers: 

 Before the exam look at an old or practice exam paper and decide how much 

time you can spend on each question. In the oxford exam, the paper itself 

recommends how long to give to each question. Don’t forget to allow time 
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for planning and for checking as well as for writing. On the day of the exam, 

keep to the times you have decided. Even if you have not finished one 

question it is better to go on to the next one. Perhaps you will have time to 

finish an unfinished question at the end. You will almost certainly get better 

marks if you attempt all questions than if you do one brilliant answer but do 

not have time to do the last questions. 

 

5. Keep to the Point: 

 In other words, answer the question asked. You may be able to write a 

beautiful description of, say, an English garden, but if you spend 60 words 

of a 150 word ‘First Letter to a Penfriend’ describing your garden you will 

lose rather than gain marks. If you bring irrelevant detail into your reading 

comprehension answers, you are only wasting time. It is important to follow 

the instructions given in the question. You will lose marks if you write 100 

words when the question asked for 40 – even if your English is faultless. 

 

6. Show off What You Know: 

 When you write, do your best to show the examiner how good you are. Use 

interesting expressions that you have learnt; show that you know how to use 

correctly things like ‘look forward to + gerund’, ‘news + singular verb’ or 

‘suggest’ with a correct construction. These points – and many others which 

are discussed in this book – are thing that students often make mistakes with 

and you can be sure of making a good impression if you use them well. Be 

careful to keep to the point when you do this, of course. 

 

7. Hide What You Don’t Know: 

 If you can’t remember for sure whether, for example, ‘news’ takes a 

singular or a plural verb, avoid using if possible. When you are studying for 

the exam, it is good to experiment but in the exam itself it’s best to play 

safe. Write what you know is right. You will lose marks for making 

mistakes in intermediate EFL exams but you won’t lose them for being 

unoriginal. 

 

8. Check Your Work: 

 It is so important to check your work carefully that we’ll spend a whole 

chapter practicing dong this. Make sure you allow enough time to do this 

well. 

 

9. Write Neatly: 

 An examiner usually has hundreds of papers to mark and he or she is very 

happy to read one that is clear and neat. It may seem unjust but, if there are 
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two identical pieces of work and one is written neatly and the other is 

difficult to read, the former is almost sure to get a better mark. If you want 

to make corrections do them so that it is still easy to read what you have 

written. You won’t have time to do a first draft and then rewrite your 

answers. You may find it helps you to keep your work tidy if you write on 

alternate lines. Typing fluid can also help you to do neat work as can an ink 

rubber. 

 

 

ORAL EXAMS 
 

Now let us think about some general rules for taking oral exams. 

 

In an oral exam it is really much more important to show that you can speak 

English reasonably fluently rather than to show that you never make any 

grammatical mistakes. Stop worrying about making mistakes and speak as much 

as you possibly can. You can’t get any marks for silence, of course. 

 

Many students lose marks by being nervous before an oral exam. This is 

understandable but a great pity as you have only a very short time to show what 

you can do and it is a shame to waste any of it unnecessarily. It is often helpful to 

calm yourself by taking ten deep breaths before going into the exam room. Other 

people relax by thinking of something nice that they are going to do when they 

come out of the exam. Perhaps you have some other relaxation technique of your 

own? 

 

Just as writing neatly will help you to make a better impression on a written 

examiner, so impressions are important with an oral examiner too. When you 

come into the exam room look straight at the examiner, smile and say ‘Good 

morning’ or ‘Good afternoon’. Speak clearly and not too fast. And don’t chew 

gum! Many examiners are older and find it a very off putting habit.  
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Unit–6 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

BUSINESS COMMUNICATION 
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OBJECTIVE 
 

 To enable them to write formal business letters, memo, minutes of meeting 

and applications. 
 

BUSINESS LETTER FORMAT 1 
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BUSINESS LETTER FORMAT 2 
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BUSINESS LETTER FORMAT  

ON ORGANIZATION LETTERHEAD 
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BUSINESS LETTER FORMAT 
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BUSINESS LETTER FORMAT ABOUT MEETING 
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MEMO WRITING 
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MEMO FORMAT 
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SAMPLE JOB APPLICATION LETTER 
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Unit–7 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

RESUMES AND ORAL 

COMMUNICATION 
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OBJECTIVE 

 

 To tell about various styles of resumes and use of nonverbal communication 

in group discussion, meetings and presentation.  

 

RESUMES 
 

Mia Smithson 
52 My Street, Fourtown, Fiveshire, WX59 9XW 

msmithson99@gmail.com 
07979999777 

 

A recent graduate with employment and voluntary experience, I have skills and 
attributes to offer the business world including leadership, analytical thinking, 
problem solving, team working and communication. I am keen to learn on a 
graduate programme and to make a contribution to the organization. 
 
Education and qualifications 
University of Exeter (2014-2017) 
BA Archaeology 2:1 
 
Fourtown School (2007-2014) 
A-levels: history, English, French, AS level geography 
10 GCSEs including maths and double science 
 
Skills 
Working in a Team 

 Staff member at Starbucks fulfilling orders and providing excellent 
customer service 

 Project assistant for Dig NW collaborating with the project team to plan 
summer Dig events and ensure each day ran smoothly 

 Committee member of university Archaeology society, devising and 
facilitating annual programme of events and talks 

 Editing and publishing newsletter for South West Branch of Council for 
British Archaeology 

 
 
 

mailto:msmithson99@gmail.com
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Organization 

 Successfully combining study, part-time work, volunteering and extra-
curricular activities 

 Coordinating well-received archaeological events for Dig NW and the 
university Archaeological society. Summer Dig participants commented, 
‘What a well-organized day. It rekindled my interest in archaeology’. ‘It was 
so exciting finding real pieces of ancient pottery’. ‘Mia showed me how to 
interpret and care for the pottery we found’. 

