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Introduction

WHAT IS IELTS?

IELTS, the International English Language Testing System, is an English language proficiency
exam that tests listening, reading, writing, and speaking skills. There are over 1,000 test cen-
ters in more than 140 countries around the world. Over 9,000 organizations, including univer-
sities, government agencies, and private companies, accept IELTS test scores.

There are two versions of the test—Academic and General Training. The Academic version
is for students who want to pursue a university education in an English-speaking country. The
General Training test is for people who need to demonstrate English language proficiency for
work, training programs, secondary education, or immigration to certain countries.

HOW TO USE THIS BOOK

This book will help you prepare for the writing section of the IELTS test whether you are plan-
ning to take the Academic or the General Training version. Both versions of the test include a
writing section with two tasks.

The organization of this book follows the criteria IELTS examiners use to score your writ-
ing. If you study everything in this book, you will score well.

s Task Achievement/Task Response
= Coherence and Cohesion

m Lexical Resource

» Grammatical Range and Accuracy

In the Task Achievement/Task Response chapter, you will learn to follow a three-step
model for creating an essay:

Plan
Write
Revise

You will learn how to apply this model to each of the IELTS writing tasks. Study the sec-
tions of this chapter that focus on the version of the test that you plan to take—Academic or
General Training.

Each section leads you step by step through the process of writing an essay in response to
that particular task. Therefore, you should work your way through each section from begin-
ning to end. As you study a section, you will become familiar with the types of questions you
will have to respond to on the IELTS. You will also learn to complete your responses within the
time limits of the test.
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When you respond to the IELTS writing tasks, you must write clearly, coherently, and cor-
rectly. The next three chapters of this book will help you do that. They will help you develop
skills you will need for both the Academic and General Training versions of the test.

In the Coherence and Cohesion chapter, you will practice organizing your writing and
connecting your ideas. In the Lexical Resource chapter, you will learn how to develop your
vocabulary and use it correctly. In the Grammatical Range and Accuracy chapter, you will
review grammar rules and practice applying them to your writing.

You can work through these chapters in order. Or, you can focus first on the parts that
address your weakest areas. Then, you can use the rest for review and practice.

In the Appendix you will find a More Writing Practice section with a selection of essays
written in response to IELTS writing tasks. You can study the essays as models of good writing.

You can also use this section for further practice by writing your own responses to the tasks
included in the section.

IELTS WRITING SCORES

Scores for the IELTS writing tasks are reported in a scale of bands, ranging from Band 0 to
Band 9. Each band represents a level of ability. Scores are based on the following criteria.

TASK ACHIEVEMENT (TASK 1): To achieve a high score, you must write a well-developed
report that completely addresses all parts of the task.

TASK RESPONSE (TASK 2): To achieve a high score, you must address all parts of the task in
a well-developed essay that presents a clear position supported with relevant ideas.

COHERENCE AND COHESION: To achieve a high score, your ideas and information must

follow a logical organization (coherence), and you must use a range of cohesive devices
skillfully.

LEXICAL RESOURCE: To achieve a high score, you must use a wide range of vocabulary flu-
ently with few errors.

GRAMMATICAL RANGE AND ACCURACY: To achieve a high score, you must use a wide range
of grammatical structures fluently and accurately with few errors.

For a complete description of the writing task bands, visit the IELTS website: http://www.
ielts.org/researchers/score_processing_and_reporting.aspx#Writing

www.ARMANIENGLISH.com
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TIPS

Before the test

Practice writing within time limits. You can use the tasks in the More Writing
Practice section of the Appendix for practice. Give yourself 20 minutes to complete
a Task 1response and 40 minutes to complete a Task 2 response.

Become familiar with word count. On the IELTS, you will write your essays by hand.
You will have to write a minimum of 150 words for Task 1 and 250 words for Task 2,
but you won’t be able to take the time to count your words. As you practice writing
essays at home, count your words. You will become familiar with what 150 words
and 250 words look like in your handwriting.

To prepare for Academic Task 1, take some time to study a variety of graphs, charts,
and tables. You can find many on the Internet. Practice reading them and interpret-
ing the information.

During the test

Read the task carefully and make sure you understand exactly what it asks you

to do.

Do not copy complete sentences from the task. Paraphrase and use synonyms. You
will learn how to do this in Chapters 1 and 3.

Write in complete sentences. You can make notes in abbreviated form when you
plan, but your finished essay must have complete sentences and paragraphs.

Vary your sentences. Use sentence structures that you know you can use correctly,
but do not write the same type of sentence over and over. in Chapter 4, you will get
practice with different sentence types.

Learn and use the three-step model presented in this book—plan, write, revise. It
will help you write a complete and organized response to both tasks. Following a
model will give you confidence.

www.ARMANIENGLISH.com 'NTRODUCTION 3
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Task Achievement/
Task Response

ACADEMIC WRITING TASK 1: CHARTS, GRAPHS, TABLES

TIME

You will have 60 minutes to complete the writing part of the test. You should allow 20 minutes
for Task 1. Divide your time as follows:

Total time 20 minutes

Plan 5 minutes
Write 12 minutes
Revise 3 minutes

LENGTH

You must write at least 150 words. You can write more.

@ ~
TIPS

m Use only the information provided in the task. Do not include outside information
or your own opinion.
m Ask yourself questions to focus on the task:

- What is this graphic about?
K - Which are the most important details?

SCORE

To receive a good score

m address all parts of the task

] accurately‘summarize the information

m make meaningful comparisons

m end with a brief overview of the information

m use correct grammar, spelling, and punctuation

m write in complete sentences

= use your own words; do not copy exact sentences from the task

www.ARMANTERKACHIEYEMENT/TASK RESPONSE 5
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STEP 1: PLAN

Spend about 5 minutes on planning before you start writing. Planning will make sure you
include all the necessary information.

Address the Task

In Task 1, you will see a graphic. This graphic may be a graph, chart, or table. (The graphic
might also be a diagram describing a process. See the following section (page 47) for informa-
tion on process diagrams.) You will be asked to describe the information shown in the graphic

and make comparisons. You must immediately recognize the type of graphic and its features.
This will help you address the task.

PRACTICE 1

Look at the following tasks and graphics. Write the letter of each graphic or set of graphics next
to the corresponding task.

The bar graph below shows the number of tourists visiting two different cities by
season.

Summarize the information by selecting and reporting the main features, and make
comparisons where relevant.

The pie charts below show the form of transportation to work normally used by
workers in a particular city.

Summarize the information by selecting and reporting the main features, and make
comparisons where relevant.

The line graph below shows the number of single-family homes constructed in the
United States by region over a period of six years.

Summarize the information by selecting and reporting in the main features, and
make comparisons where relevant.

The table below shows the number of hours per week people of different ages spend
using the Internet for different types of activities.

Summarize the information by selecting and reporting the main features, and make
comparisons where relevant.

www.ARMANIENGLISH.com
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versity.

The pie charts below show enrollment in different fields of study at a particular uni-

Summarize the information by selecting and reporting the main features, and make
comparisons where relevant.

Graphics
A

1,000,000
900,000
800,000
700,000
600,000
500,000 [ -
400,000
300,000
200,000
100,000

Single-family homes

30,000

25,000

20,000

15,000

10,000

5,000

New Residential Construction

=& Northeast ...

Midwest

=~ South

1

2006

1
2008 2010 2012

Year

Number of Tourists by Season

Spring

Summer Fall
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Clydesdale University Enrollment

Men

Social
Sciences
25%

Engineering
45%

Social
Sciences Engineering

Women

15%

20%

Hours per Week Spent on the internet, by Age

’ Teens l 20s
Studying/working 15

30s

40s

50s

50 45 40 40 17
Leisure activities 20 18 17 10 n 18
Rockingham, Transportation
2015

Car (alone)
50%
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Determine the Topic

In Task 1, you will be asked to summarize the information on the graphic by selecting and
reporting on the main features. The main features will help you determine the details of the
topic of the graphic.

To identify the main details of the graphic, first read the task and identify the type of graphic.
Second, read the title of the graphic and scan the features. To focus your thoughts, ask yourself
Who? What? When? and Where? Use this information to determine the details of the topic.

Details

Task
Type of graphic
Title of graphic
Features
Who
What
When
Where

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

Look at these examples.

I The graph below shows the average daily sales of selected food items at the Vista
Café, by season.

Summarize the information by selecting and reporting the main features, and make
comparisons where relevant.

Average Daily Sales, by Number of Servings

80

70 L] B Winter
I Summer

60 |-

50 |- . .........

40
30 - B =

20 |-

Servings sold

10 -

Hot lced Ice Soup Salad
coffee coffee cream
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Graphictype:  Dbar graph | e,
Title: Average Dally Sales, by Number of Servings
What? average daily sales e
When? WINEer ANd SUIEr e
Topic: the average number of servings of certain food items sold daily in

thewiter and inthe summer
I The graph below shows the number of cell phone subscribers in a particular city, by

gender.

Summarize the information by selecting and reporting the main features, and make
comparisons where relevant.

Graphic type:
Title:

What?

Who?

When?
Where?
Topic:

Cell Phone Subscribers, Marysville

3000
e Men
Women /— ~——
@ 2000 4
s p
2 ’ /
S 1500
7]
¢ 1000 s
500
1 1 1 1 1
1995 2000 2005 2010 2015
Year
€ BEADN . e

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

.............................................................................................................
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PRACTICE 2

Determine the topics of the graphics in Practice 1 (pages 7-8) by completing the information.

GraphicA
Graphic type:

Title:

What?

When?

Where?

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

Topic:

Graphic B
Graphic type:
Title:

What?

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

When?

Where?

Topic:

Graphic C
Graphic type:

Title:

Who?

What?

Where?

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

Topic:

Graphic D
Graphic type:

Title:

Who?

What?

When?

Topic:

www.ARMANTETAEHEYRAGHT/TASK RESPONSE - 11
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Graphic E

Graphic type:

Title:
Who?
What?
When?

Topic:
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.............................................................................................................
.............................................................................................................

Make Notes About Comparisons

In Task 1, you will be asked to make comparisons where relevant. When you look at a graphic,
look for things you can compare. The graphic might show, for example, different places, types
of people, types of activities, products, and/or changes over time. Look for similarities and
differences among these things.

In Practice 2 (page 11), you asked yourself Who? What? When? and Where? about the
graphics. Use this same information to find comparisons.

Look at these examples.

Graphic type:

Title:
What?
When?
Topic:

Average Daily Sales, by Number of Servings

80

70 - . Winter

] Summer

60

50 |-

40 -

20 |-

Servings sold

10 -

0

Hot Iced Ice
coffee coffee cream

Salad

Soup

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

www.ARMANIENGLISH.com
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When we write about Graphic I, we can make two kinds of comparisons:

1 the average daily sales of selected food items in winter

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

2 the average daily sales of selected food items in summer

II The line graph below shows the number of cell phone subscribers in a particular city,
by gender.

Summarize the information by selecting and reporting the main features, and make
comparisons where relevant.

Cell Phone Subscribers, Marysville

- NMen /

Women

2500

® 2000

[

2

3 1500

(72

K]

"=’ 1000 O 1 NO——

500
1 9.95 20100 20105 2011 0 20I1 5
Year
Graphictype:  [ine graph
Title: Cell Phone Subscribers, Maryeville
What? number of cell phone subscribers
Who? men and Wommen
When? 10020
Where? Manysville
Topic: The number of men and women cell phone subscribers in Marysville
from 1995 to 2015
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PRACTICE 3

Look at the information you completed in Practice 2 (page 11). Use this information to deter-
mine the comparisons you can make for each of the graphics from Practice 1 (pages 7-8).

