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LEARNING FOCUS

e Format of the Writing Test
e Scoring
e Improving your writing

The Writing Test measures your ability to communicate in ordinary day-to-
day situations. It is made up of two tasks: writing an email and responding to
survey questions. In Task 1, you may be asked, for example, to write an email
complaining about a restaurant experience or requesting time off from your
job. In Task 2, you will be asked to select one of two options and explain your
preference. Examples of survey topics include childcare in the workplace or
proposed changes to a school lunch program.

In this unit, you will become familiar with the overall format of the Writing
Test. You will also learn about the four categories of the performance
standards used by CELPIP Raters to assess your writing.
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You recently forgot your watch at the gym. The watch
is important to you because it was a gift from your
grandparents.

oWriﬂng Task: Writing an Email e Time remaining: 27 minutes 0 secw

eﬂ Read the following information. ©® Write an email to the manager of your

gym in about 150-200 words. Your
email should do the following things:

« Explain where you left the watch.

» Describe why it is important that you get
your watch back.

» Explain how you may be contacted if the
watch is found.

o Type your response here.

You can use the spelchek function!
T ]

0 10 words

060 ®0O06

)

Title reminds you where you are in test.
Important background information is always on left.

Countdown timer shows how much time you have left for this page. When timer reaches zero,
test will move to next part.

Use NEXT button to move to next part before timer reaches zero. You cannot move back.
You will always be asked to do three or four things, or choose between two options.
This is the typing area.

Basic editing tools make it easier to organize content, rework phrases and sentences, and
correct mistakes. There are six editing functions: spell check, cut, paste, delete, undo, and redo.

The computer counts your words.

49




CELPIP Focus: Reading and Writing

50

Format of the Writing Test

Each writing screen has the same basic format.

WRITING TASK DESCRIPTION WORD COUNT
Writing an Email « Write an email about a common matter. 150-200 words
Responding to » Respond to a survey question regarding 150-200 words
Survey Questions workplace or community issues, and give

reasons for your choice.

-

T

po Read all instructions to the right of this “instructions” symbol @ very carefully.
o FEach task is the same length.

« These are not essays; they are writing tasks related to your home or work life.

« Once you move to Task 2, you cannot return to Task 1.

« You cannot add unused time from Task 1 to Task 2.

Scoring

Each task is worth 50% of your final Writing score. CELPIP Raters assess your writing in these
four categories:

Content/Coherence: Quality of ideas and how well they flow together
Vocabulary: Selection and use of vocabulary, phrases, and idioms
Readability: Understandability and fluency in your writing

Task Fulfillment: Completion of all task requirements

The list below identifies the key features of each of these four categories that contribute to a
high-scoring response.

Content/Coherence

e Ideas are strong and relevant.

o Ideas are clear, well organized, and easy to follow.

e Ideas have been combined effectively, with supporting details, to form a meaningful
and coherent response.

Vocabulary

e Vocabulary demonstrates a range of suitable words and phrases.
e Words and phrases have been combined effectively to express precise meaning.
e Selected words and phrases support easy understanding.
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Readability

e Response demonstrates good control of spelling, punctuation, and grammar.

e Response includes a variety of sentence types.

e Response includes appropriate paragraphing, formatting, and use of connectors and
transitions.

Task Fulfillment

e Response addresses all parts of the task and follows the given instructions.
e Tone is appropriate for the situation.
e Overall purpose of the task has been achieved within the given word count.

Improving Your Writing

In preparing for the Writing Test, there are various ways to improve your skills. Practice writing
as often as you can, whether it’s in the form of emails to friends, family, or co-workers; or even
a diary or blog. In addition, you may wish to keep a daily journal of new English words and
phrases that you’ve learned. Review these terms frequently, and try to use them in your writing
whenever you can; this will help increase your range of vocabulary.
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LEARNING FOCUS

Formatting your message

Relating tone, task, and register
Creating an outline

Staying on topic

Demonstrating range of vocabulary
Using time sequencers and conjunctions
Correcting your errors

KEY CHALLENGES

Understanding all the details of the situation

Pinpointing the purpose of your message

Using the appropriate tone

Addressing all the instructions effectively

Providing enough information to convince your reader

Ensuring the reader can easily understand your meaning and your
message

52
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In Writing Task 1, you are given a short description of a situation together
with specific instructions in bullet point format. Look at the infographic
on the next page to learn more about these two parts of the task. Before
you start planning and writing, use the information in the description and
instructions to decide on the purpose, approach, content, and tone of your
message.




Writing Task 1: Writing an Email

©® Read the following information. © Write an email to your building
manager in about 150-200 words. Your

You live in an apartment building that has a no-dogs email should do the following things:

policy. Renters are only allowed to have cats. You
moved into the building a few months ago, and you
keep hearing a dog barking in the next-door apartment,
especially at night.

 Explain what you are experiencing.
« Complain about the dogs in the building.
 Suggest how the problem should be solved.

Type your response here.

4 words

This section will describe the situation you will be writing about.
You must assume this role when you write.
Keep an eye on this timer so you have enough time to properly plan, write, and edit your work.

This section will explain to whom you are writing.

©®E 0|

You will have three or four things to do in your message.
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Formatting Your Message

In Writing Task 1, you will be writing an email regarding day-to-day matters. Since you are
expected to write 150-200 words, your response should include paragraphing and standard
email conventions, including the five components shown below.

[i] Dear Team Members,

[ii] As you are all aware, we will be travelling to Calgary this November for a series
@ i of meetings. I have been directed to take charge of the trip so I am

ii. OPENER

writing to share our travel plans and business goals.
[iii] We will be attending the annual meeting for residential realtors

and meeting individually with four of the biggest Calgary real estate companies while we

are there. Some of you were on the Montreal trip last year, and you may remember
iii. BODY

what a great time we had at the gala dinner. There was an outstanding jazz
band and the wine was flowing all evening!

In any case, we’ll be travelling by plane, leaving on November 24 and returning
November 28. I wish we could take the train because the scenery would be breathtaking
and it would be a fun trip. However, the train takes 24 hours while the plane is just 1 hour,
so obviously we’ll have to fly.

In Calgary, we’ll be staying downtown at the Palliser Hotel. This is one of the oldest
buildings in the city and it’s a four-star hotel, so we will be very comfortable and we’ll be

able to access local transportation very easily. The hotel has incredibly comfortable beds

and an affordable pub, so we can continue our drinking traditions after our meetings.

V. CLOSER During our leisure time, it will be possible for us to relax without travelling far.

[iv] I look forward to another great business trip together!

[v] With best wishes, @
Jake Harkness
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-

Tip Follow standard email format:
e Add acomma after your Greeting and Sign-off,
e Leave a line space before and after each paragraph, or indent 5 spaces
e Stay on topic within each paragraph.

Notice how the Greeting and Opener are different:

GREETING: This is the salutation and it comes first.

OPENER: This “opens” the body of the email by introducing the reason for the
message and getting the reader’s attention. It comes at the beginning of
the first paragraph.

The BODY makes up most of your message and comes between the Opener and the Closer. It
contains your main points and supporting details.

The Closer and Sign-off both come at the end:

CLOSER: This “closes” the body of the email by summarizing what has been
said and/or stating what kind of action or response the writer is hoping
for. It comes at the end of the last paragraph.

SIGN-OFF: This comes after the body of the email and just before the writer’s name.
It ends the email.

A line space is used between all email components.

Activity 1

The writer of the test response below did not use correct email format. Without looking back
at the example response, identify the components of the message by circling each of them.
Rewrite the message so that you can create three paragraphs, change or add punctuation to the
Greeting and Sign-off if required, and add line spaces where needed.

Dear Building Manager! I am writing to make a complaint about a problem that I am
currently experiencing in apartment 214. I'm sure you are aware of the no-dogs policy in
the building. Over the last week I have heard a dog barking at various times throughout the
day; however, it is loudest and most disturbing at night. I think that it sounds like the dog
is in the apartment next door to mine. If you could arrange to make a visit to the apartment
during the daytime, I am sure that you will see that there is a dog kept in the apartment
and then you could have a discussion with the renters about the dog’s removal. I would be
grateful for your action on this matter as soon as possible, as it is disrupting my sleep and
my family’s sleep as well. If this problem isn’t resolved soon, I'm afraid that I'll have to

contact the local bylaw office. Sincerely
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Relating Tone, Task, and Register

Tone

Tone is your attitude about the situation as expressed through your opinion and word choice.
Your tone depends on whom you are writing to, why you are writing, and your intentions. You
will need a good understanding of the situation to determine which tone is the most suitable.