 

Negotiation 

 As staff student liaison for my course year I negotiated changes to the 
seminar timetable to enable better use of available rooms and IT 

 As chair of the university Archaeological Society I negotiated even 
programmes with colleagues and staff, booking speakers, agreeing terms 
and negotiating budgets 

 

Written Communication 

 Writing articles for non-archaeologists for local Archaeology Branch 
newsletter 

 Report writing as project assistant to Dig NW Summer Digs 

 For my university course, producing essays, reports, seminar papers to 
strict guidelines 

 

Verbal Communication 

 Dealing with customers at Starbucks, including complaints referred by 
junior staff, as well as communicating with staff and managers 

 On my university course, creating and giving presentations to large and 
small groups, some on my own and others with fellow students 

 As project assistant to Dig NW, briefing participants on Summer Dig event, 
including health and safety inductions 

 As chair of the university Archaeological Society, introducing speakers, 
leading panel discussions and chairing question sessions. 

 

Leadership 

 Shift leader at Starbucks, responsible for rotas  customer experience and 
training new staff 

 Chair of university Archaeology Society, leading committee meetings and 
taking a strategic lead 

 Responsible for groups of adults and children 
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Analytical Thinking 

 Applying theoretical and scientific principles and concepts 

 Applying statistical and numerical techniques to process data 

 Interpretation of spatial data 

 From structured arguments supported by evidence 
IT Skills 

 Competent user of Microsoft Office applications including Word, Excel, 
Outlook, PowerPoint  

 Knowledge of bespoke packages, GIS and statistical analysis and modeling 
tools 

 
Employment: 
Shift leader, Starbucks Exeter (2016-percent) 

 Organizing staff rotas to ensure adequate cover for each shift 

 Supervising staff and maintaining health and safety and food hygiene 
standards 

 Working as a member of the team to provide great customer service 

 Upselling and cross-selling to maximize revenue and meet branch target 
 
Project Assistant, Dig NW (2016-2017) 

 Working with other project assistants to plan, book and coordinate Dig 
NW’s programme of Summer Dig events for members of the public and 
school groups 

 Facilitating each event, ensuring health and safety and dealing with 
problems and issues as they arise referring to project leader as necessary 

 Giving talks to event participants, demonstrating archaeological techniques 
and handling finds 

 
Volunteering 

 Chair of University Archaeology Society 

 Staff student liaison for my course 

 Newsletter Editor for South West Branch of Council for British Archaeology 
 
 
 
 

 



99 

 



100 

 

CIVIL ENGINEER SAMPLE RESUME 
3378 Kelley Avenue, New Orleans, LA 33770 

(444) 344-7780 

ianbill@gmail.com 
 

A registered member of ICE and CIOB and a Civil Engineer with 4+ years of experience. Capable 

of working independently with minimum supervision, and committed to providing high quality 

service to every project with focus on health, safety and environmental issues. Professional, 

capable and motivated individual who consistently performs in challenging environments. Also 

possess a BS in Architecture 
 

PROFESSIONAL EXPERIENCE 
 

STRCONSTRUCTION Pittsburgh, PA  August 2011 – Present 
Civil Engineer 

 Supervise 18 project employees, including in-house, external contractors, and sub-contractors 

 Attend meetings and discuss project details with clients, contractors, asset owners and 

stakeholders 

 Trained there new employees in a supervisory capacity to take over similar projects and aid 

company expansion 

 Perform drafting according to specification; ensured compliance with all project QA 

procedures and requirements 

 Inspect inventories and prepared orders for civil projects and refractory materials in line with 

budgeted figures averaging 52,000,000; coordinated and conducted sections trials 

 Work closely with process engineers for follow up and evaluation, and presented reports on 

trial materials according to designated schedules 

 

BOSTON BUILDERS BROTHERS Boston, MA  July 2010 – June 2011 

Surveyor Technician  

 Performed column plumbing and shimming, on top of steel elevations and dig permits 

 Completed Job Hazard Assessments to identify any hazards related to job tasks and applied 

safety mitigation techniques to lower risks 

 Received several Safety Awards for attention and adherence to all safety procedures, resulting 

in an ongoing record of zero OSHA recordable accidents 

 Wrote weekly quantity reports for soil volumes to track progress and invoice elientele 

 Maintained client relationships; prepared bids; liaised  with clients and sub-consultants to 

comprehend the output requirements and monitored projects costs and progress 

 

EDUCATION 

KING’S COLLEGE – GPA 3.5/4.0 

  Degree in Civil engineering, June 2013 

 BS in Architecture, June 2010 

 

SKILLS 

 Software Experience: S-Frame, EPANET, FlowMaster, StormCAD, Culvert Master, and 

SewerCAD 

 Complex data interpretation (Trigonometry, Geometry) 

Adapt new concepts quickly while working under pressure 

mailto:ianbill@gmail.com
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MINUTS OF MEETING 
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SAMPLE MEETING MINUTES 
 

[NAME OF ASSOCIATION] 
 

BOARD MEETING – [DATE] 

Meeting was called to order at 7:00 p.m. at the management office meeting room. Quorum was 

established. 
 

Attendees Present: 

Bob Leader, President 

Jim Writer, Secretary 

Connic Candue, President 

Betsy spender, Treasurer 

Association Attorney, Lezega & Johanson I.I.C 
 

Absent: 

Norton Noshow, member, excused 

 

Approval of Minutes: 

 Motion: To approve Minutes from June 1
st
 Board meeting 

 Vote: Unanimous approval 

 Resolved: The minutes of the January 9, 2005 meeting are approved as corrected and entered 

into the Association records. 

 

Reports: 

 Treasurer’s report given by Betsy Spender. 

 Management report given by Riley Reliable. Written reports presented and maintained in 

Association’s record. 

 Collections report given by attorney Lezega & Johanson attorney. 

 

Business: 

 Motion: Hire Pool R Us to resurface pool for $26,000. 

 Vote: Motion Disapproved – One in Favor, two opposed, one abstaining. 

 

 Motion: Have riley Reliable contact Lezega & Johanson to amend the association to restrict 

leasing in the community. 

 Vote: Motion Approved Unanimously. 

 Resolved: That the Association contact Lezega Johanson to amend the association to restrict 

leasing in the community. 

 

 Motion: Accept Lovely Landscaping Company’s written proposal (maintained in the 

Association’s records) to maintain the Association’s common property, subject to the 

Association attorney’s review of the contract. 