GraphicA

Comparisons

Graphic B

Comparisons

Graphic C

Comparisons

Graphic D

Comparisons

Graphic E

Comparisons

www.ARMANIENGLISH.com
14  WRITING FOR THEJERTSU jgol S S0l dgbils

usilT g b el sbs 695 633 03l 1 ¢y 158 5 jo ol T YL j S 50



Make Notes About Details

In Practice 3 (page 14) you determined the possible comparisons in a graphic. Now, you will
look for the details that describe the comparisons.

Look for where things change. Look for where numbers go up or down. Look for where the
biggest differences are.

For Graphic I on page 12, we determined these two comparisons:

1 the average daily sales of different food items in winter

2 the average daily sales of different food items in summer

The relevant details will be about how many servings of each item were sold. Look at the fol-
lowing details for Graphic L.

Comparison

1 the average daily sales of different food items in winter

A highest number of sales—hot coffee—75

B
C salad and ice cream sales—25 each
D

A highest number of sales—iced coffee—40

B
C hot coffee sales—30
D

www.ARMANTESK GHIEVEMENT/ TASK RESPONSE
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PRACTICE 4

Look at the graphics in Practice 1 (pages 7-8). Use the comparisons you determined for each
of the graphics in Practice 3 (page 14) to determine the relevant details for each graphic. Find
between two and four details for each comparison.

Graphic A

Comparison

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

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

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

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

D

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

Graphic B

Comparison

Details

A

B

D

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

www.ARMANIENGLISH.com
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Comparison

Details

A

B

C

D

Graphic C

Comparison

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

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

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

.........................................................................................................
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Graphic D

Comparison
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D

Graphic E

Comparison
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Comparison

D

STEP 2: WRITE

After you plan, you are ready to write. You will use your notes about the task, topic, compari-
sons, and details as a guide. You should take about 12 minutes to write your essay.

Write the Introduction

The introduction tells what you will write about. In Task 1, you are asked to summarize and
compare. In your introduction, tell what you will summarize and compare.

Write the Topic Sentence

For the first sentence of the introduction, write a topic sentence that summarizes the infor-
mation in the graphic. In Practice 2 (page 11), you identified the main features of the graphic
and determined the topic. Now you will change those notes into a topic sentence. Do NOT
copy exact phrases and sentences from the task and graphic title. Paraphrase by using other

phrases and synonyms to express the same ideas. See Chapter 3 (page 187) for more informa-
tion on synonyms.

Look at these examples.

Graphic I

Task

The graph below shows the average daily sales of selected food items at the Vista Café,
by season.

Summarize the information by selecting and reporting the main features, and make
comparisons where relevant.

www.ARMANASRIADHEVERENT/ TASK RESPONSE
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Notes

Graphic type: bar graph

Title: Average Daily Sales, by Number of Servings

Topic: the average daily sales of selected food items in the winter and

Topic sentence

The bar graph shows how many servings of certain food items sold on average every day in
two different seasons at the Vista Café.

Discussion
This topic sentence mentions the main features of the graphic. It avoids copying exact phrases

and sentences from the task and graphic title by using the phrase how many instead of the
number of, certain instead of selected, and every day instead of daily.

Graphic II

The graph below shows the number of cars sold in two different cities.

Summarize the information by selecting and reporting the main features, and make
comparisons where relevant.

Notes

Graphic type:  line graph

Title: Cell Phone Subscribers, Marysville

Topic: The number of men and women cell phone subscribers in Marysville

Topic sentence

The graph shows how many men and women in Marysville paid for cell phone service from
1995 to 2015.

Discussion

This topic sentence mentions the main features of the graphic. It avoids copying exact phrases
and sentences from the task and graphic title by using the words how many instead of the
number of and the phrase paid for cell phone service instead of subscribers.

www.ARMANIENGLISH.com
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PRACTICE 5

Find the synonym for each of the following words and phrases. Write the letter of the synonym
in the blank.

Words/Phrases Synonyms
. construct A various
2 region B howmany
'''''' C female
3 the number of D male
4 visit E  during the week
F people who ride
5 different G buid
6 ... type H spendtimein
2 I kind
_______ passengers | area
8 on weekdays
9 ....... Inen
10 ....... Women
PRACTICE 6

Rewrite the following topic sentences by using synonyms for the underlined sections.

1 The graph shows the number of schools constructed in each region of the country
in 2014.

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

2 The graph shows the number of people who visited the Palm Island Resort in each of the
years from 2010 to 2015.

3 The charts show the percentages of men and women shoppers who shopped at
Mayfield’s Clothing Store at different times of the day.

4  The table shows the different types of career interests reported by students at Bingham
University.

www.ARMANIASK GEHEMEMENT/TASK RESPONSE 21
ObJ U jeol wiS ySaly sgbils
usibT g b el sbs 695 o33 03l 51 (158 5 jo ol T YL j JS 50



logT b jSs0
wwwwwwwwww glish.com

Make a Statement About Comparisons

The first sentence of your introduction is the topic sentence. The topic sentence tells what
the graphic is about. In the next sentence, tell what comparisons you will make. In Practice 3
(page 14), you made notes about comparisons. Now you will turn those notes into a sentence
that tells what comparisons you will make in your essay.

Look at these examples.

Comparisons for Graphic I (page 12):

1 the average daily sales of selected food items in winter

2 the average daily sales of selected food items in summer

Topic sentence

The bar graph shows how many servings of certain food items sold on average every day in
two different seasons at the Vista Café.

Second sentence
The average number of sales of each item changed with the season.

Discussion

The second sentence tells what you will compare (average number of sales of each item) and
how you will compare them (changed with the season).

Comparisons for Graphic II (page 13):

1 the number of men cell phone subscribers in different years

2 the number of women cell phone subscribers in different years

Topic sentence

The graph shows how many men and women in Marysville paid for cell phone service from
1995 to 2015.

Second sentence
The number of subscribers of each gender rose at similar rates during the ten-year period.

Discussion

The second sentence tells what you will compare (number of subscribers) and how you will
compare them (rose at similar rates).

www.ARMANIENGLISH.com
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PRACTICE 7

Choose the best sentence to complete the introduction for each graphic.

1 School Enrollment
1600
=== Riverside School
Litchfield School P
B 1200 Jrrormmmsmmimmm o —— p
2 1000 - i et e
g
‘3 800 —
[}
3 600
2
200
1 1 1 3 1
2011 2012 2013 2014 2015
Year

Comparisons
enrollment in Riverside School
enrollment in Litchfield School

Introduction

The graph shows how many students were registered at Riverside School and Litchfield School
in each of the years from 2011 to 2014.

A The number of students at each school changed every year.
B  The number of students at Litchfield School went down between 2013 and 2014.
C  The number of students at both schools went up between 2011 and 2014.

2 Town Budget—Milford
2010 2015

Administration
20%

Schools
50%

Parks and
recreation
5% Parks and
recreation
5%
Comparisons

town spending in Milford in 2010
town spending in Milford in 2015
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Introduction
The charts show how the town of Milford spent its money in 2010 and 2015.

A Atleast half the budget was spent on schools in both years.
B Spending on administration went up in 2015.
C  Spending fell in some areas, while it rose in others.

3 Ticket Sales—Springfield Cinema
Saturday
Sunday 125 100 75 50
Comparisons
Saturday ticket sales
Sunday ticket sales
Introduction

The table shows how many movie tickets were sold at the Springfield Cinema at different
times of the weekend.

A One hundred fifty tickets were sold at 9:00 on Saturday.
B On Sunday the fewest tickets were sold in the evening.

C  On Saturday sales were highest in the evening, while on Sunday they were highest in the
afternoon.

PRACTICE 8

Use your notes from Practice 2 (page 11) and Practice 3 ( page 14) to write an introduction for an

essay about each of the graphics in Practice 1 (] pages 7-8). Include a topic sentence and a state-
ment about comparisons in each introduction.

Graphic A

www.ARMANIENGLISH.com
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Graphic B

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

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

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

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

.....................................................................................................................................
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Write the Paragraphs

When you planned your essay, you made notes about comparisons and details. Now you will

turn these notes into paragraphs for the body of your essay. You will write one paragraph
about each comparison.

Write the Main Idea

Begin each paragraph with a main idea that summarizes the comparison you are making.

Look at these example main ideas.

Graphic I

Average Daily Sales, by Number of Servings
70 | M winter
1 Summer

60 |-

U e A ———.——

40 -

30 |-

Servings sold

20 -

10 |-

0

Hot lced Ice Soup Salad
coffee coffee cream

Comparison for Paragraph 1
the average daily sales of selected food items in winter

Main ideas

A Certain food items had much higher sales than others in the winter.
B  People bought different food items at the Vista Café.

C  Iced coffee had the lowest number of winter sales.

Discussion
Statement A is the best main idea for the paragraph. It is a general statement about the differ-
ence in sales numbers among the selected food items. Statement B is too general. It doesn’t

say when people bought the items or how you will compare them. Statement C is too specific.
It is only about one item.

Comparison for Paragraph 2
the average daily sales of selected food items in summer
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Main ideas

A People bought both hot coffee and iced coffee.

B The sales numbers for each food item were different in the summer than they were in
the winter.

C  Ice cream sales went up in the winter.

Discussion

Statement B is the best main idea for the paragraph. It is a general statement about what hap-
pened to the sales in the café in the summer. Statement A is too general. It doesn'’t tell when
people bought coffee, and it doesn't tell how the sales will be compared. Statement C is too
specific. It is only about one particular item.

PRACTICE 9
Choose the best main idea for each of the paragraphs for Graphic I1.

Graphic II
Cell Phone Subscribers, Marysville

w— M
2500 o /

Women

T

2000

1500

Subscribers

1000

500

1 L
1995 2000 2005 2010 2015
Year

Comparison for Paragraph 1
the number of men cell phone subscribers in different years

Main ideas

A Cell phone subscriptions for men were higher in 2000 than they were in 1995.

B The number of men subscribers remained the same between 2005 and 2010.

C  The number of men cell phone subscribers rose significantly between 1995 and 2015,

Comparison for Paragraph 2
the number of women cell phone subscribers in different years

Main ideas

A Cell phone subscriptions for women went up.

B The number of women subscribing to cell phone service rose in most years between
1995 and 2015.

C  The number of women subscribers went down between 2005 and 2010.
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Write the Supporting Details

The main idea of each paragraph is followed by details that support it. Use your notes about
details to write statements that support the main idea.

Look at how the notes for the first comparison for Graphic [ have been turned into the sup-
porting details of a paragraph.

1 Notes

Comparison

Hot coffee had the highest number of sales, with an average of 75 servings sold
daily. The item with the second highest number of sales was soup, with an average
of 50 servings sold daily. Salad and ice cream had average daily sales of 25
servings each, and iced coffee had the lowest number of sales, with close to zero
servings sold daily.

PRACTICE 10

Look at the notes and the following paragraphs for Graphics I and II (pages 25-26). In each
paragraph, underline the main idea and cross out the detail that does not support it.
Graphic I

Paragraph 2

Notes
Comparison

www.ARMANIENGLISH.com
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The sales humbers for each food item were different in the summer from what they
were in the winter. Iced coffee sales rose significantly, to an average of 40 servings
s0ld daily. The item with the second highest number of sales was ice cream, with an
average of 35 servings sold daily. Sales of ice cream go up in the summer when the
weather is hot. Hot coffee fell to daily sales of just 30 servings. Soup and salad
had the lowest number of sales, with 25 servings sold daily on average.