Activity 2A

Look at the list of tones in the box below and decide whether they are positive or negative.

Respectful Sarcastic Optimistic Helpful
Enthusiastic Aggressive Pessimistic Co-operative
~ Critical Insulting Understanding Angry

Complimentary Arrogant Defensive Sincere

Negative Tone Positive Tone

Tone depends on the context. When the tone is inappropriate, it may mean that it is either too
positive or too negative for the given situation. For the chart below, refer to Writing Task 1 on
page 53 for the context. Below, you will see the thinking process of a higher-level test taker

as he reviews three variations of a sentence. Look at how the sentences have been improved.

10 Inappropriate T i nappropriate Too
Negative — — Positive
: T domand iii. I am deeply
your immediate ii. A new problem ui?;fﬁig;g;}@;; d
assistance with a has arisen, and I'm shall relyon f‘{}ur
terrible problem hoping you can ce iud
which you have not resolve it. YR CERIEaE

managed to fix!

i. My
choice of
words (demand,
immediate, terrible)
in this sentence has
made it too direct and negative.
Therefore, it is inappropriate in
tone. | need to soften the language
with “I was wondering if..." or
“could.”

/\ to find an optimal/~ y
i, My ] Hi. My
choice of words solution. use of too

has given this sentence many positive
an appropriate tone—neither too adverbs and

positive nor negative. adjectives (deeply
grateful, wise) has made this

sentence sound too positive
for this situation. Therefore, it
is inappropriate in tone. | need
to use fewer adverbs and
adjectives.

i. Iwas wondering if you could assist
me in resolving this problem.

iii. I would be grateful if you could find
a solution to this problem.
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Activity 2B

Look at the email components below. First, identify if they are Openers or Closers on the left.
Then, decide if the tone of each sentence is appropriate or inappropriate. The first one has
been done for you.

EMAIL COMPONENT OPENER/CLOSER TONE

Closer 1. Thank you in advance for dealing with this issue. Appropriate

2. I am very sorry to bother you with a small problem
related to a cute little dog.

3. I have an issue that ’'m hoping you can solve.

4. I request that you make sure this dog stops being a
disturbance today.

5. I expect to hear from you today with a satisfactory
solution to this unbearable living situation.

Activity 2C

Each sentence below has some problem language (which has been underlined) that makes it
either too weak or too assertive. Fix each sentence by choosing a replacement word or phrase
to make it appropriate for a formal situation.

1. If you really don’t mind, I’'m hoping that you can speak with the tenant about his dog.
a. Iwould be ever so grateful if you would
b. You have to
c. Iwould appreciate it if you would

2. I expect you to deal with this as soon as possible.
a. Iwill deal with this if you don’t deal
b. Thank you in advance for dealing
c. Be sure that you deal

3. That horrible mutt shouldn’t be living in this building.
a. My neighbour’s dog
b. That insignificant little dog
c. That disruptive beast

4. I most truly hope that you can find a solution to this problem.
a. Ilook forward to finding
b. It’s imperative that you come up with
c. Iexpectyou to find
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5. I would be forever grateful for any help you can offer.
a. I’m sure you could definitely help me.
b. I appreciate your assistance.
c. Iexpectyour immediate assistance.

6. You had better be aware of the pet policy in this building.

a. As per our landlord/tenant agreement, there is a no-
b. I expect that you have made yourself aware of the
c. Has anyone told you about the

Task

You need a good understanding of the task before you start planning and writing. During the
test, read the description and the instructions carefully to learn about the situation that you
will be writing about. Keep these four “RASP” questions in mind:

ROLE: What is my role in this task?
AUDIENCE: Who is my audience?
SITUATION: What is the situation?
PURPOSE: What is the purpose of my email?

Your answers will help you decide which tone and register to use in your message, as well as
what you need to say.

@ Activity 3

Look back at the Writing Task 1 example on page 53 to answer these questions.

1. What is the situation about?
a) A problem with the building manager
b) A problem with the cat next door
c) A problem related to the no-dog policy

2. What role am I playing in this situation?
a) An unhappy dog owner
b) An unhappy renter
¢) The building manager

3. Who am I writing to?
a) The building owner
b) The neighbour
c) The manager of the building

4. What is the purpose of the message?
a) To complain about the person involved
b) To find a solution to the problem
c) To get the policy changed
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Register

What level of formality should you aim for in your response? The level of formality—the
register—is determined by your relationship with the recipient and the situation described in
the task instructions.

Informal Level of Formality

=1

« Friend o Colleague
o Family member | ¢ Acquaintance

Supervisor
o Landlord

e Stranger

Activity 4

Answer these questions about the register and tone of the message for Activity 1 on page
55. Explanations are provided in the Answer Key.

1. What Greeting is the best choice for this email? Note, there is only one correct answer.
a) Dear Mr. Jackson,
b) Hey Mr. Jackson,
¢) Respected Manager of 239 Oak Street,
d) To Whom It May Concern,

2. Choose the best way to begin your first paragraph.
a) You really must help me with an unbearable problem!
b) Are you aware that Jack in Suite 579 has a massive hairy dog that barks endlessly
every single night?
¢) Ihave no idea what I’'m going to do if you can’t help me deal with my neighbour.
d) Iam aresident of 239 Oak Street and I’'m writing about a problem related to the no-
dog policy in this building.

Activity 5A

Decide if each component is formal (F), informal (INF), appropriate for both (B), or
inappropriate (IA). Write the corresponding letter(s) to the left of each expression.
Explanations have been provided in the Answer Key.

GREETINGS BODY SIGN-OFFS

Hey! You obviously don’t care. TTYL

Dear Mr. Snow, I’d like to thank you. Take care,

Fent dack With respect to the aforementioned Hugs!

problem,

Dude! And then there was the time Regards,

You.r I would like to draw your attention to Sincerely,

Eminence,

To Whom It : Yours most
_ Have you noticed that :

May Concern, graciously,
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Activity 5B

Add a Greeting, Body phrase, and Sign-Off from the chart on the previous page to match the
tone of the email below. Then answer the questions under the message.

[1]

[2] the renter in Suite 215 is an idiot? This guy has some kind of really

noisy dog that loves to bark in the middle of the night. All night, every night. Obviously this
renter doesn’t know how to read, because if he did he would surely know about the no-dog

policy that is mentioned in our lease and posted next to our mailboxes.

I need you to do something about this right away—before I take matters into my own
hands! I haven’t slept in 2 weeks, since I moved into this building. And, by the way, I have

some other complaints, too.

Anyway, I demand that you evict this guy from the building by tomorrow at noon. If you
don’t, I will contact the police immediately. And I will go talk to this dog owner myself and

tell him what I think.

(3] ,
Henry Giraldo
Suite 214
4. What is the level of formality in this 6. Which attitudes best express the tone of
message? the message? You may select up to two
a) Very formal choices.
b) Formal O Angry
¢) Informal O Sincere
d) Very informal O Helpful
O Critical
5. How would you categorize the tone of O Pessimistic

this message?
a) Appropriate
b) Inappropriate
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Creating an Outline

An outline is your writing plan. It lists the main ideas and key supporting details in the order
that you decide to write about them. Writers who take the time to draft an outline often
produce a more organized, well-written, and clear response.

~

Time Management
Follow this recommendation to make sure you have enough time to organize, write, and revise

your response:
OUTLINE WRITE EDIT
About 3 minutes About 20 minutes About 3 minutes

Notice that both tasks come with a built-in partial outline! Look at the Writing Task 1 sample
below and see if you can spot this partial outline.

i Writing Task 1: Writing an Email Time remaining: 27 minutes 0 seconds ‘
©® Read the following information. @ Write an email to your team in about

|
150-200 words. Your email should do |
|

Next month, there is a team of four employees who the following things:

need to travel to another province for a 3-day business ; y o . .
meeting. You have been asked to lead the team and are ~ © Describe the details of the trip, including |

in charge of planning all the details. You need to write dates and travel times.
an email to the members of your team, suggesting a  Explain how you will travel there and
general plan for your trip. where you will stay. |
» Ask for your team’s opinion about your |
plan. |

T}"PE‘ your response here.