 Vote: Motion approved – three in favor, one opposed. Discussion of recognition that Lovely 

Landscaping was the highest bidder, but the consensus is that a good history with lovely 

landscaping justifies renewing the contract. 

 Resolved: That the Association accept Lovely Landscaping written proposal to maintain the 

Association’s common property, subject to the Association attorney’s review of contract. 

 

Meeting adjourned at 8:30 
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ORAL COMMUNICATION 
 

We communicate through  

Non-verbal communication 

Written communication 

Verbal communication 

Audio-visual communication 

Besides written communication all others are Oral Communication. 

 

 Non Verbal Communication 
 

We communicate with our gestures, tone of voice and facial expressions. Dress 

too becomes important in special encounters. People use many types of non 

verbal cues to communicate. 

 

 Body Language 
 

These are messages conveyed by body movements and facial expressions. 

 

We tend to greet someone we like with a smile, a frown when puzzled or scowl if 

angry. Human face can produce a large range of expressions. Some expressions 

may be cultural in origin, used by people in a particular society but not elsewhere. 

Some are distinctive to each person. The way of smiling for examples is unique to 

each person. But some expressions find universal use. The ‘eyebrow flash’ is one 

such. When we greet somebody we recognize, we raise our eyebrows and drop 

quickly. Also expressions used to show surprise, fear, happiness, sadness, anger, 

interest and contempt are very similar around different social groups. 

 

Body language can refer to the whole body or one significant part. Eye contact is 

an important way of non-verbal communication. 

 

 Eye Contact 
 

Eye contact can signal affection as well as hostility. Prolonged contact with some 

one you love conveys affection. With a stranger, long contact may convey 

hostility. A direct gaze can also be a signal of interests. Some believe that 

prolonged eye contact while speaking, and looking away while listening is a 

strategy people use to control interactions. It is a signal of power in social 

interactions. ‘Shifty eyes’ is associated with dishonesty. A reluctance to look in 

the eye of the listener when you speak indicates untruthfulness. You must have 
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heard the expression ‘Look me in the eye and tell me that’. It challenges the 

sincerity of the statement. 

 

 Posture and Gesture 
 

Gestures are made with hands and arms. Some of these are culture specific. 

Others are universal. Think of the gesture that is used to indicate that somebody 

may be crazy. You do so by pointing the finger at the head or by tapping the head 

with it. 

 

Anybody anywhere can catch its meaning. Posture involves the whole orientation 

of the body. One can immediately recognize a causal posture. Relaxed, leaning 

back with hands clasped behind the head indicates a very causal mood. If the 

body is rigid, erect with hands folded across the chest, it suggests aggression. We 

are also familiar with body posture which suggests dejection. Bowed down body 

as if something is weighing one down with head in hands shows dejection. 

Leaning forward can suggest interest. You can think of or observe body postures 

of people and analyse whether what we have just discussed, is applicable to yor 

observations. 

 

 Tone of Voice 
 

Vocal intonations and inflections communicate even when words are not spoken. 

The tone of the voice can indicate anger, frustration or impatience. ‘M-m-m’ can 

convey doubt or enthusiasm depending on the tone. It therefore, important to be 

able to understand the tone of voice of a person you are talking with. 

 

 Proxemics 
 

This means the distance we maintain between ourselves and other people when 

we talk with them. As part of the growing up or training, we learn clear ideas 

about acceptable distances to maintain for different types of interactions. They 

reflect the closeness between people who interact. Study some suggestions given 

below and analyse whether they are valid in our own experience. 

 

Intimate – upto eighteen inches 

Personal – upto about four feet 

Social – upto about twelve feet 

Public –  upto about eighteen feet 
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These guidelines may change from culture to culture and may cause problems if 

somebody is in a new cultural environment. These distances also matter in office 

or work environments where respect and regard down a hierarchy are expressed 

by the distance you keep with people. Mostly, they are unspoken of. It is better to 

observe other and learn. The idea is to prevent yourself making a mistake with 

proxemics in such a situation. 

 

 Written Communication 
 

Learning to write well is hard work. Anything significant in any interaction is 

written down. The entry of the computer and the expanding nature of information 

technology make writing skills even more important. 

 

In order to write effectively, you need to plan what you want to say. Making a list 

of major points you want to say can help. Then you can put them in an 

appropriate order and decide which need emphasizing. 

 

If you are responding to correspondence, check the points that need answering. 

Write for your intended audience, not a higher or a lower level. Use familiar 

words. 

 

Avoid technical jargon unless your receiver is sure to understand them. Try to use 

active verbs and nouns. Avoid unnecessary descriptions or superlatives. Be clear, 

stick to the point and be as brief as possible. 

 

Use paragraphing to make your communication easier to read. Break your writing 

into distinct but logical parts. Distinguish fact from opinion. 

 

Make your writing as attractive as possible. Use clean paper, good typing and 

avoid clumsy erasure. 

 

These are only a few basic guidelines. You need to work hard to improve your 

writing skills. 

 

 Verbal and Audio-Visual Communication 
 

A verbal communication is all words. Remember that words don’t mean the same 

things to all the pople. Do not assume that merely because you as the sender 

attach a certain meaning to words, the receiver will attach the same meaning to 

them. Words used must be put into a pattern that shows good organization and 

sound reasoning. Remember that your tone of voice, speed of delivery, pauses and 
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emphasis on certain words all add to effective delivery of the message. If you are 

face to face with the receiver, use of eye contact, facial expression, gestures, etc. 

will add to heighten the meaning of what your speak. 

 

You must have heard of the Chinese proverb that ‘a picture is worth a thousand 

words’. Visuals can be very effective in communication if used properly. One 

must here make a distinction between visual aids and audio-visual. Visual aids are 

things like flip charts, overhead transparencies (OHP), slides, pictures, maps etc. 

which do not have sound synchronized with their use. They can be very effective 

tools to enrich verbal communication, especially in group communication. Audio-

visual is when both sound and visuals are synchronized as in video or film. These 

are useful tools in group and mass communication. 
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Unit–8 
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OBJECTIVE 
 

 To develop the skill of planning and preparing effective qualitative 

presentation.  