Graphic I1
Paragraph 1

Notes
Comparison

Details

A alittle over BO0O—1995

The number of male cell phone subscribers rose significantly between 1995 and
2015. In 1995, a little over BOO men subscribed to cell phone service. Women also
subscribed to the service at that time. The number increased considerably over
the next few years until it reached 2500 in the year 2005. There was ho change
in the humber of subscribers between 2005 and 2010, but then it rose slightly
between 2010 and 2015, when there were about 2750 male subscribers.

Paragraph 2
Notes

Comparison

Details

The number of women subscribing to cell phone service rose in most years
between 1995 and 2015. Before 1995, cell phone use was not very common. In
1995, 500 women subscribed to cell phone service. By 2005, the number of
female subscribers had increased to 2500. There was a slight drop between
2005 and 2010, to about 2250 subscribers, and that number stayed steady
between 2010 and 2015.
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Describe Trends

Use these words to describe the trends shown on a graph, chart, or table.

Nouns/Verbs

increase decrease

rise fall
climb drop
growth/grow decline
dip

Adjectives

A little No change

significant
sharp
considerable

Adverbs

| A little | No change in rate
slightly steadily

significantly
sharply
considerably

PRACTICE 11

Complete the paragraphs about the bar graph using words from the charts above.

Degrees Granted, Clifford University

2013 B Medicine
i [ Engineering
; ; ; ;
0 20 40 60 80

The number of medical degrees rose almost every year between 2012 and 2015. It

T oo sasnnin ssnansmenns sans slightly between 2012 and 2013 from 40 degrees granted to 45. Then,
in 2014, the number of degrees granted rose 2................cccc.oe. to 70. There was a slight
B 550802500, o s s in 2015, when about 65 medical degrees were granted at Clifford
University.

The number of engineering degrees, on the other hand, dropped steadily from 2012 to 2015.

Ttd .. from about 45 degrees granted in 2012 to 40 in 2013. In 2014 there
WS ANOThET 5 o cumss sus sv s s vsmannsns drop, when just 35 engineering degrees were granted. The
number6.........c...cooeieen.. again, to 30 degrees granted in 2015.
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PRACTICE 12

Use your notes about comparisons and details from Practice 3 (page 14) and Practice 4 ( page 16)
to write body paragraphs for each of the graphics in Practice 1 (pages 7-8). Write one main idea
and three or four supporting statements for each paragraph.

Graphic A

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

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

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

....................................................................................................................................
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Write the Conclusion

In the conclusion, you sum up the ideas you developed in your essay. In the introduction, you
made a general statement about the comparisons you planned to make. The conclusion is a
restatement of these ideas.

Look at the following introduction and conclusion from an essay about Graphic I on page 25.

Introduction

The bar graph shows how many servings of certain food items sold on average
every day in two different seasons at the Vista Café. The average number of
sales of each item changed with the season.

Conclusion

In general, the average daily sales of each food item changed depending on the
season. Certain items were more popular in the winter and certain others were
tmore popular in the summer.

Discussion
The introduction states the comparisons that will be made in the body of the essay—the aver-
age number of sales of each item in different seasons. The conclusion makes a general state-

ment about these comparisons—that some items had higher sales in the summer and others
had higher sales in the winter.

Look at the following introduction and conclusion from an essay about Graphic II on page 26.

Introduction

The graph shows how many men and women in Marysville paid for cell phone
service from 1995 to 2015. The number of subscribers of each gender rose at
similar rates during the ten-year period.

Conclusion

Overall, while the numbers of both male and female subscribers rose
significantly, they rose more for mern.

Discussion

The introduction states the comparisons that will be made in the body of the essay—the num-
ber of male and female cell phone subscribers. The conclusion makes a general statement
about these comparisons—that the rate of increase was higher for men than for women.

PRACTICE 13

On a separate sheet of paper, take the introductions you wrote in Practice 8 (page 25) and put
each one together with the corresponding body paragraphs you wrote in Practice 12 (page 30).
Then, complete each essay by writing an appropriate conclusion.
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STEP 3: REVISE

You should allow at least 3 minutes to revise your essay after you write.

Use the Revision Checklist

When you revise, you check the content and the language of your essay. You also check to
make sure the essay is clear and well organized and that you have used correct grammar and
spelling. You can use this revision checklist to practice revising.

@ REVISION CHECKLIST )

Addressing the Task
[0  Thesis Statement
J  Main Ideas

Coherence
0 Main Idea—Paragraph
O Supporting Details

Cohesion
| Introduction—Conclusion
{1  Transition Words

Lexical Resource
O  Vocabulary Variety
0  Spelling

Grammatical Range and Accuracy
1  Sentence Variety
[0  Accuracy

Read the following model essay, and note how well it follows the items on the checklist.

The graph below shows the average daily sales of selected food items at the Vista Café,
by season.

Summarize the information by selecting and reporting the main features, and make com-
parisons where relevant.

Average Daily Sales, by Number of Servings

e, . Winter B
] Summer

70

60 -

50

40 |-

30 |

Servings sold

20

10 |

0

Hot lced Ice Soup Salad
coffee coffee cream

T Obj JS 0
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There is no need to
rewrite everything.
You can cross out
the words you
want to change
and write in the
corrections neatly.
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The bar graph shows how many servings of certain food items are sold on
average every day in two different seasons at the Vista Café. The average number
of sales of each item changed with the season.

Certain food items had much higher sales than others in the winter. Hot
coffee had the highest number of sales, with an average of 75 servings sold daily.
Following this, the item with the second highest number of sales was soup, with
an average of 50 servings sold daily. Salad and ice cream had average daily sales
of 25 servings each, and iced coffee had the lowest number of sales, with close to
zero servings sold daily.

The sales numbers for each food item were different in the summer from what
they were in the winter. Iced coffee sales rose significantly, to an average of
40 servings sold daily. The item that had the second highest number of sales was
ice cream, with an average of 35 servings sold daily. Hot coffee sales fell to just
30 servings daily. Soup and salad had the lowest number of sales, with
25 servings sold daily on average.

In general, the average daily sales of each food item changed when the season
changed. Certain items were more popular in the winter, but certain others were
more popular in the summer.

Check for Thesis Statement

The thesis is a statement of what the essay is about. The first sentence of this essay is the topic
sentence. It briefly summarizes the information in the graph and lets the reader know that the
essay is about the graph.

Thesis Statement: The bar graph shows how many servings of certain food items are sold on
average every day in two different seasons at the Vista Café.

Check for Main Ideas

The main ideas support the thesis. The second sentence of this essay tells what comparisons
the writer will make—the average number of sales of the food items in two different seasons.
These comparisons will become the main ideas of the body paragraphs of the essay—one

paragraph will be about sales in the winter season, and the other will be about sales in the
summer season.

Check for Supporting Details

The supporting details in an essay give information to support the main ideas. Each body
paragraph in this essay has a main idea that matches a comparison introduced in the first
paragraph. Each main idea is followed by details that support it.
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Paragraph 2

Main Idea

Certain food items had much higher sales than others in the winter.

The sales numbers for each food item were different in the summer from what they were in

the winter.

Supporting Details

Hot coffee had the highest number of sales

Salad and ice cream had average daily sales

a
m  the item with the second highest number of sales was soup
|
[

iced coffee had the lowest number of sales

Paragraph 3

Main Idea

The sales numbers for each food item were different in the summer than they were in the

winter.

Supporting Details

Check for the Conclusion

The conclusion should sum up the ideas presented in the introduction. In this essay, the
introduction states the comparisons that will be made in the body of the essay—the aver-
age daily sales of food items in different seasons. The conclusion makes a general statement
about these comparisons—that some items sold more in the winter and others sold more in

the summer.

Check for Transition Words

Transition words connect ideas. See Chapter 2 (page 166) for more information on transition

Iced coffee sales rose significantly

the second highest number of sales was ice cream . .. servings sold daily.
Hot coffee sales fell

Soup and salad had the lowest number of sales

words. This essay uses appropriate transition words.

' Transition Word

Paragraph ; Purpose
Paragraph 2 Following Shows sequence
Paragraph 4 In general Summarizes
Paragraph 4 but Shows contrast

Check for Grammar and Spelling

Correct grammar and spelling help keep your ideas clear to the reader. See Chapter 4 for guid-

ance on grammar and Chapter 3 (page 189) for guidance on spelling. There are no grammar
or spelling errors in this essay.
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Check for Sentence Variety

Using a variety of sentence types in your essay can help you express your ideas more clearly,
and it makes your essay more interesting to read. It also shows the range of your writing abil-
ity. See Chapter 4 (page 213) for a discussion of different sentence types.

This essay uses a variety of sentence types. Here are some examples.

Paragraph l Sentence Type ' Example

Paragraph 2 Simple Sentence Certain food items had much higher sales
than others in the winter.

Paragraph 4 Complex sentence In general, the average daily sales of
each food item changed when the sea-
son changed.

Paragraph 4 Compound Certain items were more popular in the
Sentence winter, but certain others were more
popular in the summer.

PRACTICE 14

Read the following model essays and answer the questions that follow each one. Use the Revision
Checklist to help you answer the questions.

A The line graph below shows the number of cell phone subscribers in a particular city,
by gender.

Summarize the information by selecting and reporting the main features, and make
comparisons where relevant.

Cell Phone Subscribers, Marysville
3000 [

A—!ff———’

2500

2000

1500

Subscribers

1000

T

1 1 1 1
1995 2000 2005 2010 2015
Year
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The graph shows how many men and women in Marysville paid for cell phone
service from 1995 to 2015. The humber of subscribers of each gender rose at
similar rates during the ten-year period.

The number of male cell phone subscribers rose significantly between 1995 and
2015. In 1995, a little over BOO men subscribed to cell phone service. The humber
increased considerably over the next few years until it reached 2500 in the year
2005. There was no change in the number of subscribers between 2005 and
2010. Then, the number rose slightly between 2010 and 2015, when there were
about 2750 male subscribers.

Similarly, the number of women subscribing to cell phone service rose in most
years between 1995 and 2015. In 1995, 500 women subscribed to cell phone
service. By 2005, the number of female subscribers had increased to 2500.
There was a slight drop to about 2250 subscribers between 2005 and 2010, and
that number stayed steady between 2010 and 2015.

Overall, while the numbers of both male and female subscribers rose significantly,
they rose more for men.

[E \
REVISION CHECKLIST
Addressing the Task

[J Thesis Statement
[0 Main Ideas

Coherence
[J Main Idea—Paragraph
[0 Supporting Details

Cohesion
O introduction—Conclusion
[0 Transition Words

Lexical Resource
0 Vocabulary Variety
J spelling

Grammatical Range and Accuracy
[0 Sentence Variety
O Accuracy

. >
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Exercises

1 Find the thesis statement, which is the topic sentence that summarizes the graph, and
underline it.

2 In the second sentence of the first paragraph, underline the comparisons that will
become the main ideas of the body paragraphs.

3 Put a check (¢) next to the main idea in the second paragraph. Mark each supporting
detail with the letter: A, B, C, etc.

4 Put a check (¢') next to the main idea in the third paragraph. Mark each supporting
detail with the letter: A, B, C, etc.