4 words

The partial outline is the bullet points on the right side of the page above the typing box. You
also need to consider some elements from the description on the left to create a complete
outline.
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Outline Format

You are writing an email of 150-200 words, so you likely won’t write more than two or three
paragraphs. Refer to page 55 for the five components of an email message for Writing Task 1.

The Four-Step Outline Method

When you are practicing and preparing for the test, it is helpful to make notes as you work
through the four steps in this method. Once you learn the method, you should be able to do
most of the steps in your head during the official test.

STEP 1: Use your RASP questions from the Relating Tone, Task, and Register section of
this module to gather all the basics. Refer back to the examples in that section
to review this skill, and jot the answers on your notepaper before you start your
outline. To save time, use abbreviations if you can. Abbreviations used in the
example below are “bus.” for “business” and “prov.” for “province.”

1. SITUATION: Planning

@ Read the following information. _ .
details for 3-day bus. trip

Next month, there is a [1] team of four employees who to another prov.
need to travel to another province for a 3-day business - ?;;;E: Lpader oE ok
meeting. [2] You have been asked to lead the team and [1] 3. AUDIENCE: Work team
are in charge of planning all the details. [3] You need to 4. PURPOSE: Suggest a
write an email to the members of your team, [4] suggesting pias — .
a general plan for your trip.

STEP 2: Next, use the bullet points from the Task 1 question to decide on the main

points for your email, and jot these down as well. Abbreviations used in the
example below are “incl.” for “include” and “transp.” for “transportation.”

» Describe the details of the trip, including dates and MAIN POINTS;
_ 1. Details, incl. dates
travel times. and travel times
« Explain how you will travel there and where you will 2. Transp. and hotels
stav. 3. Get team’s Input
» Ask for your team’s opinion about your plan. S—
STEP 3: Now look at your main points. Some may be simple and clear, but others may
require supporting details. See if you can think of details to develop and/or
support some of your main points.
STEP 4: Finally, look at your notes and arrange your main points into the most logical

order. Select the best supporting details for each point and make sure these are
also in a logical order.
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Activity 6

Complete the outline below. Remember to put your main points in a logical order. Select the
best two or three details for each point and put them in a logical order as well. You may use
just two details to develop some points because your response should not be more than about
200 words.

Purpose of Suggest a general plan for the trip and ask for each team member’s
Message opinion.
Opener
Point 1 1.
2.
3,
Point 2 L.
2.
3
Point 3 i,
$.8
5
Point 4 1.
2.
Js
Closer
Activity 7

For practice in Writing Task 1 responses, use your outline to write a 150-200 word message in
20-25 minutes. If possible, type your response on a computer because that is what you will be
doing during the CELPIP Test. When you are done, compare your response to the samples in
the Answer Key. What are the similarities and differences between your response and the two
samples?

Staying on Topic

Your email should communicate three or four ideas about the topic in a clear and focused way.
Making sure that you are always on topic as you write your response will help with this. Every
sentence in your response should relate directly to the purpose of your message. Remember
that you should write about 150-200 words. If you go off topic, you run the risk of either not
fully developing your main ideas, or exceeding the word count limit.
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@ Activity 8

Read this response to the same Writing task and answer the questions.

Dear Team Members,

[1] As you are all aware, we will be travelling to Calgary this November for a series of
meetings. [2] I have been directed to take charge of the trip, so I am writing to share our

travel plans and business goals.

[3] We will be attending the annual meeting for residential realtors and meeting
individually with four of the biggest Calgary real estate companies while we are there. [4]
Some of you were on the Montreal trip last year, and you may remember what a great time

we had at the gala dinner. [5] There was an outstanding jazz band and the wine was flowing

all evening!

[6] In any case, we’ll be leaving on November 24 and returning November 28 and travelling
by plane. [7] I wish we could take the train because the scenery would be breathtaking and
it would be a fun trip. [8] However, the train takes 24 hours while the plane is just 1 hour,

so obviously we’ll have to fly.

[9] In Calgary, we’ll be staying downtown at the Palliser Hotel. [10] This is one of the
oldest buildings in the city. It’s a four-star hotel, so we’ll be very comfortable and we’ll be
able to access local transportation easily. [11] The hotel has incredibly comfortable beds
and an affordable pub, so we can continue our drinking traditions after our meetings. [12]

During our leisure time it will be possible for us to relax without travelling far.

[13] I look forward to another great business trip together!

With best wishes,

Jake Harkness 249 words
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-

Time Management
Watch the clock and your word count as you write! Make sure your response is at least 150 words
before it’s time to review and improve your work.

1. The response on page 64 is not completely on topic. Identify the sentences that should
be removed because they do not directly support the topic.

O 1 O 6 O 1n
O 2 O 7 O 12
O 3 O 8 O 13
O 4 O 9
O 5 O 10

2. Which ideas should the writer add to fully develop the purpose of the message? Check
all that apply.
O Travel dates
O Travel times
O How they will travel
O Where they will stay
O Asking for their opinion

3. Using your notebook, follow these steps to rewrite the message and keep it on topic:
» Remove the sentences that are off topic.
« Add in the missing ideas.
+ Include additional information and reorganize part or all of the response to make

it better.
Compare your edited version to the one in the Answer Key. Did you include all the

required points and is your response now completely on topic?

Demonstrating Range of Vocabulary

Using vocabulary effectively is a key skill for both Writing tasks. One way to ensure that you
demonstrate the full range of your vocabulary is to avoid repetition. The process of rephrasing
ideas using different words is called paraphrasing. For instance, a paraphrase of “assessing your
work” would be “checking your writing.” In both cases, different vocabulary is used, but the
meaning remains the same.

Try to avoid repeating words and phrases from the instructions; repeating isn’t wrong, but
paraphrasing better demonstrates your range of vocabulary. In addition to paraphrasing ideas
from the test questions, you can do so with your own ideas.

Another way of showing your range of vocabulary is by using more precise language. Try to
avoid vague, general descriptions in sentences—the more detail you can add, the better.
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e Express your ideas accurately and precisely.
e Use descriptive adjectives, strong verbs, and precise nouns.
e Make sure the reader can easily understand your meaning.

Look at the Writing task, sample response, and explanation below to learn more about why
restating ideas is a key test skill.

Writing Task 1: Writing an Email Time remaining: 27 minutes 0 seconds
© Read the following information. © Write an email to the manager of your

gym in about 150-200 words. Your

You recently forgot your watch at the gym. The watch email should do the following things:

is important to you because it was a gift from your
grandparents. e Explain where you left the watch.

e Describe why it is important that you get
your watch back.

e Explain how you may be contacted if the
watch is found.

Type your response here.

4 words

Hello Mr. Crofton,

My name is David Hill and I go to your gym on 10155 Sunhaven Street.

[1] I am writing to you because I recently forgot my watch at the gym and I
think I left my watch in the fitness room. [2] The watch is a Rolex watch and is red. If the
watch is not in the fitness room maybe I left it in the weight room.

First, the watch is very important for me because it was a gift from my
grandparents. Also it is important because it was very expensive. So it is important that I
get my watch back. [3] You can contact me if the watch is found. [4] Contact me at my
cellphone number: 604-123-4567.

Thank you,

125 words

David Hill
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Consider these problems related to this test taker’s limited vocabulary:

« His response is only 125 words.

« He seems to rely on the wording in the question, except for a basic description of
the watch and where it might be.

+ His limited vocabulary also limits the ideas he can express. While he addresses all
three bullet points, his ideas aren’t very precise or detailed.

» He repeats key phrases from the test question (see the blue phrases).

Activity 9A

1. At 125 words, the response on page 66 is quite short. It could be improved by providing
additional details that would develop the main ideas and demonstrate a wider vocabulary
range. What other details could the writer include, without going off topic?

a) A story about his grandparents

b) Why his grandparents gave him the watch

¢) Other important things he has lost

d) How angry he will be if he doesn’t get his watch back

Activity 9B

Look at the same response. For each numbered sentence, choose the best replacement.