 

PLANNING AN EFFECTIVE PRESENTATION 
  

Aims and Objectives 

 

This study offers you an insight into the process of planning an effective 

presentation. It focuses on the importance of the presenter’s relationship with the 

audience and suggests key strategies for making an impact. 

 

What is an effective presentation? 

An effective presentation makes the best use of the relationship between the 

presenter and the audience. It takes full consideration of the audience’s needs in 

order to capture their interest, develop their understanding, inspire their 

confidence and achieve the presenter’s objectives. 

 

Careful planning is essential. 

 

Now follow the seven stages in planning a presentation. 

 

1.  Preparation 
 

Many factors affect the design of your presentation. A powerful presenter will 

acknowledge and address each of the following: 

 

 Objectives; 

 Audience; 

 Venue; 

 Remit. 

 

Objectives 
 

Why you are making your presentation? Bear in mind what you want to achieve 

and what you want your audience to take away with them. Once you have decided 

upon your objectives, you are in a much better position to make strategic 

decisions about the design and tone of your presentation. For example, a 
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presentation to a seminar group might require a balanced argument, whereas a 

charity appeal might require a more creative approach. Ask yourself. 

 

 What do you want your audience to have understood? 

 What action do you want your audience to take following your presentation? 

 How can you best design your presentation to meet your objectives.  

 

Audience: 
Your audience will have a variety of different experiences, interests and level of 

knowledge. A powerful presenter will need to acknowledge these and prepare for 

and respond to them accordingly. Ask yourself: 

 

 How much will your audience already know about your topic? 

 How can you link new material to things they might already understand? 

 Will you need to win them over to a particular point of view? 

 

You may not be able to answer these questions for each member of your audience but 

you should have enough information to ensure that you have targeted your material at 

the right level for their needs. This might involve avoiding technical jargon or 

explaining abstract concepts with clear practical examples. If you fail to consider our 

audience’s needs, you will fall to appeal to their interest and imagination. 

 

Venue: 
Where will you be making your presentation? What will the room be like? What 

atmosphere will the physical conditions create? A large lecture theatre might 

create a formal atmosphere. Similarly, a seminar room might create a less formal 

tone. Ask yourself: 

 

 What kind of atmosphere do you wish to create? 

 How might the room arrangement affect your relationship with the 

audience? 

 Can you do anything to change the arrangement of the room to suit your 

objectives? 

 What audio-visual aids can you use? 

 

Remit: 
You may well have been given a remit for your presentation; you will need to 

stick to this. For example, you may have been asked to present a paper at a 

conference in a certain style or meet certain assessment criteria on your course. 

Ask yourself? 
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 How much time have you been allocated? 

 Are you required to stick to a common format or style? 

 Have any guidelines been set regarding the content of your presentation (i.e. 

a predetermined title, or a fixed number of overhead transparencies)? 

 

2. Choosing your Main Points 
 

Once you have thought about the design of your presentation, you can define your 

main points. Try presenting no more than three main points in a ten minute 

presentation. Always allow time for an adequate introduction and conclusion. It is 

difficult for an audience to follow a more complex argument without significant 

help from the presenter. A powerful presentation delivers information in a logical, 

structured manner, building on the previous point and avoiding large jumps in 

sequence. Ask yourself: 

 

 What are the main points you wish to make? 

 Are these points structured in a logical, coherent way? 

 Do these main points reflect your own objectives and take account of the 

needs of your audience? 

 

3. Choosing your Supporting Information 
 

The supporting information helps your audience understand, believe in and agree 

with your main points. This evidence might take the form of factual data, points 

of detail or an explanation of process. It might be presented in imaginative ways 

using diagrams pictures or videos segments. Think about: 

 

 What will add clarity to your argument (explaining complex terms, 

reminding your audience of any supporting theories)? 

 What will add authority to your argument (making connections with other 

people’s work, quoting experts, offering evidence from your own research)? 

 What will add colour to your argument (showing a video clip or a slide, 

using a practical example or a vibrant analogy)? 

 

4. Establishing Linking Statements 
 

The next stage is to develop the linear flow of your presentation. This can be 

achieved by using linking statements to show clearly how your main points fit 

together. Common linking statements include: 
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 “The next stage in our project was to …”; 

 “Another important issue of consideration was …”; 

 “By following this argument we can now see that …|. 

 

Linking statements send signals to your audience, highlighting the next point in 

your argument, linking to earlier ideas or clarifying the stage you have reached in 

your argument overall. This may be of particular importance in a lengthy 

presentation where even the most effective presenter has to work hard to keep an 

audience involved. 

 

5. Developing an Opening 
 

The introduction to your presentation is crucial. It is your first point of contact 

with your audience; you can either capture or lose your audience’s interest in a 

matter of seconds. Use your introduction to lay a clear foundation for the 

presentation to follow. Try using the following structure: 

 

 Introduce yourself; 

 State what you will be talking about (a title or subject area); 

 State how you will be talking about it (e.g. by comparing test results or 

reviewing the supporting literature); 

 State what you intend to be the outcome of your presentation (an informed 

group, a lively discussion); 

 State what you expect your audience to do (listen, take notes, read a 

handout, ask questions before/during/after). 

 

Always give your audience a moment to absorb this information before moving 

into your first main point. 

 

6. Developing a Conclusion 
 

Your conclusion is another important stage in your presentation. You can use it to 

remind your audience of your main points, draw these points to a stimulating 

conclusion and leave your audience with a lasting impression of the quality of 

your presentation. The following structure provides a powerful conclusion: 

 

 A review of your title or subject area 

“In this presentation I wanted to explore the relationship between X and 

Y.”; 

 A summary of your main points 
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“We have discussed the following points…”/ 

 A summary of the process you have been through 

“By looking at X we have found that Y …”; 

 A conclusion clearly draw from your main points (this must be supported by 

the detail of your presentation) 

“It is clear that there can be no substantive relationship between X and Y”; 

 A parting statement to stimulate your audience’s thoughts (this might be a 

question or a bold comment). 

 

7. Reviewing your Presentation 
 

Once you have written your presentation make sure that you review its content. 

Ask yourself: 

 

 Does the presentation meet your objectives? 

 Is it logically structured? 

 Have you targeted the material at the right level for your audience? 