5  Underline three transition words/phrases in the second and third paragraphs.
6 Check grammar and spelling. Correct any errors.

7 Find and mark one simple sentence (ss), one compound sentence (cm/s), and one com-
plex sentence (cx/s).

B The graph below shows the number of students enrolled in two different schools.

Summarize the information by selecting and reporting the main features, and make
comparisons where relevant.

School Enrollment
1600
== Riverside School y
Litchfield School
E 1200
&
Lol
&
3 600
S
&b 400
200
1 L 1 H i
2011 2012 2013 2014 2015
Year

The graph shows how many students were registered at Riverside School and
Litchfield School in each of the years from 2011 to 2014. The number of students
at each school changed every year.

Enroliment at Riverside School rose steadily over the four-year period shown

on the graph. There was a small increase from a little under 1000 students in
201 to a little over 1000 in 2012. Then, enrollment started to rise more rapidly.
In 2013, there were 1200 students enrolled in Riverside School, and in 2014
enrollment was close to 1500.
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Enrollment in Litchfield School, on the other hand, mostly fell during the same
period. There was a small rise between 2011 and 2012, from 800 students to just

over 800. In 2013, enrollment fell back to 800 students. It also fell in 2014, to
around 700 students.

While enroliment changed each year at both schools, it increased at Riverside
School and fell at Litchfield School.

REVISION CHECKLIST \

Addressing the Task
[J Thesis Statement
0 Main Ideas

Coherence
[0 Main Idea—Paragraph
[0 supporting Details

Cohesion
O Introduction—Conclusion
=1

Ll Transition Words

Lexical Resource
[ Vocabulary Variety
[J Spelling

Grammatical Range and Accuracy
[J Sentence Variety
{3 Accuracy

Exercises

1 Find the thesis statement, which is the topic sentence that summarizes the graph, and
underline it.

2 In the second sentence of the first paragraph, underline the comparisons that will
become the main ideas of the body paragraphs.

3 Put a check (¢') next to the main idea in the second paragraph. Mark each supporting
detail with the letter: A, B, C, etc.

4 Put a check (¢/) next to the main idea in the third paragraph. Mark each supporting
detail with the letter: A, B, C, etc.

5 Underline the transition words/phrases in the second, third, and fourth paragraphs.
6  Check grammar and spelling. Correct any errors.

7  Find and mark one simple sentence (ss), one compound sentence (cm/s), and one com-
plex sentence (cx/s).
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C The table below shows the numbers of weekend ticket sales at a certain movie
theater.

Summatrize the information by selecting and reporting the main features, and make
comparisons where relevant.

Ticket Sales—Springfield Cinema

Saturday 100 125 150 150

Sunday 125 100 75 50

The table shows how many movie tickets were sold at the Springfield Cinema at
different times of the weekend. On Saturday sales were highest in the evening,
and on Sunday sales were highest in the afternoon.

On Saturday, the most popular times to see a movie were in the evening. Sales
started out relatively low, with 100 tickets sold for the 3:00 show and 125 sold
for the B:00 show. After that, sales rose to 150 tickets sold for both the 7:00
and 9:00 shows.

On Sunday, on the other hand, the most popular time to see a movie was in the
afternoon. Sales started out highest for the 3:00 show, when 125 tickets were
sold. Then, sales dropped steadily, and they reached their lowest for the 9:00
show, when just 50 tickets were sold.

In general, moviegoers at the Springfield Cinema seem to prefer later shows on
Saturday and earlier shows on Sunday,.

REVISION CHECKLIST

Addressing the Task
O Thesis Statement
J Main Ideas

Coherence
[0 Main Idea—Paragraph
] Supporting Details

Cohesion
[J  Introduction—Conclusion
O Transition Words

Lexical Resource
00 Vocabulary Variety
{0 spelling

Grammatical Range and Accuracy
[0 Sentence Variety
0 Accuracy
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Exercises

1 Find the thesis statement, which is the topic sentence that summarizes the graph, and
underline it.

2 In the second sentence of the first paragraph, underline the comparisons that will
become the main ideas of the body paragraphs.

3 Put a check (¢) next to the main idea in the second paragraph. Mark each supporting
detail with the letter: A, B, C, etc.

4 Put a check (¢) next to the main idea in the third paragraph. Mark each supporting
detail with the letter: A, B, C, etc.

5 Underline the transition words/phrases in the second, third, and fourth paragraphs.
6  Check grammar and spelling. Correct any errors.

7 Find and mark one simple sentence (ss), one compound sentence (cm/s), and one com-
pound-complex sentence (cm-cx/s).

D The pie charts below show the highest level of education achieved by people over
age 21 in two different countries.

Summarize the information by selecting and reporting the main features, and make
comparisons where relevant.

Country A Country B
University  No schooling No schooling
5% 5% 5% Primary school

5%

University

Secondary

school
35%

The charts show the top levels of education reached by adults in two countries.
The levels of education reached were different for each country.

In Country A, most adults had at least some schooling. Only five percent of the
adult population had not gone to school at all, and just fifteen percent stopped
studying after primary school. Forty-five percent of the population ended their
studies after secondary school, while thirty percent completed vocational/
technical school. A very small part of the population, five percent, got university
degrees.
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In Country B, more of the adult population reached higher levels of education
than in Country A. Five percent had no schooling. Another five percent did not
go beyond primary school. Thirty-five percent of the adult population, on the
other hand, stopped studying after secondary school. Thirty percent studied at
vocational/technical echool, and twenty-five percent got university degrees.

In both countries, most of the adults had at least some education, and many
continued studying after secondary school.

REVISION CHECKLIST

Addressing the Task
[0 Thesis Statement
O Main Ideas

Coherence
[0 Main Idea—Paragraph
[0 sSupporting Details

Cohesion
O Introduction—Conclusion
[0 Transition Words

Lexical Resource
J Vocabulary Variety
0 spelling

Grammatical Range and Accuracy
[J Sentence Variety
0 Accuracy

@ 5

Exercises

1 Find the thesis statement, which is the topic sentence that summarizes the graph, and
underline it.

2 In the second sentence of the first paragraph, underline the comparisons that will
become the main ideas of the body paragraphs.

3 Put a check (¢/) next to the main idea in the second paragraph. Mark each supporting
detail with the letter: A, B, C, etc.

4 Put a check (¢') next to the main idea in the third paragraph. Mark each supporting
detail with the letter: A, B, C, etc.

5 Underline the transition words/phrases in the third paragraph.
6  Check grammar and spelling. Correct any errors.

7 Find and mark one sentence with a simple sentence (ss), one compound sentence
(cm/s), and one complex sentence (cx/s).
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PRACTICE 15

Use the Revision Checklist to revise the essays you wrote in Practice 13 (page 32).

PRACTICE 16

Write an essay in response to each of the following tasks. Remember to allow 20 minutes for each
essay, dividing the time as follows:

(steEP1) Plan 5 minutes
(sTEP2) Write 12 minutes
(sTEP3) Revise 3 minutes

A The charts below show agricultural production in two different regions of the
country.

Summarize the information by selecting and reporting the main features, and make
comparisons where relevant.

Write at least 150 words.

Eastern Region Western Region

Vegetables
5%

Vegetables
20%
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B The table below shows the average monthly rainfall in two different cities.

Summarize the information by selecting and reporting the main features, and make
comparisons where refevant.

Write at least 150 words.

Average Monthly Rainfall, in inches

i Jan ; Feb ! Mar f Apr | May ;June July : Aug 1 Sep }l Oct | Nov ' Dec
375| 25 | 175 | 1.5 | 0.75 1 1.5 3 6 5.5

Blacksboro | 3 4 2.5 1 0.25| 0.1 | 0.01 |0.04 | 0.25| 0.5 1 2.5

Woodsville

.....................................................................................................................................
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EXTRA PRACTICE

See the More Writing Practice section (page 221) in the Appendix for more Academic Task 1
topics that you can use for further writing practice.
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ACADEMIC WRITING TASK 1: PROCESS DIAGRAMS

The process diagram is not as common as a graph, table, or chart on IELTS, but you should be
prepared for it. A process diagram may show the steps in a process, or it may show changes in
a place over time. You will have to describe the steps in the process or describe the changes.

Remember that you will have 60 minutes to complete the writing part of the test, and to
allow 20 minutes for Task 1. Divide the time as follows:

(stEPT) Plan 5 minutes
Write 12 minutes
(s1EP3) Revise 3 minutes

LENGTH

You must write at least 150 words. You can write more.

TIPS

m Make sure you understand all parts of the process before you start planning.
= Write only about what you see in the diagram. Do not add extra information. )I

SCORE

To receive a good score,

Address all parts of the task

Accurately describe each step or change

Use correct grammar, spelling, and punctuation

Write in complete sentences

Use your own words; do not copy exact sentences from the task

STEP 1: PLAN

Spend about 5 minutes on planning before you start writing. Planning will make sure you
include all the necessary information.

Address the Task

When you see a diagram, determine whether it shows the steps in a process or changes in a
place. This will help you address the task.

PRACTICE 1

Look at the following tasks and diagrams. Write the letter of each diagram next to the corre-
sponding task. Decide whether the diagram shows steps in a process or changes in a place. Write
“steps” or “changes.”
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The diagram below shows the stages in the life cycle of a dragonfly.

Summarize the information by selecting and reporting the main features, and make

comparisons where relevant.

2 e
The diagram below shows the process of generating electricity with a wind turbine.
Summarize the information by selecting and reporting the main features, and make
comparisons where relevant.
F, T —
The diagram below shows the area around a river before and after a flood.
Summarize the information by selecting and reporting the main features, and make
comparisons where relevant.
.
The diagram below shows the process of producing cloth and clothes from cotton.
Summarize the information by selecting and reporting the main features, and make
comparisons where relevant.
5 ...
The diagram below shows a neighborhood before and after construction.
Summarize the information by selecting and reporting the main features, and make
comparisons where relevant.
Diagrams
A Cotton Cloth Production

1. 2, Cotton 3.

| S
\7, n

Harvester

Bl

Spinning Machine

Z 8 A
[ i8\
~ /\ Ay
" . Y >
A ‘[s) (&} VY | }
s //' A Qe
\ - ]
Dye Vat Cloth Clothing
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B  Dragonfly Life Cycle C Benfield Neighborhood

Vd Before

Adult
(a few weeks

) Woods Road Cornfield

. FE (one week)
Winter Fall

D Blackstone River E  Wind Turbine

Ve 1. Wind
Before 2. Blades
1 %
< ¢ P ‘l “ o 3. Rotor

5 4. Drive shaft
: 5. Gear box
6. Generator
j 7. Wind monitor - measures speed
Y | and direction of wind
i > A 8. Rotating motor - moves turbine to face
: into the wind
34 9. Cable - carries electric current
5 ‘i 886 10. Substation
12 11.Homes

——9 12. Wind -~ reduced speed and energy

N

It

10
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Determine the Topic

You can find the topic by reading the title of the diagram and the description of the diagram in
the task. Make a note of both the title and the description.

Look at these examples.

Diagram I

The diagram below shows the process of producing raisins from grapes.

Summarize the information by selecting and reporting the main features, and make
comparisons where relevant.

Raisin Production
ER 2, 3.
i
2 D"y
- I‘fz,ﬂ Q'R = &':i:
@ v‘r‘? P oo 'S
% 2 5’5"'%2( o @
Grape harvest Drying (2-3 weeks)
4. 5 6. i
., Smaller
99 2, raisins
- %
AP 3
3 VY — T—
&% =
larger
Cleaner Sorter raisins
7.
® &)@
117 | i \‘&Lj
U] (] (snie
Grocery stores Commercial bakeries Export
Title: Raisin Production

Description:  the process of producing raising from grapes
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Diagram II

The diagram below shows a library before and after renovations.