1. a) I’m writing to you because last week I left my watch at the gym.
b) I'm writing to you because that watch was a gift from my grandparents.
¢) I'm pretty sure that I left my watch at the gym at some point.
d) Ithink I lost my watch somewhere.

2. a) Itisa Rolex watch.
b) The watch is red.
c) Itisared Rolex watch.
d) The watch is both red, and it is a Rolex.

3. and 4. (These sentences can be combined to improve the writing style.)
a) Get in touch with me as soon as possible at 604-123-4567.
b) If you find the watch, please phone or text me right away at 604-123-4567.
c) Please contact me when you find the watch at 604-123-4567.
d) When you have the watch, call me please at 604-123-4567.
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Activity 10A

For each general noun in the chart below, find up to three specific nouns/noun phrases that
match. Add one more noun phrase to each list if you can. The first one has been done for you,
and it includes an example of a noun phrase you could think of on your own.

SPECIFIC NOUNS / NOUN PHRASES

watch band fitness centre change room fitnessiesson
grandfather sesston studio practice space
wetght-training-course grandparent leisure centre timepiece
grandmother wristwatch health club watch strap
GENERAL NOUNS SPECIFIC NOUNS/NOUN PHRASES
class 1. session
2. fitness lesson
3. weight training course
4. meditation class
watch 1.
2;
3.
4.
area )l
2.
3
4.
band 5
2.
3
4.
gym j B
2
oA
4.
person E
2.
35
4.
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@ Activity 10B

For each common adjective in the chart below, find up to three descriptive adjectives/adjective
phrases that match. Add one more adjective phrase to each list if you can. The first one has
been done for you.

DESCRIPTIVE ADJECTIVES / ADJECTIVE PHRASES

very costly scartet sigliiigégnt missing cm?:‘egci.zz:me high-priced
thoroughly after nowheretobe | truly cqmp}ﬁtely_ e
miserable | everything else found unhappy vanished e
deeperimson pricey final ruby in the end gloomy
red 1. deep crimson
2. scarlet
3. ruby
4.
lost I
2.
3
4,
expensive i
o
3.
4,
important L.
24
3.
4.
last L.
2.
3:
4,
sad 1.
2
3.
4.
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Activity 10C

For each weak verb in the chart below, find up to three strong verbs/verb phrases that match.
Add one more verb phrase to each list if you can. The first one has been done for you.

STRONG VERBS / VERB PHRASES

believe misptace retrieve get in touch with
COmE across phone me have in my possession be-unabte-to-find
give me a call get a hold of assume own
obtain get back comptetetytosetrackof suppose
lose 1. misplace
2. completely lose track of
3. be unable to find
4.
find 13
5
3.
4
call 1.
2.
3.
4.
think 1.
2
3.
4.
get 1.
2.
3.
‘3
have 1
2.
3.
4.

70



Writing: Unit 7

Activity 11

Here is another response to the test question on page 66. For each pair of underlined
phrases, circle the phrase which provides more description, more specifics, or more
information. As you make your choices, try not to select answers that include key words that
have already been used in the response.

Dear Lifesource Gym Management,

I [1] was at/took a spin class at your gym last Friday evening, and when I got home, [2]
I knew/I realized right away that [3] I had somehow forgotten/I left my watch there. I

must have left it in the change room, as I usually [4] take it off/stow it safely away before

going into the [5] hot yoga studio/room. My locker number is 57, and I believe the watch

[6] should be there/is hidden away on the top shelf.

This watch [7] has great sentimental value/is important to me as it was a gift from my

grandparents. My grandmother passed away last December and this is the [8] last thing/

final gift she ever gave to me. [9] I'll be visiting/I'll see my grandfather [10] next week/soon,
and he will without a doubt ask about the watch. [11] Therefore/As I hope you can see, it is

very important that I get it back.

If you find the watch, please [12] contact me as soon as you possibly can/call me on my cell

at 416-123-5678. If I miss your call, leave me a message and I’ll definitely phone you right

away.

Thank you!

Using Time Sequencers and Conjunctions

Time sequencers are useful when you write about a series of events, which you sometimes
need to do for Task 1 of the Writing Test. Conjunctions are words or phrases used to join
ideas together. Conjunctions are often used to join ideas within a sentence or to show how
two sentences are related. These are both important features of a high-level email response.
Appropriate use of time sequencers and conjunctions helps to produce a logical and coherent
response, so readers can more easily understand the order of events as well as the relationship
between ideas in your email or survey response.
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-

Tip Balance your sentences! Use conjunctions to create long sentences with several
related ideas—but make sure you include short sentences in your response as well. Short

sentences are useful when you want to stress an important point.

@ Activity 12

Put each time sequencer into the correct group. There are four in each group.

: all of a
after that | unexpectedly finally meanwhile den after
when 3 hours later | to begin with during next in 2 weeks
while first then suddenly firstly in the end
without .
. lastly first of all at 2:00 next year ultimately
warning

LAST IN A SERIES
OF ACTIONS

FIRST IN A SERIES
OF ACTIONS

ACTIONS HAPPENING
AT SAME TIME

ACTIONS ATA
SPECIFIC TIME

ACTION THAT COMES
AFTER ANOTHER ACTION

UNEXPECTED
ACTION
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@ Activity 13

Look at the test question and response below. Choose the correct time sequencers from the list
of possible answers

Writing Task 1: Writing an Email Time remaining: 27 minutes 0 seconds
@ Read the following information. ©® Write an email to your team in about

150-200 words. Your email should do

Next month, there is a team of four employees who the following things:

need to travel to another province for a 3-day business ) _ 1S :
meeting. You have been asked to lead the team and are ~ * Describe the details of the trip, including

in charge of planning all the details. You need to write dates and travel times.
an email to the members of your team, suggesting a » Explain how you will travel there and
general plan for your trip. where you will stay. E
» Ask for your team’s opinion about your |
| plan.

Tj.l’pE‘ your response here.

4 words
at 2:00 p.m. suddenly next the next morning
before to begin with after meanwhile

Good evening team,
This email is to explain the details of our business trip.
(1] , we will be departing from Vancouver airport on Monday, September 3rd,
at 7:00 a.m. and arriving in Toronto [2] . Be sure to get to the airport at least 2
hours prior to the departure time.
(3] we have picked up our luggage, our driver will be waiting for us at the
pickup area on the arrivals level. [4] , he will take us to the Western Hotel so
we can drop off our suitcases and prepare for our 2-hour meeting starting at 4:00 p.m.
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(5] , our clients will be assembling for that meeting in the Pacific Room at our

hotel.

Upon completion of the meeting, we will head to the Cabana restaurant with our clients.

The restaurant is located on the east side of the hotel lobby. [6] , after a well-

earned sleep, we will assemble for breakfast at 7:30 [7] leaving for the airport

at 8:45 to catch our 11:00 a.m. flight.

If you [8] find yourself having to deal with any unforeseen events during this

busy day, be sure to text me immediately.

Please let me know if you have any concerns or suggestions.

Thank you,

Julia Rowgen

@ Activity 14A

Match each conjunction on the left with its function on the right by joining them with a line.

1. because a) example

2. inorder to b) contrast

3. although c) condition
4. aswell as d) comparison
5. forinstance €) reason

6. similarly f) addition

O g) purpose
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@ Activity 14B

Decide if each sentence below is grammatically correct by circling v'(correct) or x
(incorrect). Remember that a conjunction needs to either join two ideas in one sentence or
show how one sentence relates to the one that came before it.

1. Because we will have clients from eight companies at the meeting.

»

We have booked the meeting at the hotel so that we don’t have to travel to get there.
In order to make this a success, we really need to deliver a quality presentation.

Although it seems very challenging.

X X X X X

As well as starting the dinner on time.

K KR KR

o v W
X

We need to make a positive impact on our clients. For instance, each team member
could discuss their area of expertise.

<
X

7. Make sure you get to the airport 2 hours before our flight takes off; similarly, you
should be at the airport 2 hours before the return flight.

8. If you encounter any problems during the trip, text me immediately. v X

Activity 15

Look at the Writing response below. For each pair of underlined conjunctions, choose
the one that joins the ideas effectively. Consider which conjunction expresses the correct
relationship between the two ideas, as well as which one fits grammatically into the
sentence. The first one has been done for you.