 Is the presentation too long or too short? 

 

Structuring a Presentation 
 

Aims and Objectives 

This guide discusses practical strategies for structuring a presentation, focusing on 

the need to develop an argument or report through the clear, logical progression of 

ideas. 

 

Presentation Structure 
 

Presentations need to be very straightforward and logical. It is important that you 

avoid complex structures and focus on the need to explain and discuss your work 

clearly. An ideal structure for a presentation includes: 

 

 A welcoming and informative introduction; 

 A coherent series of main points presented in a logical sequence; 

 A lucid and purposeful conclusion. 

 

These elements are discussed below. 
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The Introduction 
 

The introduction is the point at which the presenter explains the content and 

purpose of the presentation. This is a vitally important part of your talk as you 

will need to gain the audience’s interest and confidence. Key elements of an 

effective introduction include? 

 

 A positive start: “Good afternoon, my name is Adam and …”; 

 A statement of what will be discussed: “I am going to explore …”; 

 A statement of the treatment to be applied to the topic (e.g. to compare, 

contrast, evaluate, describe) “I will be comparing the four main principles  

of …”; 

 A statement of the outcomes of the presentation: “I hope this will provide us 

with…”; 

 A statement of what the audience will need to do (e.g. when they can ask 

questions or whether or not they will need to take notes): “I will pass round 

a handout those summaries my presentation before taking questions at the 

end.” 

 

You should aim to deliver your introduction confidently (wait until the audience 

is quiet before you start speaking) and communicate energy and enthusiasm for 

your topic. 

 

Main Points 
 

The main points are the backbone of your talk. They play an important role in 

helping you priorities, focus and sequence your information. When planning your 

presentation you should put aside your research notes and produce a list or 

summary of the main points that you would like to make, expressing each in a few 

words or a short sentence. Ask yourself; “what am I really telling them? What 

should they be learning here?”. Your answers to these questions will help you 

communicate clear and effective messages to your audience. 

 

After you have identified your main points, you should embellish them with 

supporting information. For example, add clarity to your argument through the 

use of diagrams, illustrate a link between theory and practice, or substantiate your 

claims with appropriate data. Use the supporting information to add colour and 

interest to your talk, but avoid detracting from the clarity of your main points by 

overburdening them with too much detail. 
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Transitions 
 

Transitions are the signposts that help the audience navigate their way through 

your presentation. They can help divide information up into sub-sections, link 

different aspects of your talk and show progression through your topic. 

Importantly, transitions draw the audience’s attention to the process of the 

presentation as well as its content. Examples include: 

 

 “I will begin by discussing …”; 

 “Now that we have explored the … I would like to move on to …”; 

 “In contrast to my earlier statements concerning …”; 

 “Moving away from a focus on…”; 

 

Transition can also be made without speaking. Non-verbal transition include 

pausing, changing a slide or other visual aid, moving to a different area of the 

room before resuming speaking, or making eye contact with a different group in 

the audience.  

 

The Conclusion 
 

The conclusion is an essential through frequently underdeveloped section of a 

presentation. This is the stage at which you can summarise the content and 

purpose of your talk, offer an overview of what has been achieved and make a 

lasting impact. Important elements of a conclusion are: 

 

 A review of the topic and purpose of your presentation: “In this presentation 

I wanted to explore… “; 

 A statement of the conclusions or recommendations to be drawn from your 

work: “I hope to have been able to show that the effect of …”; 

 An indication of the next stages (what might be done to take this work 

further?); “This does of course highlight the need for further research in the 

area of …”; 

 An instruction as to what happens next (questions, discussion or group 

work?) “I would now like to give you the opportunity to ask questions …”; 

 A thank you to the audience for their attention and participation: “That’s all 

I have time for. Thank you very much for listening.” 

 

As with your introduction, you should try to address the audience directly during 

your conclusion, consolidating the impression of a confident and useful 

presentation. 
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Summary 
 

A presentation needs a carefully defined structure to make the most impact. This 

should centre on a series of identifiable main points that are supported by 

appropriate detail. Use transitions to link and move between points, helping your 

audience to understand the development of your argument. An introduction and 

conclusion are essential elements of your presentation. They enable you to 

establish a clear purpose for your talk at the start and summarise your main points 

before you finish speaking. 

 

Keeping to Time in Presentations 
 

This offers practical strategies for keeping your presentation within a given time 

limit. 

 

Introduction 
 

A time restriction is a common feature of most student presentations as well as 

those in the professional/work context. You will either be allotted a time for 

speaking and a time for questions or an overall timeslot for both. Keeping to time 

shows respect for your audience and ensures that you deliver a focused 

presentation that makes an impact.  

 

What Goes Wrong? 
 

Time limits are frequently exceeded for two main reasons” 

 

 The presenter has tried to incorporate too much information for the time 

allowed; 

 The process of presenting (e.g. speaking, distributing handouts, using visual 

aids) has simply taken more time than the presenter had planned for. 

 

Managing the Content 
 

When planning your presentation, is important to understand what can be 

achieved in the allocated time. Remember that you cannot communicate the same 

amount of information in a presentation that you can in a written report or essay. 
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Planning 
 

It is important to prioritise your information at an early stage in the planning 

process. When planning your presentation, put aside your notes and write a simple 

outline of your talk. This outline should be based on a series of main points 

structured in a logical order. Make sure that you can express each of the key 

points in a few words or a simple sentence. If you cannot do this it is likely that 

you still haven’t found a precise focus for your presentation. Remember that a 

clear focus enhances the impact of your talk. 

When you have identified your main points, you can move on to illustrate your 

argument with appropriate supporting information. Choose the supporting detail 

for each main point carefully to find one or two examples that make a real impact 

and will be remembered. A wealth of less illuminating detail will be much less 

effective. 

 

Finally, plan to open and close your presentation with a strong introduction and 

conclusion. Although these sections will demand time if they are to be effective, 

and thus further limit the amount of information that you can include, they are 

essential elements of effective presentations and should not be ignored. 