Summarize the information by selecting and reporting the main features, and make
comparisons where relevant.

Taftsville Public Library

Before

Adutt @
Non-fiction Reference
Area
"  Desk Children’s

Room

Adult (= 15 I

Fiction I @ Qx,@r

Front Door ﬂ;l]
X
After
288 A
e 8\ (3
Garden Crgf;‘frf‘"s

® O

o D@ﬂ eeew%

Ho
Adult Reading E Magazines
Non-fiction Area D E}
Adutt R?;f;fg,ce
Fiction
Desk @
lil
i)
N /
Front Door
Title: Tafvaville PUBlic LIDrary. e

Description: 2 library before and after renovations L
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PRACTICE 2

Look at the diagrams in Practice 1 (page 49). Note the title and the description for each one.

Diagram A

Title:

Description:

Diagram B

Title:

Description:

Diagram C

Title:

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

Description:

Diagram D

Title:

Description:

Diagram E

Title:

Description:

Make Notes About Details

For a diagram that shows steps in a process, you will have to determine what happens at each
step of a process and the order in which the steps happen.

For a diagram that shows how a place changes, you will have to determine the differences
between the before and after pictures.

Most diagrams will have labels to help you identify objects and actions. A diagram may also
have arrows to show direction of movement, entering or exiting, etc.
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Look at these sample notes for the diagrams on pages 50-51.

Diagram I

Raisin Production

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

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

EN T I I I
Q
d
D
=
=3
[S)

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

Details
Before

desk in the middle
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PRACTICE 3

Look at the diagrams in Practice 1 (page 49). Make notes about details for each one. Not all
diagrams will have the same number of steps or changes.

Diagram A
Details

Diagram B

Details

10
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Diagram C
Details

Before

Diagram D
Details
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Diagram E
Details

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

10

STEP 2: WRITE

When you planned, you made notes about the topic and details of the diagram. Now you will
use these notes to write your essay. You should take about 12 minutes to write your essay.

Write the Introduction

The introduction tells the topic of your essay. Your essay will be about the diagram. In Practice
2 (page 52), you made notes about the topic of the diagram. Now you will use those notes to
write the introduction to your essay.

Write the Topic Sentence

Write one sentence that tells what the diagram is about. Do not copy the title and task exactly.
Use synonyms. See Chapter 3 (page 187) for more information on synonyms.

Look at these examples based on the sample diagrams on pages 50-51.
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Diagram I

Task

The diagram below shows the process of producing raisins from grapes.

Summarize the information by selecting and reporting the main features, and make
comparisons where relevant.

Notes

Title: Raisin Production

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

Topic sentence
The diagram presents the steps for making raisins from grapes.

Discussion
The topic sentence avoids copying exact phrases and sentences from the task and diagram

title by using the word presents instead of shows, steps instead of process, and making instead
of producing.

Diagram II

Task

The diagram below shows a library before and after renovations.

Summarize the information by selecting and reporting the main features, and make
comparisons where relevant.

Notes

Title: Taftsville Public Library

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

Topic Sentence
The diagram illustrates the changes that were made to the Taftsville Public Library.

Discussion

The topic sentence avoids copying exact phrases and sentences from the task and diagram
title by using the word illustrates instead of shows and changes instead of renovations.
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PRACTICE 4

Choose synonyms from the list for each of the following words and write them on the lines. Some
words will have more than one synonym.

Synonyms
| show A  priorto
2 ... produce B f:hanges
o C illustrate
3 . process D steps
4 renovations E  present
. F  following
5 construction ¢ make
6 before H  building
I growth
7 after :
...... J explain
B e development K  manufacture
PRACTICE 5

Rewrite the following topic sentences by using synonyms for the underlined sections.

1 The diagram shows a housing site before and after construction.

Write a General Statement

The topic sentence tells what the diagram is about. In the next sentence, make a general state-
ment summarizing what you will say about the diagram.
If the diagram shows a process, mention how the process begins and ends.

It takes a number of steps to go from an apple on a tree to applesauce we
can buy in a store.
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If there is a pair of diagrams showing changes in a place, mention the overall effect of the
changes.

The neighborhood was much busier following the construction of the bridge.

PRACTICE 6

Choose words from the list to complete the general statements about the diagrams in Practice 1
(page 49). There are more words than you will need.

clothes mature cotton generated
washed away used an egg cloth
added bales quiet crowded
distributed
A Ittakes several steps to go from inthefieldto you can buy and
wear.
B It goes through several stages from inthe watertoa dragonfly in
the air.
C  Theneighborhood changed froma areatoa place to live.
Many things were by the floodwaters.

E  The electricity is

PRACTICE 7

Write an introduction for each of the diagrams in Practice 1 (page 49).Use your notes from
Practice 2 (page 52) to write the topic sentence, and use the general statements from Practice 6
above.

Diagram A
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Diagram B

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

............................................................................................................
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Diagram E

Write the Body of the Essay

When you planned your essay, you made notes about details. You identified the steps in a
process or the changes between two diagrams. Now you will turn these notes into sentences

for the body of your essay.

Use Passive Voice

A Task 1 diagram shows actions. It doesn't usually show the person performing the actions.
When you don’t know who or what performs an action, use passive voice.

Passive voice is formed with the verb beand the past participle form of the main verb. It can
be used in any verb tense. In Task 1, you will generally use either present tense or past tense.

Look at these examples of passive voice.

The apples are harvested. (present tense)
be past participle

The books were moved. (past tense)
be  past participle

See Chapter 4 (page 207) for more information on passive voice.

PRACTICE 8

Change the following sentences to passive voice.

1 Somebody packs the cotton in bales.

2 Somebody dyes the cloth.

3 Somebody sells the cloth to a factory.
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4 Somebody dries the raisins in the sun.

PRACTICE 9
Complete the essay about the diagram with the passive form of the verbs in parentheses. Use
present tense.
Frozen Orange Juice Concentrate
1 2: 3. ) 5
> 5:;, 1 f
L~
Harvest Transportation Fruit washer
4, 5. 6.
C) L l I ~—s Concentrate Freezer
Juice extractor Juice evaporator
7. _ 8. 9.
]) Rene
o “:me j;;"
i 1 _ | oRANGE duiCL | e DO
! r = company T o PE TE{
H E fol} ] | i i
L,_J Q@@ =it L
Canner Grocery store Consumer
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The diagram shows the steps for making frozen orange juice concentrate from fresh

oranges. First, the fruit 1 ................................... . When the oranges are ripe, they
(prepare)
2 .Then,they3 .....ccoooeieiiiiiiiiii, onto trucks. The trucks
(harvest) (load)
carry the oranges to the processing plant. There, they 4 ...............ccccoovveeeeni. before
(wash)
thejuice5 ..........oooveiviiiiin . The washed oranges go though the extractor, which
(make)

extracts the juice. Next, the juice goes to the evaporator, where it 6

into concentrate. The concentrate 7
(freeze)
.................................... in the canner. The cans of juice 9 ....................cooceeeeeenn..

(can) (distribute)
to grocery stores. Customers buy the frozen concentrate and enjoy it at home.

Use Sequence Words and Phrases

When you write about a process diagram, you will write about the steps of the process in
the order that they occur. Use sequence words and phrases to show their order in time. See
Chapter 2 (page 166) for more information on sequence words and phrases.

Beginning Step

First
To begin
The first step is

Middle Steps

Next
Then
Before
After
The next step

Last Step

Finally
The last step
The final step

Be careful with before and after. Use before with the step that comes later. Use after with the
step that comes first.

Before the raisins are put into packages, they are sorted.
Meaning—First the grapes are sorted; then they are put into packages.
The raisins are taken to the processing plant after they are dried.

Meaning—First the grapes are dried; then they are taken to the processing plant.
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PRACTICE 10

Complete the paragraphs about the diagram using words from the chart.

Sequence Words

after
before
finally
first
next
then

Recycling Plastic Bottles

1. 2. 3.
e
| RECYCLE
b | ]
—
Recycling bin To the recycling plant
4 5 8 Pellets
7
R
—_— 9‘7 I
& 7Y
Shredder Extruder
7.
Vi
()
i &
:
N
New products

The diagram shows the process of recycling plastic bottles to make new products.
It takes several steps to go from used bottles to new products made out of the same
material. ThE T cusssmnninsismiamios vomen step is to send the used bottles to the recycling
plant. 2 ... someone finishes drinking from a bottle, she puts it
in a recycling bin with other used bottles. 3 ...................ccceeeinnnann. , a truck picks up
the bottles and transports them to the recycling plant. 4 ...........c.c..ccoovvvveveneenn.. the
bottles can be recycled, they have to go through the washer. 5 ..............c.ccocuvveveiveeenn... ,
they are sent to another machine, where they are shredded into small pieces.
B o, , the shredded pieces go into the extruder. This machine turns
the pleves it PRI 7' wwswss s vismmismiaissi , the pellets are used to make new plastic

products such as bottles, cups, and toys.
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Describe the Location

In Task 1, you might see a pair of diagrams that show the changes in a place over time. You will
have to describe what you see in each diagram. Use prepositions of place and related expres-

sions to describe the location of objects in the diagram.

R T

on on the right

in on the left

next to on the other side
beside in the middle

in front of across from
behind

Look at these examples.

Wild River

There is a bridge over the river.

There are some trees next to the bridge.

Across the river from the trees there is a house.

Some flowers are growing next to the house.

On the other side of the house there is a barn.

A boat is sailing on the river.
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PRACTICE 11

Write sentences describing the location of objects in the diagram. Write at least one sentence
about each of the objects on the list.

Lakeside Park

1 nature center
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PRACTICE 12

On a separate sheet of paper, write a complete essay for each of the diagrams in Practice 1 (page
49). Begin with the introductions you wrote in Practice 7 (page 59); then use your notes about
details from Practice 3 (page 54) to write the body of each essay. Mention each of the steps or
each of the changes you identified.

STEP 3: REVISE

You should allow at least 3 minutes to revise your essay after you write.

Use the Revision Checklist

When you revise, you check the content and the language of your essay. Make sure the essay
is clear and well organized and that you have used correct grammar and spelling. You can use
this revision checklist to practice revising.

\
REVISION CHECKLIST
Addressing the Task
[J  Topic Sentence
[0 General Statement
Coherence
[l Process—Sequence of Steps
or
[0 Changes—Before and After
Cohesion
[0  Transition Words
Lexical Resource
O  Vocabulary Variety
0 Spelling
Grammatical Range and Accuracy
[0  Sentence Variety
[0  Accuracy
g 4
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Read the following model essay, and note how well it follows the items on the checklist.

The diagram below shows the process of producing raisins from grapes.

Summarize the information by selecting and reporting the main features, and make
comparisons where relevant.

Raisin Production

2. A 3.

}/l‘.,'/
D o 2
Y

-
# :»(p,(:;*z”}:\&?; :“"
o ® 4

% 08’0"“6‘4(;0‘: @

Grape harvest Drying (2-3 weeks) Transportation

o, Ssmaller
3%@23 raisins

AR

e

v o

larger
Sorter raisins

Cleaner

I |1 § L‘\lsn.\ it
Unsos] ensms] {{mmois —
Grocery stores Commercial bakeries Export

The diagram presents the steps for making raisins from grapes. It takes several
steps to go from grapes on the vine to packaged raisins ready for sale.