Hello everyone,

As you all know, we have a business meeting in Vancouver next week. I am writing to

present the plan for this trip.

I propose that we rent a car [1] if @this is a comfortable and economical way

to travel, and it gives us more freedom than flying from Calgary to Vancouver. [2] For.
instance, /Although, we can stop at a few places along the way for sightseeing and meals.
I was thinking of booking the Holiday Inn in Kelowna on Friday [3] so that /as well as we

can take advantage of the good deals available online. [4] Because /Although the Holiday

Inn offers good rates in Vancouver, as well, I feel we should stay at the Marriott, instead,

because it has a better downtown location for our purposes.
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Our conference starts Friday and ends Saturday. [5] So that /In order to be in top shape

for our presentations, be sure to get a good sleep on Thursday night. [6] As well as /For

instance making presentations, some of you will be doing one-on-one meetings with key

clients, so be sure you have your updated meeting schedule before we leave. [7] Because, /
Similarly, each of you is responsible for knowing when and where your presentations are

taking place.

[8] So that /If you have any questions or concerns, contact me by noon tomorrow.

Sincerely,

Keizo

Correcting Your Errors

There are always ways to make your CELPIP Writing response better. Be sure to leave 3-4
minutes at the end of each Writing task to review and improve your work.

7

Tip The Writing Test typing screen includes seven basic editing tools: cut, paste, copy,
delete, undo, redo, and spell check. Make sure you are comfortable with these editing
tools before you write the test.

When you are checking your work, try to think like a CELPIP Rater. Remember the four scoring
categories (see the Writing Overview/back cover) and look for problems in those areas. Here

is a checklist to help you review your work. If you are using this chart to check your practice
responses, select (v) “Yes” if you feel you have done something well, “Sometimes” if you have
partially achieved a requirement, and “No” if you have missed a requirement.
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1. Is my meaning clear?

2. Are the ideas organized logically?

3. Have I rephrased key ideas?

4 Have I chosen descriptive and precise words
and phrasess

5. Is my format correct?

6. Do my paragraphs make sense?

7. Have I used different sentence types and
lengths?

8. Are the tone and register appropriate?

9. Have I used connecting words and phrases to
connect ideas?

10. Is each sentence complete?

11. Have I minimized spelling, grammar,
punctuation, and wording mistakes?

12. Have I written 150-200 words?

Be careful not to rely completely on spell check because it may not always notice a mistake
(e.g., errors with words that sound the same, such as “there” and “their,” usually aren’t
highlighted) and it may not always give you the correct word when it catches a mistake.

Look at this example:

Try not to mape any mistakes when typing.

During the CELPIP Test, spell check would offer these choices:

® nape
® map
* ape

The correct word is “make,” so in this case any test taker who selects one of the words offered
by spell check will have a very obvious spelling mistake.
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@ Activity 16

Look at the response to the test question shown below, and answer the questions that follow.

‘ Writing Task 1: Writing an Email Time remaining: 27 minutes 0 seconds
© Read the following information. ©® Write an email to your building
manager in about 150-200 words. Your
You live in an apartment building that has a no-dogs email should do the following things:
policy. Renters are only allowed to have cats. You
moved into the building a few months ago, and you « Explain what you are experiencing.

keep hearing a dog barking in the next-door apartment,

especially at night. « Complain about the dogs in the building.

« Suggest how the problem should be solved.

!
. Type your response here.
|
|

4 words

good day,

I am john, one of your tenants, and I have a problem with your building. Every
evening when i am relaxing, watching television, or eating my dinner, I heard a dog barking
in the next apartment. This is distracting, especially at night when i am sleeping. i am
writing you an email. Because I do not want my neighbours to get mad at me when I talk to
them about their dog. Could you speak to the tenants in the next apartment about this, and
remind them that dogs are not allowed in the building?

I wonder how a dog owner ended up living here, since this building has no-dog
policy? how come one of my neighbours has one. Please understand i’m not a dog hater i
just want some real privacy and silence at night.

Can you visit my tomorrow neighbour and explain that dogs aren’t allowed in the
building? Maybe you can help them decide what to do about their dog.

hoping for your kind actions,

John Parkdale 172 words
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1. What are the two biggest problems in this response?
a) Formatting and paragraphs c) Capitalization and punctuation
b) Word count d) Sentence types

2. This test taker uses an appropriate tone, except in two places. Select the two sentences
which the reader may find too direct.
a) ...Ihave aproblem with your building.
b) ...Ido not want my neighbours to get mad at me when I talk to them about their
dog.
c) How come one of my neighbours has one.
d) Ijust want some real privacy and silence at night.

3. There are 14 grammar and/or punctuation mistakes in the Activity 16 response. Underline
and correct each mistake.

Tip Always check your work for content/coherence, vocabulary, readability, and task
fulfillment.

Activity 17

The response below has formatting and paragraph problems. Make any necessary formatting
corrections and show where you would create paragraph breaks. For an extra challenge, fix any
specific problems related to grammar, vocabulary, sentence structure, and tone.

Having moved into your building recently I was under the impression that there was a no-
dogs rule.

However, each evening I can hear a dog barking in the next apartment and I am write to ask
for your help with this. This is ridiculously unacceptable. Some nights I am awakened at
2:00 a.m. by the barking, and I find it challenging to focus at work the next day.

I am a doctor, it is important that I am always at my best for my patients. This building is
near to my work, and also chose it specifically for the no-dogs rule, as I had problems in
my previous apartment with dog noise. My badly sleeping was beginning to affect my work,
and now the situation isn’t any better since I’'m having the same problems.

I know dogs are part of people’s family, but would like you to sort out this problem. I'm
not looking for a rent decrease. As this would not resolve the situation, but maybe I could

move to another apartment away from the noise, or the person next door could move to

another apartment. 187 words
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LEARNING FOCUS « Steps for completing Task 2
« Choosing Option A or B

 Stating your opinion

« Supporting your opinion
e Selecting ideas

« Organizing ideas

« Using sentence variety

« Improving your work

KEY CHALLENGES « Understanding the situation and the two choices
e Quickly making a choice that you can write about
- Explaining why this choice is best for you, and perhaps for others in
the situation
« Providing valid reasons to justify your choice
« Including supporting details for each reason
« Persuading the reader with a logical, well-written argument

In Writing Task 2 you are given background information about a survey
question, two choices, and some specific instructions. Look at the
infographic on the next page to learn more about these parts of the task.
Before you start planning and writing, use the information in the description
and instructions to decide on the approach, content, and tone of your
message. Your purpose for Task 2 will always be the same: to express your
position on the topic clearly and justify your choice with valid reasons.
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‘ Writing Task 2: Responding to Survey Questions eTime remaining: 26 minutes 0 seconds

Read the following information. @ Choose the option that you prefer. Why do
you prefer your choice? Explain the
reasons for your choice. Write about
150-200 words.

ou work in a large general retail store. Your employer hasoo Option A: | prefer a 20% discount on all products
decided to give discount cards to all its full-time employees. ot including groceries :

This will allow the staff to save money on goods in the store.
The employer is asking your opinion on two discount card
options. (> Option B: | prefer a 10% discount on all products,

including groceries.

o | prefer Option A because

Discount Cards Survey

5 words

Check survey title for information about topic.
Make sure you understand the situation.
Watch your time! Make your choice within first minute or two.

Choose one as quickly as you can. Leave time to plan and write your response.

ORCECRONC

Start with clear statement of your choice.
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Steps for Completing Task 2

Read the instructions on both sides of the screen carefully. The two options and specific
instructions on the right side of the screen are only half the story; you must understand the
situation on the left side in order to make an informed choice and provide convincing reasons.

Activity 1

The list below gives all the steps for completing Task 2—but it is out of order. Number the
steps to show how you should work through Writing Task 2. The last step has been completed
for you.

# STEPS TO COMPLETE TASK 2

Write and organize your response.

Scan the right side for specific information about the task and the two options.

Quickly decide which option you will write about.

Scan the left side to find the role, audience, and situation for the task.

Quickly create an outline.

Skim the instructions to get a general idea of what you need to do.

7 Edit and improve your response.

Activity 2

Read the instructions for the Discount Cards Survey on page 81 and select the correct
answer choices in the chart below.