 

Flexibility 
 

If you have written presentation as a complete script you will find it hard to adapt 

and reduce the content as you deliver your material. However, if you have 

adopted the planning structure outlined above, you will be better able to produce a 

flexible presentation that can be shaped according to the time that you have 

available. If you need to reduce the length of your presentation, for whatever 

reason, you should be able to shorten the introduction, deliver the main points 

without some/all of the supporting detail and deliver a truncated conclusion. 

 

Managing the Performance 
 

Many presenters run out of time because they have not taken all aspects of their 

performance into account when planning and rehearsing their presentation. When 

planning your performance you will need to include time to: 

 

 Get settled in front of your audience in order to prepare your visual aids, 

notes etc. before you start talking; 

 Distribute handouts at the start/during/end of your talk; 

 Develop points in more detail if it appears that your audience hasn’t 

understood an areas of your talk; 
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 Accommodate any slight deviations from your script that you might make of 

the cuff”; 

 Respond to questions whilst you are speaking and after you have finished; 

work with your visual aids (change slides, annotate images etc.); 

 Accommodate any pauses whilst you review your notes / allow your 

audience time to think between main points. 

 

The delivery of your presentation will need to be controlled and well-spaced to 

achieve the best impact. If you have not allowed time for the different elements of 

your performance, your presentation will appear rushed and congested. 

 

Planning your Use of Time 
 

It is important that when you have written the content of your presentation, you 

map out how it will be delivered. This should include, for example, a clear plan of 

when you will be giving out handouts, where you will be taking questions and the 

precise moment at which you will be changing visual aids. This will help make 

these elements of your presentation appear more purposeful as well as ensuring 

that you allocate time for such non-spoken aspects of delivery. Many presenters 

mark such features on the script of their presentation so that they are all included 

in the final performance (much as a play script includes stage directions to remind 

the actors what to do and when to do it). 

 

When practicing your presentation, try to replicate the actual delivery as closely 

as possible. Simply running through the words in your head is not enough to 

accommodate all aspects of the performance. Ideally, try the presentation out in a 

seminar room or lecture theatre where you can practice integrating all the 

elements of your talk, and time the whole thing. If this is impossible, rehearse out 

loud, pausing where you would need time for other activities. 

 

Cutting Time 
 

Even though you may run to time in rehearsal it is still important to leave a few 

minutes spare for the actual presentation the impact of nerves and any interaction 

with your audience will take up more time than you’d think. It is safer to plan to 

be a little under time to make sure you can accommodate all aspects of your talk 

and avoid rushing. 

 

If you have followed the above advice about structuring your presentation around 

main points and supporting information, it should be fairly easy to reduce the 

length of your presentation. To save a small amount of time, cut out some of the 
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supporting detail. To save larger amounts, review your main points and reduce 

these in number. Never try speeding up the pace of delivery; this appears 

amateurish and seriously affects any impact that you may be trying to make. 

 

 

EFFECTIVE PRESENTER 
 

An effective presenter needs to be assertive, not aggressive. There are two 

important Ps. 

 

1. Posture 
It is important to appear confident at all times. Different postures create different 

moods. A very formal, upright and still posture will create a very different 

atmosphere from a relaxed and active one. Remember to match our physical 

behavior to the objectives underpinning your presentation. If you want to be either 

formal or informal, make deliberate choices about your physical style and stick to 

these. 

 

2. Presence 
Have the confidence to fill your space in front of an audience. Avoid apologizing 

for your presence by saying “sorry” (although you must be polite if circumstances 

demand so e.g. the session is running over time, or the microphone has stopped 

working). Also, avoid physical apologies by hiding behind a desk or lectern. You 

must be confident that the audience wants to listen and that you have something 

interesting to tell them. Don’t be afraid to wait for an audience to settle down 

before you start speaking or to ask for quiet if this does not happen. 

 

3. Make Contact with your Audience 
One of the key challenges faced by the presenter is to establish links with her/his 

audience (a poor presenter appears to be speaking to an empty room). Making 

contact helps to maintain an audience’s interest and encourages them to believe 

that you are genuinely interested in talking to them. You can make contact with 

your audience in a number of ways, including: 

 

 Eye contact; 

 Gestures; 

 Spoken contact; 

 Your use of language. 
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Eye Contact 

Eye contact is part of everyday communication and an audience can feel 

uncomfortable if they are denied. Making eye contact with individuals gives them 

a sense of involvement in your presentation and helps to convey your objectives 

on a personal level. Make sure that you share eye contact with all members of a 

small audience and all areas of a large audience. Regularly shift your focus 

around the room, not so that you look nervous, but to help involve as many people 

as possible in your talk. 

 

A Handy Tip: If you can’t make eye contact in a large group, don’t look at the 

floor or ceiling (this looks like boredom or rudeness). Try looking at people’s 

foreheads. The people sat around them will read this as eye contact even if the 

individual won’t. 

 

Gesture: 

People use their arms and hands in every day conversation to add emphasis or to 

help describe events. Presenters will therefore look rather awkward if they keep 

their hands in their pockets or rooted firmly at their sides. Use gestures to 

welcome your audience, to add emphasis to your main points or to indicate an 

ending. Try to use open gestures which move away from your body, extending 

them out to your audience. This helps to break any audience/presenter divisions. 

Make sure that all gestures are controlled and precise; too much movement will 

appear nervous and unfocussed. Always watch against distracting your audience 

from the content of your presentation. You should continually be trying to find 

ways to help them listen and understand. 

 

Spoken Contact: 

Acknowledge your audience by making verbal contact with them. At the 

beginning of your talk ask if they can see and hear you, or check that lighting and 

sound levels of audio-visual equipment are satisfactory. During your presentation, 

ask rhetorical questions that you can then answer (e.g. “How do we know this was 

true?” or “So, what does this prove?”) At the end of your talk give the audience 

an opportunity to ask questions or to clarify detail – this encourages them to take 

ownership of your material. 

 

The use of questions is an important tool. Questions involve your audience’s mind 

in a more stimulating way than simply asking them to sit and listen to your talk. 

Draw an audience in with clear, focused questions. 
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Language: 

Your use of language is particularly important in developing and sustaining a 

relationship with your audience. Try using language that involves your audience. 

