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The practical study of everyday written, communicative English: message for notice
boards and written greetings, note-taking, filling out forms and conventions of letter-writing,
both formal and informal, letters of invitation, polite refusal, replies to invitation, job

application, and résumeés.
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Messages for Read messages and answer the questions.
notice board Match messages with their topics.
Compare the first and second draft of the
same message and discuss sorts of words that
are left out in the second draft.
Study common abbreviations and do exercises.
Rewrite messages to make them shorter.
Work in groups of three. Choose one of the
situations and write the advertisement
required.
2 Greeting cards 4 Exchange experience about giving and receiving

greeting cards.

Read greeting cards and match them with their
occasions.

Categorize greeting phrases into the correct
occasions.

Work in pairs. Search free e-cards and greeting
phrases (according to the occasion assigned)
on the internet and share them with the class.

Choose an occasion and write a greeting card

to a real person they know.
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Taking notes

Discuss reasons for taking notes in a class or at
work.

Read part of a lecture and compare it to the
notes. Then answer the questions.

Study common symbols. Read the notes again
and circle the symbols.

Rewrite the notes as full sentences.

Rewrite given full sentences as notes.

Study useful tips for taking notes in a meeting
or over the phone.

Read extracts from a meeting and telephone
conversation. Shorten the sentences.

Read workplace conversations and classroom.

Rewrite them as notes.

Forms

Discuss where they normally have to fill in
forms.

Read forms and answer the questions.
Complete missing information in the form.
Discuss personal details that are normally
required in forms.

Work in pairs. Take turn asking and answering
about each other personal details.

Study form language.

Do a role play.
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5 Text messages 4 - Talk about the last text messages they have
sent and received.

- Read text messages and answer the questions.

- Match extracts from text messages to their
meaning.

- Study phrases and text language.

- Underline text language and write down its
meaning.

- Practice making sentences shorter.

- Write a text message to a classmate and send

a reply to a text they have received.

6 Thank you emails 4 - Read emails and answer the questions.

- Discuss formal and informal situations in which
they write emails.

- Study formal and informal salutations and
closings and do exercises.

- Study a layout of a personal letter.

- Study formal and informal writing styles and
do exercises.

- Work in pairs. Read emails and rewrite them in
a more formal style.

- Write a formal email to thank someone they

don’t know well.
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Social media

- Talk about social media sites they use to talk
to friends.

- Read a Facebook wall and answer the
questions.

- Label the wall with the given words.

- Read extracts from some posts on a social
media network. Decide if each post is for a
comment, sharing information, or a request.

- Read someone’s original post, and then
number the comments in the correct order.

- Study how to write captions for photos.

- Write an appropriate caption for each photo.

- Read posts and write appropriate comments

for each of them.

dUNANAA
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Request letters

- Read a letter and answer the questions.

- Rewrite parts of a letter in the correct position.

- Study salutations and closings in a formal
letter.

- Study a layout of a business letter.

- Study phrases for making requests.

- Write requests for given situations.

- Choose sentences they think are concluding
sentences.

- Find a school or company that interests them

on the Internet and write a letter asking for

information.

10
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10-11 | Invitation, 8 - Read an invitation and answer the questions.

acceptance & - Study how to use present continuous tense for

polite refusal future arrangements and do exercises.

- Study prepositions with time expressions and
do exercises.

- Discuss phrases for inviting, accepting and
refusing invitations.

- Write invitations according to given pictures.

- Write replies to given invitations.

- Write an email invitation to a partner. Then
write a reply, accepting or refusing the

invitation.

12-13 | Resume & covering 8 - Read the advertisement and application letter.

letter Then answer the questions.

- Fillin the blanks in the application letter.

- Match words in the above letter with their
meanings.

- Read someone’s réesumé and answer the
questions.

- Study how to write a résumé.

- Search job that interests them on the Internet.
Write their résumé and an application letter.

- Exchange final drafts and do peer-review

activity.

11



ume.3

dUandi

L4 =
®IVB/318aL28N

AU
AU

AANTTUNTFHI8U NISEBY
fdanld (813)
FUIU/ASN15UTZLAY

14

Blogging

Read a blog and answer the questions.
Underline phrases and sentences for describing
places and people in the above blog.

Study vocabulary and phrases for describing
places and people.

Complete the table with adjectives that fit
with each noun.

Study tenses that can be used when writing
about events a blog.

Use the given prompts to write sentences for a
blog.

Write a blog post about a recent holiday, or
their life now.

Read and respond to one another’s post.

15

Online reviews

Read the reviews then answer the questions.
Complete the table with good points and bad
points from each review above.

Study adjectives to describe things being
reviewed.

Rearrange sentences from reviews.

Discuss phrases to write positive and negative
reviews.

Write a review of a coffee shop, a restaurant,

or a hotel, etc.

16

Review for final

exam

Review units that will be covered in the final
exam.

Play games to review some important
grammatical structures.

Answer any questions raised in the classroom.
Tell students about their scores during the

semester.

17
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