RASP: KEY INFORMATION

IN THE TASK ANSWER CHOICES
INSTRUCTIONS

ROLE:13m - - a) aworker ina l?lg st?re.
| b) the employer in a big store.

AUDIENCE: My reader(s) is/ a) the employees.

5 <A b) my boss.
a) 20% discount for everything except food or 10%
SITUATION: I must choose discount on everything including food.
between . . . b) 20% discount on groceries or 10% discount on
groceries.
PURPOSE: My response a) clearly explain the reasons for my choice.
should. .. b) clearly explain why I want to save money.

82



Writing: Unit 8

- Tip AUDIENCE: In Task 2, you may sometimes be required to write to a specific person
(e.g., “your manager”), in which case you should include a short greeting. In other cases,
you will be writing to a larger organization (e.g., “the city council”), in which case there is
no need for a greeting.

Activity 3

Read this response to the Discount Cards Survey question and answer the question below.

Thank you, manager, for this 20% discount on all products! I just bought a new
house and I need to purchase a lot of furniture for my house.

Right now I only have a dining table with four chairs and a bed frame. I was going to
slowly purchase all the things I need over the coming year, but with this discount I can get
things faster. I need a firm mattress, a 50” TV and a 3-seater sofa. I hope I can get a loveseat
to match my sofa too.

All T can think about is getting my new house set up. It will be exciting for me once I

buy all the things I need, and then I'll have a house-warming party. This will make me very

happy! 130 words
Select each statement below in which the test taker followed the task instructions:
O She wrote as an employee at a big store. O She explained her choice.
O She wrote to her employer. O She gave several reasons for her choice.
O She made a choice between the two O She wrote 150-200 words.
options.

Choosing Option A or B

You may be tempted to write about the option you personally prefer, but this isn’t always the
best strategy. Use these guidelines to help you choose between the two options in Task 2:

« Try to quickly list at least three clear reasons to support each option (supporting
reasons).

 Think of at least one good reason not to choose each option (reason against).

o Make sure your supporting reasons and your reasons against are factual, not
emotional.

Which option did you find it easiest to write reasons for? That is the option you should write

about. Before you start your response, try to list some useful vocabulary to support that
viewpoint.
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« Each option is equally acceptable.
« Your personal viewpoint shouldn’t be the main reason for your choice.
« Choose the option that you can justify with logical and well-supported reasons.

Activity 4
1. Refer to the Discount Cards Survey on page 81 and complete the following activity.
Complete the chart below by listing supporting reasons, reasons against, and vocabulary.

OPTION A OPTION B
| prefer a 20% discount on all | prefer a 10% discount on all
products, not including groceries. products, including groceries.
Supporting | « Excellent savings « Benefits most employees since
~Reasons ) many of us buy our groceries here
Reasons . « Larger discount on other items
Against would be appreciated
Vocabulary | « Greater savings « Daily needs
« Household items « One-stop shopping
.  Struggling to make ends meet

2. How many supporting reasons did you list for each option?

Option A Option B
O 1 O 1

When writing about your choice, try to remain objective—that is, try to base your writing on
facts rather than feelings. If you have strong personal feelings about the option you choose,
avoid overly emotional language. Your goal is to provide a convincing argument based on
strong supporting details. Work on including precise and descriptive words and phrases.
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@ Activity 5

Compare these two paragraphs from responses to the Discount Cards Survey and then answer
the questions below.

A. We all have to buy food every week, and therefore I choose Option B. It’s totally
obvious that every single employee of this company will be forever grateful to you for this
opportunity to buy all our groceries cheaper. Just think of how happy my children will be
when I bring them their favourite treats every week! It would be idiotic for us to take a
larger discount on non-food items only—honestly, who can imagine not choosing a way to

provide more food every week.

B. Food is a necessity of life, and therefore I choose Option B. With this discount
on all products, especially food, we can benefit from convenient one-stop shopping. All
employees can efficiently and affordably provide for the daily needs of ourselves and our
families. We can shop right after work and have more time to rest and relax, resulting in

more productive employees. Some of us may even experience less stress at home because

we will be able to provide the things our family members need.

1. Paragraph A contains overly emotional language, resulting in an inappropriate tone.
Select the phrases that make this explanation unsuitable:
O We all have to buy food every week.
O 1It’s totally obvious that every single employee of this company will be forever
grateful . ..
It would be idiotic . . .
... take a larger discount on non-food items only
Honestly, who can imagine . . .

OQ0O0

2. Paragraph B makes five main points and uses an appropriate tone. The five main points
are:
« Everyone needs food.
« Employees can buy everything they need in one place.
« Employees can shop after they finish their shift.
« Employees will have more leisure time.
+ Employees will be more productive at work.

What makes these points persuasive?
a) Each one presents factual information.
b) They are each about food.
¢) They show how much the writer cares about his family.
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@ Activity 6

Look at the new Task 2 question and fill in the chart below.

‘ Writing Task 2: Responding to Survey Questions Time remaining: 26 minutes 0 seconds , g
. @ Read the following information. @ Choose the option that you prefer. Why do

you prefer your choice? Explain the
reasons for your choice. Write about

Parking or Bike Lane Survey 150-200 words

You live in an old neighbourhood in the city where cars can
park on both sides of the street. Recently, cyclists have asked
the local government to replace the parking spaces on one
side of the street with a bike lane. This means that cars can

© Option A: | think the city should replace parking
spaces on one side of the street with a bike lane.

park on only one side and only bikes can use the other side. O Option B: | think the city should keep parking
The government has asked you to respond to an opinion spaces on both sides of the street.
survey.

Type your respanse here.

4 words

OPTION A OPTION B
Replace parking spaces on one side of Keep parking spaces on both sides of
the street with a bike lane the street
Supporting | e o
Reasons e °
Reasons o o
Against
V(}cabulary ® °
Test Practice

Write a response to the Parking or Bike Lane Survey question. Give yourself about half an hour
to complete this activity. Justify your choice with logical and well-supported reasons. You can
compare your response to the Level 12 responses in the Answer Key.
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Stating Your Opinion

Your Task 2 response should have a clear statement of your opinion within the first few
sentences. Look again at the Parking or Bike Lane Survey task on the previous page, and read
the following two samples.

From my perspective, it makes good sense to exchange parking spaces for a bike lane on
all the streets in our neighbourhood. This will impact positively on the residents of our

neighbourhood for three reasons. First of all . . .

I think the city should replace parking spaces on one side of the street with a bike lane.
This makes good sense and will benefit many residents for the following three reasons. To

start with . ..

Both examples clearly state the writer’s opinion at the beginning and inform the reader that
there will be three supporting reasons, but there is one difference. The first writer paraphrased
her option choice by using her own words. The second writer, on the other hand, failed to
rephrase Option A when stating his opinion. By repeating the wording from the question, this
test taker has missed an opportunity to demonstrate his range of vocabulary.

Ideally, your statement of opinion should include these two features:

« A phrase indicating that you are about to express your opinion
« Arestatement of the option you have chosen

Activity 7

1. Look at the two examples above and copy the phrases each writer has used to show they
are going to state their opinion:

a)
b)

2. Look at the two examples above and copy the way each writer restated the option from
the survey:

2)
b)

/’

Tip It is acceptable to make up statistics or evidence to support your opinion in the
CELPIP Test. If you do this, try to make it sound believable. You can also support your

opinion by claiming to be an expert on the topic through experience or education.
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Supporting Your Opinion

You need to support your opinion with logical reasons, relevant information, and perhaps an
example or story that strengthens your viewpoint.

Check that each idea you have chosen directly supports your choice by asking yourself these
questions:

« How does this idea provide evidence or support for my opinion?
« What details can I add to develop this idea?
« How relevant are these details to my opinion on this topic?

Look at the Coffee Payment Survey question below and read the first paragraph from a sample
response that follows.

Writing Task 2: Responding to Survey Questions Time remaining: 26 minutes 0 seconds
@© Read the following information. @ Choose the option that you prefer. Why do

you prefer your choice? Explain the
reasons for your choice. Write about
150-200 words.