To begin, the grapes are picked from the vines. After picking, they are laid in the
suh to dry. It takes two to three weeks to dry the fruit. When the raisins are

dry, they are packed in boxes and taken by truck to the processing plant. At the
plant, the raisins go through a cleaner, which removes bits of dirt. Next they are
washed in a washer. Before the raisins are packaged, they are sorted by size.
Then, the raisins are put in different kinds of packages. Some raising are put

in emall packages, and they are sold to grocery stores. Some are put in larger
packages to be sold to commercial bakeries or to be exported to other countries.

Check for Topic Sentence

The first sentence of this essay is the topic sentence. It tells the topic of the diagram and lets
the reader know that the essay is about the diagram.

The diagram presents the steps for making raisins from grapes.
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Check for General Statement

The second sentence of the essay is the general statement. It briefly summarizes the informa-
tion presented in the diagram. Together with the topic sentence, it introduces the reader to
the essay.

It takes several steps to go from grapes on the vine to packaged raisins ready for sale.

Check for Sequence of Steps

This diagram shows the steps in a process, so the essay must describe the steps in sequence.
The essay describes these steps in the sequence they are presented in the diagram.

picked from the vines

laid in the sun to dry

packed in boxes and taken by truck to the processing plant
go through a cleaner

washed in a washer

sorted by size

put in different kinds of packages

sold to grocery stores, commercial bakeries, exported

Check for Transition Words

Transition words connect ideas. This essay describes a sequence of steps and uses sequence
words and phrases to connect the steps.

To begin, the grapes are picked
After picking

Next they are washed

Before the raisins are packaged
Then, the raisins are put

Check for Grammar and Spelling

Correct grammar and spelling help keep your ideas clear to the reader. See Chapter 4 for guid-

ance on grammar and Chapter 3 (page 189) for guidance on spelling. This essay contains no
grammar or spelling errors.

Check for Sentence Variety

Using a variety of sentence types in your essay can help you express your ideas more clearly,
and it makes your essay more interesting to read. It also shows the range of your writing abil-
ity. See Chapter 4 (page 213) for a discussion of different sentence types.

This essay uses a variety of sentence types. Here are some examples.

Sentence Type l Example

Simple Sentence Next they are washed in a washer.

Complex Sentence Before the raisins are packaged, they are sorted by size.

Compound Sentence Some raisins are put in small packages, and they are
sold to grocery stores.
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PRACTICE 13

Read the following model essays. Answer the questions that follow each essay. Use the Revision
Checklist to help you answer the questions.

A The diagram below shows the process of recycling plastic bottles.

Summarize the information by selecting and reporting the main features, and make
comparisons where relevant.

Recycling Plastic Bottles

} RECYCLE _J 7
] @y e
(Ol ¢

To the recycling plant

% 5. B Pellets
£ A
= v
Washer Shredder Extruder
7. =2
// 7 / 'I
T e
— s &
] Z"% //’ ‘ /\
L & pe
\ s/
New products

The diagram shows the process of recycling plastic bottles to make new

producte. It takes several steps to go from used bottles to new products made
out of the same material.

First, the bottles have to be sent to the recycling plant. After someone finishes
drinking from a bottle, she puts it in a recycling bin with other used bottles. Then,
the bottles are picked up by truck, and they are transported to the recycling
plant. There, they have to be washed before they can go through the recycling
process. After washing, they are sent to another machine, where they are
shredded into emall pieces. Next, the shredded pieces go into the extruder.

This machine turns the pieces into pellets. Finally, the pellets are used to make
new plastic products such as bottles, cups, and toys, which we can buy and use
at home.
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( REVISION CHECKLIST &

Addressing the Task
[ Topic Sentence
[0 General Statement

Coherence

[0  Process—Sequence of Steps
or

[0  Changes—Before and After

Cohesion
{0  Transition Words

Lexical Resource
[J  Vocabulary Variety
[J  Spelling

Grammatical Range and Accuracy
[J  Sentence Variety
[J  Accuracy

Questions for A

1
2

Find the topic sentence and underline it.
Find the general statement and underline it.

In the body of the essay, put a check (&) next to each step in the process that is shown
on the diagram.

Circle the transition words and phrases.
Check grammar and spelling. Correct any errors.

Find and mark one simple sentence (ss), one compound sentence (cm/s), and one com-
plex sentence (cx/s).
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B The diagram below shows a library before and after renovations.

Summarize the information by selecting and reporting the main features, and make
comparisons where relevant.

Taftsville Public Library
Before
Aduit Qz
Non-fiction Reference
Area
Desk Children’s
I Room
Adutt D @ |
Fiction @,_ Z
Front Door Du |
N/ I
After
, 888 oy
Pecccteln
b4 Children’s

Garden

Room

8 lo <
] 1o

8
(]
8
Adult @ Reading D O
O

I Magazines

Non-fiction ) Area

o o

O
O

Adult
Fiction
I Desk
N /
Front Door

The diagrams illustrate the changes that were made to the Tafteville Public

Library. The library was larger and it had more rooms after the renovations
were done.

Before the renovations, the desk was in the middle of the library. Behind it was
the reference area. There was a large children’s room on the right. Additionally,
there were two rooms for adults, one nonfiction and the other fiction, on the left.
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After the renovations, things were rearranged and the space was made larger.
The desk was moved closer to the front door. Behind the desk, in place of the old
reference area, was a new reading area. The old children’s room was divided into
two rooms, one for magazines and one for the new reference area. Behind these
rooms, a new children’s room was built. Also, a new garden was created next to
it. Although changes were made to the other areas of the library, the two adult
rooms remained in the same place.

(2 REVISION CHECKLIST .

Addressing the Task
[  Topic Sentence
[0 General Statement

Coherence

O Process—Sequence of Steps
or

[0  Changes—Before and After

Cohesion
0  Transition Words

Lexical Resource
0 Vocabulary Variety
O spelling

Grammatical Range and Accuracy
1  Sentence Variety
0  Accuracy

b J

Questions for B

1  Find the topic sentence and underline it.
2  Find the general statement and underline it.

3 Inthebody of the essay, put a check (¢) by each different item described in the “before”
paragraph.

4 In the body of the essay, put a check (¢) by each change described in the “before”
paragraph.

5 Circle the transition words and phrases.
6 Check grammar and spelling. Correct any errors.

7  Find and mark one simple sentence (ss), one complex sentence (cx/s), and one com-
pound-complex sentence (cm-cx/s).
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C The diagram below shows how a wood pellet boiler heats a house.

Summarize the information by selecting and reporting the main features, and make
comparisons where relevant.

Wood Pellet Boiler

Hot water
tank

Shower

Radiator

Hot water
Pellet f ‘ m— Cool water
storage ] f
Boiler 3 ‘
X

% Under floor
heating

The diagram shows how a wood pellet boiler is used to provide heat and hot water
for a house. The pellets are burned to produce heat, which is then distributed
through the house.

To begin, a truck delivers wood pellets to the house, and they are stored in a large
container. Then, when heat is needed, the pellets move to the boiler, where they
are burned to heat up water. Next, the hot water moves to several places in the
house. Some of it goes to pipes under the floor for under-floor heating. Some of
it also goes to a radiator to heat the rooms of the house. Additionally, some of
the hot water goes to a hot water tank, which holds the water for washing and
bathing. After the hot water has heated the house, it returns as cool water to
the boiler, where it is heated to be used again.
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\
REVISION CHECKLIST
Addressing the Task
[0  Topic Sentence
[0  General Statement
Coherence
O Process—Sequence of Steps
or
[0 Changes—Before and After
Cohesion
O  Transition Words
Lexical Resource
[0  Vocabulary Variety
0 Spelling
Grammatical Range and Accuracy
[0  Sentence Variety
[0  Accuracy
\ /

Questions for C

1
2

Find the topic sentence and underline it.
Find the general statement and underline it.

In the body of the essay, put a check (¢) next to each step in the process that is shown
on the diagram.

Circle the transition words and phrases.
Check grammar and spelling. Correct any errors.

Find and mark one simple sentence (ss), one compound sentence (cm/s), and one com-
plex sentence (cx/s).
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D The diagram below shows how frozen orange juice concentrate is made.

Summarize the information by selecting and reporting the main features, and make
comparisons where relevant.

Frozen Orange Juice Concentrate

1. 2, TSN i 3. o
T = —
AT
- I !!{ i &ﬁ‘
SSK I
- T?‘”"\»C\\
X5 g/ )
Harvest Transportation Fruit washer
4, 6.
—
( j — Concentrate Freezer
L L
)
Juice extractor Juice evaporator
7 8. 9 e
T, o
T ACHE SN Gk CHEN
(Gructry sToe) | M & )
--------- s ) éz_\ - {
=4 | ‘- & § it ,
L) L\
AL \\
Grocery store Consumer

The diagram explains the process of making frozen orange juice concentrate from
fresh oranges. It takes several steps to go from oranges on the tree to frozen
concentrate that can be mixed and consumed at home.

First, the ripe oranges are harvested. Then, they are loaded onto trucks and
transported to the processing plant. After the trucks are unloaded at the plant,
the oranges go through a fruit washer. Next, they are sent through an extractor,
which squeezes out the juice. Then, the extracted juice goes through the juice
evaporator, which concentrates it, and the juice concentrate is frozen in the
freezer. Finally, the frozen concentrate is put into cans and is ready for sale. The
cans of frozen concentrate are distributed to grocery stores, where customers
buy it for use at home. The customer mixes the frozen concentrate with water
and enjoys a delicious glass of orange juice.

www.ARMANIENGLISH.com
76  WRITING FOR THEJELTSH jgol wuiS (j5al sgbls

usilT g b el sbs 695 633 03l 1 ¢y 158 5 jo ol T YL j S 50



T Obj JS 0

www.armanienglish.com

REVISION CHECKLIST

Addressing the Task
{J  Topic Sentence
[0  General Statement

Coherence

[0  Process—Sequence of Steps
or

[l Changes—Before and After

Cohesion
[J  Transition Words

Lexical Resource
0 Vocabulary Variety
1 Spelling

Grammatical Range and Accuracy
L1 Sentence Variety
[0  Accuracy

g >
Questions for D
1  Find the topic sentence and underline it.
2 Find the general statement and underline it.
3 Inthebody of the essay, put a check (¢) next to each step in the process that is shown
on the diagram.
4  Circle the transition words and phrases.
5 Check grammar and spelling. Correct any errors.
6 Find and mark one simple sentence (ss), one complex sentence (cx/s), and one com-
pound-complex sentence (cm-cx/s).
PRACTICE 14

Use the Revision Checklist to revise the essays you wrote in Practice 12 (page 67).
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PRACTICE 15

On a separate sheet of paper, writé an essay in response to each of the following tasks. Remember
to allow 20 minutes for each essay, dividing the time as follows:

Plan 5 minutes
Write 12 minutes
Revise 3 minutes

A The diagram below shows how coffee beans are processed.

Summarize the information by selecting and reporting the main features, and make
comparisons where relevant.

Write at least 150 words.

Coffee Production
1 2. 3
S T \
Harvest Depulper
4. 5 6
R o
N TR — X e
1 o, T e s
N ! e e Oy
Drying the beans Sorters Roaster
7. 8. 9.
e T
; ﬂf’:”‘ \’. ~7 . - i )—\@_/
=1 ) =y =7
; . ~ ( Smm——?
2 ~—__ %
Grinder To the grocery store Consumer
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B The diagram below shows City Park before and after a swimming pool was
constructed.