For example, asking questions such as “What can we learn from this?” or “How 

did we arrive at this conclusion?” involves your audience in an exploratory 

process or discussion. When looking at visual aids, introduce them by saying “If 

we look at this slide we can see that …” or “This slide shows us that …”. Use 

language that is welcoming and involving throughout your presentation. 

 

4. Use Your Voice 
 

Your voice is a very flexible and powerful tool. You can use it in many different 

ways by varying the: 

 

 Volume; 

 Pace; 

 Pitch. 

 

Volume 

Make sure that your voice is loud enough for your audience to hear clearly. 

Speaking too loudly or too quietly can make it difficult for your audience to 

follow your presentation. Listen to people speaking in normal conversation. They 

tend to raise or lower their volume for emphasis. For example, they may speak 

loudly when giving an instruction but softly when apologizing. To add energy to 

your presentation, use these colorful changes to your best advantage: a 

conspiratorial whisper can draw an audience in; a loudly spoken exclamation can 

make them sit up and listen. 

 

Pace 

Make sure that the speed of your delivery is easy to follow. If you speak too 

quickly or too slowly your audience will have difficulty following your talk. To 

add life to your presentation, try changing the pace of your delivery. A slightly 

faster section might convey enthusiasm. A slightly slower one might add 

emphasis or caution. 

 

Pitch 

The pitch of your voice also varies in day to day conversation and it is important 

to play on this when making a presentation. For example, your pitch will rise 

when asking a question; it will lower when you wish to sound severe. 
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Play around with the volume, pace and pitch of your voice when practicing your 

presentation. Find different ways of saying the same sentence. Explore different 

ways to adding emphasis to your main points. Always try to convey enthusiasm 

and energy through use of your voice. 

 

 

5. Breathe 
 

Always remember to breathe steadily and deeply. If you are anxious about 

making a presentation your breathing will become fast and shallow. This will 

affect the quality of your voice and your ability to speak clearly for extended 

periods of time. Try to take a few deep breaths before you make your 

presentation, making a conscious effort to slow your breathing down and taking in 

more air with each breath. During your presentation, use pauses after questions or 

at the end of sections to allow comfortable breathing patterns. Don’t be afraid to 

slow down the pace of your presentation if your breathing becomes 

uncomfortable. 

 

6. Drink 
 

It is a good idea to have some liquid to hand to quench your thirst if you are 

speaking for a long time. However, be careful not to gulp ice-cold water before 

you go on as this constricts your throat and affects the quality of your voice. 

Drink a warm (not hot) cup of tea to relax your throat and ease your speaking 

voice. 

 

And finally … a note about humour 

 

Only use humour if you know it will work. Humour needs to be relaxed and 

confident – if used badly, it will only heighten senses of awkwardness and 

anxiety. Use humour if you know you can and if you feel it is appropriate to  

do so. 
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Conclusion 
 

Continually explore your personal style using any or all of the above suggestions 

in different combinations for different effects. Above all, remember two main 

points: 

 

 Be yourself-even in the most formal surroundings you will need to be 

yourself. No one will be impressed if you try to perform like a classical 

actor or act like a stand-up comedian; 

 Avoid any behavior that might be off-putting to your audience- always be 

deliberate and clear in your use of your voice and physical actions. 

 

Using visual images can also increase the impact of your presentation. 
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Unit–9 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

ELECTRONIC PRESENTATION 
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OBJECTIVE 
 

 To prepare the presenter to have an effective presentation and face audience 

confidently. 

 

TIPS ON MAKING PRESENTATIONS 
 

 

If you can’t explain it simply you don’t understand it well enough 

Albert Einstein 

 

As part of an extended interview/selection centre you 

may be asked to give a short presentation. Usually you 

choose the topic from a list which may include your 

hobbies, a recent holiday, a current affairs topic or one 

of your achievements, or sometimes you may be asked 

to make a presentation on a case study you have 

previously done as part of the extended interview. The 

purpose is not to test your subject knowledge, but to 

see how well you can speak in public. Typically you 

will be asked to talk for five minutes, and will be given 20 or 30 minutes 

beforehand to prepare. 

 

BASIC TIPS 
 

 Dress smartly: don't let your appearance distract from what you are saying. 

 

 Smile. Don't hunch up and shuffle your feet. Have an upright posture. Try to 

appear confident and enthusiastic. 

 

 Say hello and smile when you greet the audience: your audience will 

probably look at you and smile back: an instinctive reaction. 

 

 Speak clearly, firmly and confidently as this makes you sound in control. 

Don't speak too quickly: you are likely to speed up and raise the pitch of 

your voice when nervous. Give the audience time to absorb each point. 

Don't talk in a monotone the whole time. Lift your head up and address your 

words to someone near the back of audience. If you think people at the back 

can't hear, ask them.  
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 Use silence to emphasise points. Before you make a key point pause: this 

tells the audience that something important is coming. It's also the hallmark 

of a confident speaker as only these are happy with silences. Nervous 

speakers tend to gabble on trying to fill every little gap. 

 

 Keep within the allotted time for your talk. 

 Eye contact is crucial to holding the attention of your audience. Look at 

everyone in the audience from time to time, not just at your notes or at the 

PowerPoint slides. Try to involve everyone, not just those directly in front 

of you. 

 

 Walk around a little and gesture with your hands. Bad presenters keep 

their hands on the podium or in their pockets! Don't stand in one place glued 

to the spot hiding behind the podium! Good presenters will walk from side 

to side and look at different parts of the audience. 

 

 You could try to involve your audience by asking them a question. 

 

 Don't read out your talk, as this sounds boring and stilted, but refer to brief 

notes jotted down on small (postcard sized) pieces of card. Don't look at 

your notes too much as this suggests insecurity and will prevent you 

making eye contact with the audience. 

 

 It’s OK to use humour, in moderation, but better to use anecdotes than to 

rattle off a string of jokes. 

 

 Take along a wristwatch to help you keep track of time – the assessor may 

cut you off as soon as you have used the time allocated, whether or not you 

have finished. 

 

 It can be very helpful to practise at home in front of a mirror. You can also 

record your presentation and play it back to yourself: don't judge yourself 

harshly when you replay this - we always notice our bad points and not the 

good when hearing or seeing a recording or ourselves! Time how long your 

talk takes. Run through the talk a few times with a friend. 