Coffee Payment Survey

The office manager is surveying your opinion about the
company providing hot drinks, such as tea and coffee, in the
kitchen for all staff. The company could collect $15 each
month from each person, or each person could contribute $1 O Option B: | would like to pay $1 each time | have
for each cup. The office manager asked you to complete an tea or coffee.

opinion survey.

O Option A: | would like to pay $15 each month.

Type your response here.

.

4 words

I would like to pay $1 each time I have tea or coffee. I love tea and I am very happy that the
company will do this for us. This means that I can enjoy tea whenever I want and this will
make me feel so good. Drinking tea at the office will make me feel appreciated and will help

me relax. And this will make me a more productive worker.
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There is one main problem with this paragraph in terms of how the writer supports her
opinion:

« The writer has not provided any direct support for her choice.

The ideas in this paragraph all support how much the writer likes tea and how she feels that
drinking tea will make her a better employee. While this is a good point, it is not relevant to
why she wants to pay $1 per cup instead of $15 per month. This response, therefore, will lose
points for Content/Coherence and Task Fulfillment (see the four categories for scoring on page

50).

The writer could improve her opening paragraph by adding more relevant ideas to support her
opinion, such as these:

« I have a hot drink at the office just once or twice a week.
« Iknow that most of the employees rarely buy a coffee or tea.

Each idea provides strong support for why paying $1 per cup is a better choice by showing that
most employees, including the writer, are probably spending under $10 per month.

Additionally, keep in mind that this writer simply repeats her chosen option in her response,
without paraphrasing it. If she had used different words here, she could have better
demonstrated her range of vocabulary.

One useful tool for deciding on an option and listing ideas to support your opinion is a mind

map. A mind map is a visual way of organizing ideas. The main idea is usually in the middle,
with branches leading to supporting ideas. Here is an example of a mind map for Option A.

Reduced Cost

Creates a community

feeling

ﬁ

Pay;151

Easier than paying
month

every time

Better than going
to a coffee shop
every day

Paying separately is
inconvenient
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Activity 8

Use the mind map below to list ideas to support Option B. Try to come up with at least four
ideas.

QQ

B i

Pay $1 each
time | have
tea or coffeee

Once you have a list of ideas, select the ones that provide the strongest support for your
opinion. You should include at least two main ideas in your response, and provide good
supporting details for each one. It is not advisable to include more than three main ideas
because you will not be able to support each one effectively.

Tip Watch for ideas that are too similar. If your ideas are very closely related, it might

seem as if you have just one idea in your response.

Selecting Ideas

Once you have decided which option to write about and thought of some good supporting
reasons, work on preparing a coherent response. When organizing your work, eliminate poor
supporting ideas; they may weaken your response.

Work towards having about four reasons to choose from. Depending on how you choose
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Option A or B, these may be in a mind map or in point form on your notepaper. Use these
guidelines to help you choose your ideas:

« Make sure each idea directly supports your opinion.

« Choose ideas that aren’t too similar.

« Select two or three ideas with good supporting details.

o Think of at least two details to support each idea if you can.

Look again at the ideas in the mind map for Option A on page 89. Here is the thinking
behind how one test taker might choose his three strongest points.

REASON FOR OPTION A TEST TAKER'’S THINKING

Reduced cost

“I can prove that I will save money by showing how I would
have to spend at least $1 per day on the other plan. Then I can
talk about how others who drink this much will also like this
plan.”
« Costs about $20 per month if we buy one cup per day
« Cold Edmonton winters: most employees have more hot
drinks and spend more

Easier than paying every
time

to the next topic and even the first topic, so I probably won’t

“Many people don’t carry cash nowadays. I can say that some
employees may not be able to buy a tea or coffee when they
want to if they have no money. Hmm, this seems closely related

use it.”

Paying separately is
inconvenient

“I'll write about the convenience of paying just once a month
and how frustrating it could be if employees need cash every
time we want a coffee (Option B). This topic could be more
interesting than the related one above.”

« Idon’t carry cash.

« One monthly payment is more convenient.

« I can have coffee whenever I want if I don’t have to pay

each time.

Better than going to a
coffee shop every day

“This idea seems related to the first one about cost. I would
have to compare the cost of goingto a coffee shop to this
payment plan and I think it might be repetitive, so no point in
using it.”

Creates a community
feeling

“I can focus on how the monthly payment plan helps us all feel
treated equally by the company.”

« Everyone is treated the same.

« Everyone can benefit.

« Employees will socialize in the coffee room regularly.
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Now that the test taker is thinking more carefully about his ideas, he is able to provide better
details to support the best ones. In the list below, notice that the ideas that seem similar to
other stronger ones have now been left out.

OPINION: Pay $15 each month.
IDEA 1: REDUCED COST
« Costs about $20 per month if we buy one cup per day
« Cold Edmonton winters: most employees have more hot drinks and spend more
IDEA 2: PAYING SEPARATELY IS INCONVENIENT
« Encourages people to use the plan regularly
» Monthly plan removes possibility of feeling penalized for not having cash
« Supports regular socialization
IDEA 3: CREATES A COMMUNITY FEELING
« Fosters a sense of community
« Encourages participation
« Increases socialization at work, which could improve productivity

Activity 9

Look at the mind map you made for Activity 8 on page 90. Select the three best ideas and list
supporting details for each of them.

OPINION: Pay $1 each time I have tea or coffee.

IDEA 1:

Tip Choose ideas or reasons that directly support your opinion and for which you can
think of relevant supporting details.

Organizing Ideas

You now need to put your two or three best ideas into a logical order. When you take the time
to do this, the reader will be able to follow your ideas easily and understand how they are
related. Once again, here is the test taker’s original order of ideas, presented in the order he
thought of them.
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OPINION: Pay $15 each month.
IDEA 1: REDUCED COST
« Costs about $20 per month if we buy one cup per day
« Cold Edmonton winters: most employees have more hot drinks and spend more
IDEA 2: PAYING SEPARATELY IS INCONVENIENT
» Encourages people to use the plan regularly
« Monthly plan removes possibility of feeling penalized for not having cash
« Supports regular socialization
IDEA 3: CREATES A COMMUNITY FEELING
« Fosters a sense of community
« Encourages participation
« Increases socialization at work, which could improve productivity

To organize his ideas more logically, our test taker decides to start with his last idea because
he feels it will grab the reader’s attention. He has also noticed that one point in his last idea
(increases socialization at work) links to a detail (supports regular socialization) in his
paying separately idea. Our test taker quickly reviews his details and changes the order in the
paying separately idea to create more logical support. He feels it makes sense to end with the
reduced cost idea because this presents a simple mathematical reason for why the monthly
plan makes better sense and is a tidy way to complete his argument. His notes now look like
this:

OPINION: Pay $15 each month.
IDEA 1: CREATES A COMMUNITY FEELING
« Fosters a sense of community
« Encourages participation
« Increases socialization at work, which could improve productivity
IDEA 2: PAYING SEPARATELY IS INCONVENIENT
« Supports regular socialization
« Monthly plan removes possibility of feeling penalized for not having cash
« Encourages people to use the plan regularly
IDEA 3: REDUCED COST
 Costs about $20 per month if we buy one cup per day
« Cold Edmonton winters: most employees have more than one hot drink per day and
spend more

Our test taker is satisfied that his ideas and details are in a logical order. Now that he is ready
to draft his response, he can focus on his writing skills because he has already decided what he
will write about and how to organize his ideas.

Tip You may be able to improve your score by including one or two sentences about why

the other option isn’t a good choice.
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Test Practice

Go back to your notes from Activities 8 and 9 for Option B. On a piece of notepaper, put your
ideas and details into a logical order. Using your notes, write your own response. Compare your
response to the Level 12 responses in the Answer Key for both Option A and Option B.

Using Sentence Variety

A good writing response features sentences that vary in length and type. Using a combination
of simple, compound, and complex sentences helps writers indicate which ideas are more
important and how ideas are related to each other. Writers who use different types of sentences
have a better chance of expressing their ideas smoothly and achieving a higher level of
coherence.

This chart provides a quick review of the key grammar terms we need to use when we talk
about sentence variety.

Example

Independent | A group of words with a subject and a verb [ like coffee.
Clause that expresses a complete thought and can
be a sentence.

Dependent | A group of words with a subject and averb | because I like coffee
Clause that does not express a complete thought
and is not a complete sentence.