Summarize the information by selecting and reporting the main features, and make
comparisons where relevant.

Write at least 150 words.

oxisuYd

m—

1 PARRING

2
z
=
=
-
™

L PARKING

Entrance

EXTRA PRACTICE

See the More Writing Practice section (page 221) in the Appendix for more Academic Task 1
topics that you can use for further writing practice.
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GENERAL TRAINING WRITING TASK 1: LETTER

TIME
You will have 60 minutes to complete the writing part of the test. You should allow 20 minutes
for Task 1. Divide your time as follows:

Total time 20 minutes

(ster1) Plan 5 minutes
Write 12 minutes
Revise 3 minutes

LENGTH

You must write at least 150 words. You can write more.

TIPS

m Make sure you understand all parts of the task before you start planning.
@ Use your imagination to add details, but make sure they are relevant to the task.

SCORE

To receive a good score,

Address all parts of the task

Make the purpose of the letter clear

Include relevant details

Use correct grammat, spelling, and punctuation

Write in complete sentences

Use your own words; do not copy exact sentences from the task

STEP 1: PLAN

Take about 5 minutes to plan before you start writing. This will help you develop your ideas
and ensure that you include all the necessary information.

Address the Task

In Task 1, you will see a brief description of a situation. You will be asked to write a letter to a
certain person about the situation. You will be given several points to cover in your letter. You
must address all the points.
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PRACTICE 1

Read the following tasks and determine what each one asks you to do. Circle your choices on the
list that follows each task. There may be more than one answer for each task.

1 You recently bought a jacket, but when you got home, you discovered it was
damaged. When you took it back to the store, you were told that merchandise
cannot be returned.

Write a letter to the store manager. In your letter

m describe the problem with the jacket.
m explain what happened when you tried to return it.
m say what you would like the manager to do.

Write at least 150 words.
You do NOT need to write any addresses.

Begin your letter as follows:

Dear Sir or Madam,
make an invitation describe a problem ask for help
describe a thing or place ask for advice suggest a solution
2 You are planning a business trip to another city. You will have some free time to do

some sightseeing while you are there.
Write a letter to a friend who lives in the city you will visit. In your letter

m explain the purpose of the trip.
m ask about things to do and see in the city.
B /nvite your friend to do something with you during your visit.

Write at least 150 words.
You do NOT need to write any addresses.

Begin your letter as follows:

Dear ,
make an invitation describe a problem ask for help
describe a thing or place ask for advice suggest a solution
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3 You live in a small apartment building with a parking lot in back, and you often
cannot find an empty parking space when you get home from work.

Write a letter to your landlord. In your letter

m describe the situation.
m explain why it bothers you.

m suggest something the landlord could do to solve the problem.

Write at least 150 words.
You do NOT need to write any addresses.

Begin your letter as follows:

Dear N
make an invitation describe a problem ask for help
describe a thing or place ask for advice suggest a solution
4 You have rented a house by a lake for the summer.
Write a letter to a friend. In your letter
m describe the house.
m describe how you are spending your time there.
m invite your friend to come and visit.
Write at least 150 words.
You do NOT need to write any addresses.
Begin your letter as follows:
Dear 5
make an invitation describe a problem ask for help
describe a thing or place ask for advice suggest a solution
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5 You rode in a taxi yesterday. When you got home, you realized you had left your bag
in the taxi.

Write a letter to the manager of the taxi company. In your letter

m explain how you lost your bag.
m describe your bag.
m ask the manager to help you find it.

Write at least 150 words.
You do NOT need to write any addresses.

Begin your letter as follows:

Dear Sir or Madam,
make an invitation describe a problem ask for help
describe a thing or place ask for advice suggest a solution

Determine the Topic

Task 1 begins with a brief description of a situation. This tells you the topic of the letter you
will write.

PRACTICE 2

Choose the correct topic for each of the tasks in Practice 1 (page 81). Write the letter of the topic
next to the number of the corresponding task. You will not use all the topics.

Topics
Looking for a lost bag
Advice about buying a house
A problem finding a parking space
A vacation at a rental house
A bad purchase
A complaint about a driver
Making plans for a trip
Looking for a new job

g & Wn

ToOomHEHODOE ®
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Make Notes About Main Ideas

Task 1 mentions three points that you must cover in your letter. Look at this example.

Write a letter to your friend. in your letter

m explain why you are no longer using your bicycle.
m describe your bicycle.
m explain why you think your friend would like to have it.

Read the three points and take a minute to brainstorm some ideas for addressing each one.
Then, choose one idea for each point to include in your letter. It doesn’t matter which ideas
you choose; just choose something you can write about.

PRACTICE 3

Read the following tasks. Brainstorm a short list of ideas for addressing each point. The lists
have been started for you.

Task

You have a bicycle that you are no longer using. You would like to sell it to a friend.

Write a letter to your friend. In your letter

m explain why you are no longer using your bicycle.
m describe your bicycle.
m explain why you think your friend would like to have it.

1 Explain why you are no longer using your bicycle.

no time

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

www.ARMANIENGLISH.com
WRITING FOR THE iltts/jgol i gl sgbils L
usilsl 9 Gl gellol sl 659 o3as 651yl ()5S Jo Loyl YL S0



3  Explain why you think your friend would like to have it.

Task

You live in a small apartment building. You are frequently bothered by noise from your
upstairs neighbor’s apartment.

Write a letter to your neighbor. In your letter

m describe the situation.
m explain why it is a problem for you.
B suggest a solution.

4 Describe the problem.

5 Explain why it is a problem for you.

GBI B COD

can’t concentrate

.............................................................................................................................
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TIP

There are no right
or wrong answers
in Task 1. You must
address all parts of
the task, but you
can address them
in any way you like
as long as it makes
sense.

ol ol S0
PRACTICE 4

Look at the tasks in Practice 1 (page 81). Brainstorm a short list of ideas for addressing each
point in each of the tasks. Then, choose one idea for each point. Later, you will use these as main

ideas when you write your letter.
Task 1

1 Describe the problem with the jacket.

2 Explain what happened when you tried to return it.

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

3 Say what you would like the manager to do.

Task 2
1 Explain the purpose of the trip.

www.ARMANIENGLISH.com
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2 Askabout things to do and see in the city.

3  Invite your friend to do something with you during your visit.

Task 3

1 Describe the situation.

............................................................................................................................
.............................................................................................................................
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Task 4

1 Describe the house.

3 Invite your friend to come and visit.

Task 5

1 Explain how you lost your bag.

2 Describe your bag.
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3  Askthe manager to help you find it.

Make Notes About Details

After you have come up with a main idea to address each point in the task, think of two or
three details to support each main idea. Look at this example.

Task

You have a bicycle that you are no longer using. You would like to sell it to a friend.
Write a letter to your friend. In your letter

m explain why you are no longer using your bicycle.
m describe your bicycle.
m explain why you think your friend would like to have it.

Main idea (point 1) no time for bicycle

Details demanding job

Main idea (point 2) racing bike

Details lightweight and fast

Main idea (point 3) you like racing bikes

Details your favorite color
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PRACTICE 5

Read the following tasks; then complete the notes with your own ideas. Include two or three
details for each main idea.

Task

You live in a small apartment building. You are frequently bothered by noise from your
upstairs neighbor’s apartment.

Write a letter to your neighbor. In your letter

m describe the situation.
m explain why it is a problem for you.
B Ssuggest a solution.

A Mainidea (point1) loud parties

Details .............................................................................................

Mainidea (point2) canteleep . .

Details .............................................................................................

Main idea (point3) solution: notify me about party plans

Task

You have decided to look for a new job.
Write a letter to a friend. In your letter

m explain why you are looking for a new job.
m describe the kind of job you would like to have.
m ask your friend to help you find a job.

B Mainidea (point1) current job is routine

Details ---------------------------------------------------------------------------------------------
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Main idea (point2) would like a more challenging job

Details

Main idea (point3) can you suggest places to send my résumé

PRACTICE 6

Complete the notes for each of the tasks in Practice 1 (page 81). Start with the main ideas you
identified in Practice 4 (page 86); then brainstorm two or three details for each main idea.

1 Main idea (point 1)

Details ---------------------------------------------------------------------------------------------

Main idea (point 2)

Details ---------------------------------------------------------------------------------------------

Main idea (point 3)
Details

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

2 Main idea (point 1)

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

Details ---------------------------------------------------------------------------------------------

Main idea (point 2)

D etails ---------------------------------------------------------------------------------------------
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Main idea (point 3)

Details

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

3 Mainidea (point 1)

Details

Main idea (point 2)

Details

Main idea (point 3)

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

Details

4 Main idea (point 1)

Details

Main idea (point 2)

Details .............................................................................................

Main idea (point 3)

Details .............................................................................................
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5  Mainidea (point 1)

DEtails .............................................................................................

Main idea (point 2)

Details .............................................................................................

Main idea (point 3)

Details ............................................................................................

STEP 2: WRITE

After you plan, you are ready to write. You will use your notes about the topic, main ideas, and
details as your guide. You should take about 12 minutes to write your letter.

Write the Greeting

You will begin your letter with a greeting. The instructions might provide the entire greeting:
Begin your letter as follows:

Dear Sir or Madam,

This is a greeting for a formal business letter when you don’t know the name of the person you
are addressing, for example, the manager of a store or restaurant.

-
TiP

Traditionally, Dear Sir or Madam has been considered the correct greeting for a formal
business letter, although nowadays the custom is changing. If the IELTS task provides
you with this or any other specific greeting, you must use it. Outside of the testing
situation, however, you could use another type of greeting such as

Dear Recruiter Dear Editor Dear Manager

< 4
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The instructions might provide just part of the greeting:
Begin your letter as follows:
Dear ;

In this case, you will have to provide a name. If the letter is for a person with whom you would
have a business relationship, for example, a landlord, use a title such as Mr, Mrs., or Ms. and
a last name. Some examples are Mr. Lee, Mrs. Kim, or Ms. Wilson. It doesn’t matter what last

name you use, just choose any last name that comes to mind. If you can’t think of a last name,
use your own or a friend’s last name.

If the letter is for a friend, use a first name. Again, it doesn’t matter what name you use; any
name will do.

PRACTICE 7

Choose the best greeting for a letter to each of the following people.

1 Your best friend from school

A DearTom, B Dear Tom Wilson,

2 Your lawyer

A Dear Sir or Madam, B Dear Ms. Lopez,

3 Your next-door neighbor whom you know well

A Dear Mr. Lu, B Dear George,

4  Your neighbor whom you have met only once

A Dear Mrs. Hill, B Dear Sir or Madam,

5  The manager of a bookstore whose name you don’t know

A Dear Sir or Madam, B Dear Mr. or Mrs.,

6 Your cousin

A Dear Mr. Broussard, B Dear Billy,
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Write the Introduction

After you write the greeting, you will write the introduction. This paragraph introduces the
ideas that you will develop in your letter.

Write the Topic Sentence

The first sentence of your introduction is the topic sentence. When you planned your letter,
you determined the topic. Now you will turn the topic into a topic sentence.
Begin the sentence with a phrase such as the following:

| want to let you know

| want to inform you

| thought you should know

| thought you'd be interested
| am writing about

| am writing to request

| would like to ask

Then briefly explain the topic of the letter. Look at these examples.