 

 It's normal to be a little nervous. This is a good thing as it will make you 

more energised. Many people have a fear of speaking in public. Practising 

will make sure that you are not too anxious. In your mind, visualise yourself 

giving a confident successful performance. Take a few deep slow breaths 

before your talk starts and make a conscious effort to speak slowly and 



128 

clearly. Research by T Gilovich (Cornell University) found that people who 

feel embarrassed are convinced their mistakes are much more 

noticeable than they really are: we focus on our own behaviour more than 

other people do and so overestimate it's impact. This is called the spotlight 

effect. If you make a mistake, don't apologise too much, just briefly 

acknowledge the mistake and continue on.  

 

 Build variety into the talk and break it up into sections: apparently, the 

average person has a three minute attention span! 

 

 

 1 2 3 
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VISUAL AIDS 

 

Display material, including product display 

Flipchart 

Overhead projector (OHP) 

Writing board 

Magnetic and other display boards 

Slides, Filmstrip 

Video display of single images 

Video display, of computer output 
(graphics and text) 

 

 

AUDIO – VISUAL MEDIA 

 

Super 8 movie 

16 mm movie 

35 mm movie 

70 mm movie 

Filmstrip with sound 

Single slide with sound 

Dissolve slide with sound 

Multi-image slides with sound 

Videotape / videodisk display by monitors 

Videotape / videodisk displayed by projection 

Multi-screen video 

Computer output display linked to sound 

Multi-media (Computer based graphics / pictures 

and sound) 
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USING POWERPOINT, OVERHEAD  

PROJECTOR OR FLIP CHART 
 

You may be allowed to use an overhead projector (OHP), data projector, or flip 

chart as part of your talk, If you think that you might like to use one, then it's wise 

to try to practice on one beforehand so you know what you are doing! 

 

 Before you start check the computer and the lighting: make sure no bright 

lights are illuminating the screen. 

 

 Stand to one side of the projector/flip chart, so the audience can see the 

material. 

 

 Face and speak to your audience, not the screen. Inexperienced 

PowerPoint presenters have their backs to the audience most of the time! 

 

 
 

 All too often the slides are just a security blanket for the speaker, not 

visual aids for the audience. 

 

 Don't use too many slides: three or four should be sufficient for a short 

presentation. For a 15 minute session 8 would be the absolute maximum and 

probably less. Don't have too much text on each slide - no more than about 

40 words. Each slide should last for at least 2 minutes. The more slides and 

the more words on each slide, the less the audience will listen- whereas the 
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less and simpler slides you have, the better you will communicate. Plan your 

presentation carefully and only use slides where they will clarify points. 

 

 Don't try to write too much on each slide: 30 to 40 words in a large font 

size is ample for one transparency. Use note form and bullets rather than full 

sentences. It is very hard for a member of the audience to read slides and 

listen simultaneously - they are unlikely to do doing either well. The best 

slides contain just one word. 

 

 Slides can contain prompts to remind you of what you will say next. 

 

 Press to blank the screen or to black it out (pressing any key restores the 

slides) when talking about a point which does not require a slide thus 

reducing the distraction for the audience. 

 

 Use a large (about 24 point) SANS font such as Verdana or Lucida Sans. 

DON'T PUT EVERYTHING IN UPPER CASE AS THIS LOOKS CRUDE. 

Check that the slides are easy to read from a distance. 

 

 Use colour and bold for emphasis but don't use too much colour. Have a 

good contrast e.g. dark blue text on a cream background. 

 

 Pictures, especially tables, diagrams and charts are good. PowerPoint is 

excellent for the delivery of pictures and diagrams and they will help to 

break up and add variety to the long streams of text seen in many (bad!) 

presentations. 

 

 A little humour can grab the attention of the audience. For example 

some performing crocodiles? 

 

 Don't get carried away with flashy PowerPoint transition effects as these 

may distract attention from the content.  

 

 If using PowerPoint use the Format/Apply design template command. 

Gives you a wide range of nicely preformatted slide designs to choose from 

and saves you a lot of time. 

 

 Write down your main points on a postcard sized piece of card as a 

prompt and also as a backup in case the technology fails! 

 

http://www.kent.ac.uk/careers/workin/eventsman.htm
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 Too many bullets can machine gun 

your audience to sleep! Good 

presentations will have a variety of 

slides: some with bullets, some 

without and many with images and 

charts. Twenty slides with 5 bullets on each means you are trying to get 

across one hundred points, whereas the average person will absorb at most 5 

points from a presentation. 
 

 

PRESENTATION WORKSHOP – OBSERVERS NOTES 
 

This has been used by the Careers and Employability Service in Presentation 

Skills Workshops. It may give you some idea on the areas assessors may be 

marking you on in an assessed presentation. 

 

When giving feedback, try to be constructive and specific e.g don’t say “That 

wasn’t a very good presentation”, say “I think you need to raise your voice next 

time as I couldn’t hear you very well”. Be tactful and encouraging: remember that 

this might be the person’s first attempt at speaking in public! 

 

NON-VERBAL SIGNALS 
 Use of hands – too much/too little? 

 Smiling? 

 Eye contact with audience none/some of audience/everyone? 

 Standing still/ moving around/ standing up straight or slouching? 

 Position in relation to audience? 

 Mannerisms – shrugs etc? 

 Did they appear confident? Make a positive impact? 

 

VOICE 
 Quite / loud / Clear / Muffled? 

 Slow or fast speech? 

 Monotonous or varying voice? 

 Use of humour? 

 

CONTENTS 
 Well-structured and following a logical sequence? 

 Did it have an introduction and conclusion? 
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 Was it well prepared? 

 Did they finish within time limit? 

 Was the talk too simple or too complex and jargon-filled? 

 Was it interesting? 

 Was the speaker enthusiastic, serious, and confident? 

 Were notes used? Were they read out, or just used for key points? 

 Were questions asked or invited? If so were they handled well? 

 Did they interact with and involve the audience? 

 

VISUAL AIDS 
 Was a flip chart, PowerPoint or other props used? 

 Were they used well? Did they add to the talk? 
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