Task

You have a bicycle that you are no longer using. You would like to sell it to a friend.

Write a letter to your friend. In your letter

m explain why you are no longer using your bicycle.
m describe your bicycle.

m explain why you think your friend would like to have it.

Topic selling a bicycle to a friend
Topic Sentence I thought you’d be interested in the bike | am selling.
Task

You have decided to look for a new job.
Write a letter to a friend. In your letter

m explain why you are looking for a new job.
m describe the kind of job you would like to have.
m ask your friend to help you find a job.

Topic looking for a new job
Topic Sentence I want to let you know that | have decided to seek new employment.
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PRACTICE 8

Write a topic sentence for each of the following tasks.

Task

You live in a small apartment building. You are frequently bothered by noise from your
upstairs neighbor’s apartment.

Write a letter to your neighbor. In your letter

m describe the situation.
m explain why it is a problem for you.
B suggest a solution.

1  Topic a hoisy neighbor

Topic Sentence

Task

You let a friend stay at your apartment while you were away on a trip. When you returned
home, you discovered that a valuable possession was broken.

Write a letter to your friend. In your letter

® describe the broken possession.
m explain why it is important to you.
m explain what you would like your friend to do.

2 Topic friend broke valuable possession

Topic Sentence

Task

You have recently moved to a new neighborhood.
Write a letter to a friend. In your letter

m explain why you moved.
m describe your new neighborhood.
m invite your friend to visit you.

3  Topic moving to a new neighborhood

Topic Sentence

www.ARMANIENGLISH.com
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Task

You have a problem in your apartment that needs repairs.
Write a letter to the building manager. In your letter

m describe the problem.
m say what you think should be done about it.
w ask the building manager to visit your apartment to see the problem.

4  Topic repairs needed in apartment

Topic Sentence

Summarize the Main Ideas

When you wrote your notes, you identified main ideas. Now you will summarize those main
ideas in your introduction.

Look at the following notes and introduction for the task about selling a bicycle to a friend.

Notes

Topic sclling a bicycle to a friend

Main idea (point 1) no time for bicycle

Main idea (point2) racing bike

Main idea (point3) you like racing bikes

Introduction

| thought you'd be interested in a bicycle | am selling. I just don’t have time
to use it much anymore. However, it’s a really great racing bicycle, and | think
you would really like it.

Discussion

m The first sentence of the paragraph is the topic sentence.

m The second sentence, I just don't have time to use it much anymore corresponds to the
main idea in the notes no time for bicycle.

» The third sentence in the paragraph, However, it’s a really great racing bicycle, and I think

you would really like it corresponds to the main ideas racing bike and you like racing
bikes.

www. ARMADNSR Dl vEMERT raSK RESPONSE 97
b ubjgol s gl sgbils
usilT g b el ss 695 63> 03l 1 (e 158 5 jo olo T YL j JS 50

logT b jSs0
wwwwwwwwww glish.com



T obj jSse
wwwwwwwwww glish.com

PRACTICE 9

Look at these notes and introductions for the tasks in Practice 8 (page 96). Choose the correct
sentence to complete each introduction.

1  Topic a noisy neighbor

Main idea loud parties

Mainidea  cambolecp e,

Main idea solution: notify me about party plans

I am writing to let you know about a difficulty I am having with noise from your

apartment. I know you enjoy entertaining; however, your loud parties are a problem
for me.

I hope we can agree on a way to solve this problem.

A They really make it difficult for me to sleep.
B Ilike to sleep late on the weekends.
C Sleeping is very important for your health.

2 Topic friend broke valuable possession

Mainidea 2 porcelain vase

Main idea an importa nt po%@%ion

Mainidea  pay for repairs

I am writing to ask you about a valuable possession that was broken while you were
staying at my apartment last week.

It is one of my more important possessions, and I hope you will agree to pay for it.

A Ibought a porcelain vase for you while I was on my trip.
B Iwould like to start a collection of porcelain vases.
C When I returned home, I discovered that my porcelain vase was broken.
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3  Topic toving to a new neighborhood

Main idea closer to job

Mainidea  quiet and pretty

Main idea visit me soon

Itis a quiet and pretty place to live, and I hope you will visit me here soon.

A Thereason is that I am looking for a job.
B The reason is that I wanted to be closer to my job.
C The reason is that I wanted to live in a quieter and prettier place.

4  Topic repairs needed in apartment

Main idea leak in the sink

Mainidea  replace pipe

I believe that the pipe under the sink should be replaced soon, and I think you should
take a look at it yourself.

A Tam very good at repairing leaky sinks.
B The kitchen sink has been leaking for some time now.
C The best way to repair a sink is to call a plumber.

PRACTICE 10

Use the notes you wrote in Practice 6 (page 91) to write an introduction for each of the tasks in
Practice 1.

Task 1

www.ARMANTSK ATHENLEMEN]/ TASK RESPONSE 99
b ubjgel wuS gBuly sglils
usilT g b el sbs 695 633 03l 1 ¢y 158 5 jo ol T YL j S 50



oY) jSs0
wwwwwwwwww glish.com

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

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

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

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

...................................................................................................
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Write the Paragraphs

Once you have written the introduction, you are ready to write the body paragraphs. Use the
main ideas and supporting details from your notes to write the sentences for each paragraph.

Look at the following notes for the first task in Practice 8, and the paragraph that follows.
Notice how the main idea and supporting details have been turned into sentences.

Notes

Topic a noisy neighbor

Main idea loud parties

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

Details noise of quests arriving

Paragraph

You may not realize it, but often the parties in your apartment are quite loud.
From my apartment, which is just below yours, | can easily hear the noise of
your guests arriving. Then, the music you play throughout the evening is very
loud. The party noise usually lasts until very late at night.

PRACTICE 11

Look at the following notes for the tasks in Practice 8 (page 96). Use each one to write a
paragraph.

1  Topic a noisy neighbor

Mainidea can’t sleep

Details can't sleep until party is over
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2  Topic friend broke valuable possession

Mainidea 2 porcelain vase in living room

Details colors = blue and gold

3  Topic tmoving to a new neighborhood

Mainidea closer to job

Details before—an hour to get to work

4  Topic repairs needed in apartment

Mainidea leak in the sink

Details damp under sink
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PRACTICE 12

On a separate sheet of paper, use the notes you wrote in Practice 6 (page 91) to write the body
paragraphs for each of the tasks in Practice 1 (page 81). Write one paragraph for each main
idea.

Write the Conclusion

After you write the body paragraphs, conclude your letter with one or two sentences suggest-
ing an action, conveying a feeling, or thanking the reader, depending on the topic of the letter.
Here are some examples of ways to conclude the letter.
If the letter asks for advice or help, you can write
Thank you for your advice.
Thank you for your help.
| really appreciate any suggestions you can give me.
Let me know if you can help me.
If the letter contains an invitation, you can write
Let me know when you can come.
Let me know which dates are best for you.
| hope you can accept my invitation.
[ look forward to seeing you.
If the letter suggests some solutions to a problem, you can write
Let me know what you think of my ideas.
| hope one of these solutions works for you.
I hope we can meet to discuss these ideas.
I hope we can agree on a solution to these problems.

| hope you are willing to accept my solution.
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PRACTICE 13

Choose the best conclusion for each of the following letters.

1 Dear Roger,

Iam writing to ask you about a valuable possession that was broken while you were stay-
ing at my apartment last week. When I returned home, I discovered that my porcelain vase
was broken. It is one of my most important possessions.

The vase I am talking about is a porcelain vase that was on the coffee table in the liv-

ing room. It is mostly blue with gold around the rim. It has flowers and butterflies hand
painted all over it.

This vase is very important to me. In the first place, it is handmade and very old, which
makes it worth a good deal of money. It is even more valuable to me because it once
belonged to my grandmother:

Iam very sad that you broke it, but I have a solution to suggest. I know someone who can
repair it if you would pay for the cost of the repairs.

A I'would appreciate any suggestions you could give me.
B I'hope you are willing to accept my solution.
C Tlook forward to seeing you soon.

2 Dear Sally,

I'wanted to let you know that I have recently moved to a new neighborhood. The reason
is that I wanted to be closer to my job. It is a quiet and pretty place to live, and I hope you
will visit me here soon.

I had been looking for some time for a house closer to my job. Before, it took me almost an
hour to get to work by bus. Now, I can walk to the office in just 15 minutes. This makes my
life easier in many ways.

My new neighborhood is very nice. There are many tall trees and lots of gardens, so it is
very pretty. It is also quiet because there is very little traffic.

I hope you will be able to visit me at my new house sometime soon. We could have lunch
and then take a walk through the neighborhood. I think you would enjoy seemg the gar-
dens since you are such an avid gardener yourself.

A Let me know when you can come, and we’ll make plans.
B Thope we can meet soon to discuss these suggestions.
C Ifyou could help me in any way, I would really appreciate it.
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Dear Sam,

I'am writing to ask you for advice about my vacation. I will have some time off of work
soon. I would like to spend most of that time at the beach, and I hope you have some sug-
gestions for me.

Twill have the entire month of August off of work. I am looking forward to this because I
haven’t had a vacation in a long time. We have been very busy at the office for most of this
year, so I am glad to have the opportunity to relax now.

I'would like to spend my month off at a nice beach resort. I am hoping to stay at a hotel
that is right next to the beach and that provides all meals. I would also prefer a place that
is peaceful and quiet.

I hope you can suggest a good place for my vacation. I know you travel a lot and have
stayed at many resorts. If you could let me know the names of some of your favorite ones,
T'would appreciate it.

A Let me know which dates are best for you.
B I hope we can agree on the best way to solve this.
C Thank you so much for your help.

Dear Mr. Smith,

I thought you should know about a problem in my apartment that needs some repairs.
The kitchen sink has been leaking for some time now. I believe that the pipe under the sink
should be replaced soon.

The leak in the kitchen sink is causing a serious problem. Because the area under the sink
has become very damp, the wood is beginning to rot. Unfortunately, it appears that the
cause of the dampness is a hole in the drainpipe.

In my opinion, the drainpipe should be replaced as soon as possible. Otherwise, the prob-
lem will only get worse, and the entire cabinet will have to be replaced.

I suggest that you come to my apartment and look at the leaky sink with me. Then, we can
discuss the best action to take.

A Let me know what you think of my idea.
B Thope you can accept my invitation.
C Thank you very much for your advice.
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Write the Signature

After you write the conclusion, sign the letter. There are several ways to do this, depending on
the type of letter.
For a formal or business letter, write

Sincerely,
Yours sincerely,

For a letter to a friend, write

Yours truly,
Your friend,
Best wishes,

Then, sign a name. If it is a formal or business letter, use a first and last name. If it is a letter
to a friend, use a first name only. For the test, it doesn’t matter what name you use. It can be
your own name or another name.

PRACTICE 14

Choose the best signature for a letter to each of the following people.

1 Your best friend from school
A Sincerely, B Best wishes,
Mary Mary
2 Yourlawyer

A Sincerely, B Yours sincerely,
Paul Wilson Paul

3  Your next-door neighbor whom you know well

A Yours truly, B Yours sincerely,
Martha Martha

4  Your neighbor whom you have met only once

A Your friend, B Sincerely,
Jane Scott Jane Scott

5  The manager of a bookstore whose name you don’t know

A Sincerely, B Yours sincerely,
George L. Smithers George

6 Your cousin

A Yours truly, B Best wishes,
Samantha Stern Sam
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