Simple A sentence that has only one independent I like coffee.

Sentence clause. Juice is good for my health.
Compound | A sentence that has two or more I like coffee, but juice is
Sentence independent clauses. better for my health.
Complex A sentence that has one independent clause | When I learned that juice
Sentence and at least one dependent clause. is better for my health, I

stopped drinking coffee.

Compound- | A sentence that has at least two independent | I like coffee, but I gave it up
Complex clauses and at least one dependent clause. because juice is better for
Sentence my health.
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Using Short and Simple Sentences

Refer again to the Coffee Payment Survey question on page 88. Then look at this paragraph
from a response.

P e A ey e S TN

I would like to pay $15 per month. I drink a lot of coffee at work. Other people drink a lot
of coffee or tea as well. It helps keep us awake. It helps us get things done. Most of us have
at least one cup of coffee or tea each day. There are at least 20 days of work in a month.
The $1 per coffee option would cost each of us upwards of $20 a month. The $15 per month
option would be cheaper. It would encourage people to drink more coffee. Drinking more
coffee would boost overall productivity. I hope our company will offer the $15 per month

option. It would allow us to save money. We could also work harder.

A e ST N N W

This writer relies completely on simple sentences. Since each simple sentence presents one
idea, it is challenging for the reader to know which ideas are more important.

Using a Variety of Sentence Types

Look at the edited response below to see how the writer could improve this paragraph.

J""\W"\*\A

I would like to pay $15 per month. Like everyone else, I drink a lot of coffee at work. It
helps keep us awake and get things done. Most of us have at least one cup of coffee or tea
each day, and there are at least 20 days of work in a month; therefore, the $1 per coffee
option would cost each of us upwards of $20 a month. In contrast, the $15 per month
option would not only be cheaper, it would encourage people to drink more coffee, thus
boosting overall productivity. In view of these factors, I hope our company will offer the
$15 per month option, which would allow us to save money and work harder.

i A S ¢

Notice how this writer uses a variety of linking words and phrases (in blue) to express how
each idea relates to the one before or after. This helps the reader know which ideas are most
important. In addition, the changing sentence length and structure helps the reader stay
interested and involved.

You can use conjunctions and linking words or phrases to show how the next idea relates to
the one you just wrote about. See the chart on the next page for several different categories of
linking words and phrases.
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CONTRAST
to start with, similarly, although
in addition, likewise, on the other hand,
moreover, similar to on the contrary,
another/also just as in contrast to
lastly,/finall correspondingl conversel
RESULT REASON EXAMPLE
as a result, because for example,
consequently, since for instance,
therefore, SO such as
due to so that namely,
accordingly, in order that including
Activity 10

For each set of sentences below, create one compound or complex sentence using several
conjunctions and/or linking words and phrases. You may make small grammatical changes

(word form, adding or taking away a few words, etc.) so long as you don’t change the meaning,

The first one has been done for you.

it follows that ‘than by and results in
because which since when
and as a result because

1.

2.

Most employees drink two coffees a day.
They work 5 days per week.
They pay $10 per week for coffee.

Since most employees drink two coffees a day and work § days per week, it follows that they

pay $10 per week for coffee.

I would like to pay $15 per month.

It is more convenient.

I don’t need to pay with cash.

It can be irritating to pay each time.
This may distract us from our work.
We may worry about having cash.




4. It will reduce my coffee expenses.
It will help me save money.
I consume a lot of coffee every day.

Writing: Unit 8

5. This plan makes coffee and tea affordable.
It increases social interaction for the staff.
It will make the employees happy.

Activity 11

Now you will practice linking simple sentences within the context of a response to Task 2. Read
the response on the next page to the Parking or Bike Lane Survey question, and complete the
response by selecting a suitable linking word or phrase from the chart.

@ Read the following information.

Parking or Bike Lane Survey

You live in an old neighbourhood in the city where cars can
park on both sides of the street. Recently, cyclists have asked
the local government to replace the parking spaces on one
side of the street with a bike lane. This means that cars can
park on only one side and only bikes can use the other side.
The government has asked you to respond to an opinion
survey.

Writing Task 2: Responding to Survey Questions

Time remaining: 26 minutes 0 seconds ({248

@ Choose the option that you prefer. Why do
you prefer your choice? Explain the
reasons for your choice. Write about
150-200 words.

O Option A: | think the city should replace parking
spaces on one side of the street with a bike lane.

(> Option B: | think the city should keep parking
spaces on both sides of the street.

Type your response here,

4 words

|
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that consequently when although
as a result for example because
similarly to start with another

I believe that replacing parking spaces on one side of the street with a bike lane is more

convenient.

[1] , I am sure that most residents would agree [2] maintaining
parking lanes on both sides of the street is a waste of space [3] there are few
visitors in our residential neighbourhood. [4] , many of our residents aren’t
drivers and [5] they don’t need to park on the street.

[6] key factor is safety for cyclists, [7] the majority of Calgarians
don’t think about this. Many of our residents are cyclists and [8] , We are
concerned for our well-being [9] cycling in our neighbourhood. Installing

a bike lane should reduce the possibility of accidents involving cars and bicycles.

[10] , I recently heard about a car accident on my street which claimed a life.

Let’s put safety before convenience. Let’s put people before cars! I look forward to having

bike lanes in our neighbourhood soon.

Tip Using only long, complex sentences can be a mistake! Sometimes using short, simple
sentences is an effective way to emphasize a key point, as shown in the last paragraph
above.

Improving Your Work

In Writing Task 2 you need to write a persuasive argument to support your opinion. You also
need to pay attention to other things including your vocabulary choices, format, tone, register,
grammar, spelling, punctuation, sentence variety, and word count. There are many things to
think about during the Writing Test, and it is difficult to get them all right on the first try!
Devoting a few minutes to reviewing your response and making it better before your task time
is up can actually make a difference.
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When you review your work during the test, keep in mind the Writing Checklist from Unit 7
(this is repeated on the next page), and add these questions for Task 2:

« Have I expressed my opinion clearly?
« Have I provided at least two logical reasons to justify my choice?
« Have I supported each reason with relevant details?

Activity 12

Look again at the Discount Cards Survey question below and answer the questions about the
sample response.

you prefer your choice? Explain the
s Bl Ene reasons for your choice. Write about
150-200 words.

You work in a large general retail store. Your employer has - :

_ ; , ; h <  Option A
decided to give discount cards to all its full-time employees.
This will allow the staff to save money on goods in the store.
The employer is asking your opinion on two discount card
options. & Option B: | prefer a 10% discount on all products,

including groceries.

: | prefer a 20% discount on all products,
not including groceries.

Type your response here.

4 words

Wnﬂng Tusk 2 Respondmg fo Suwny Questions Time remaining: 26 minutes 0 seconds
i fiua b g AU LTSRS S 5—1..u‘_4ra..;._ 5 ik n;....m:Lm R e R R L L R e 0
@ Read the following information. @ Choose the option that you prefer. Why do

Hi,

The first thing is I am really thankful to you for giving me a discount offer and time to
choose from two. I want to choose the 10% discount on all products, including groceries.
The main reason to choose this option is that I have a large family. My mom and dad live
with me and I have three kids. I have a lot of family nearby. On weekends lots of people
come to my home. My wife really likes to invite family for lunch or dinner and she wants to

serve them homemade food. I need a lot of food.

I checked my shopping bills from the last three months. My food bill is more than other
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purchases. The kids eat a lot of food so we buy food every day. I think this is more
important than other products. We need other products just once in a while, so give me

10% discount on all products.

162 words

Thanks a lot.

1. When this test taker reviews his response, will he answer “Yes” or “No” to each of these
questions? After you answer, read the explanations in the Answer Key.
a) Have I expressed my opinion clearly?
b) Have I provided at least two logical reasons to justify my choice?
¢) Have I supported each reason with relevant details?

2. Look at the Writing Checklist and think about this response. Which answers should be
HND?J?

CELPIP WRITING CHECKLIST

1. Is my meaning clear?

2. Are the ideas organized logically?

3. Have I rephrased key ideas?

4. Have I chosen descriptive and precise words and
phrases?

5. Is my format correct?

6. Do my paragraphs make sense?

7. Have I used different sentence types and lengths?

8. Are the tone and register appropriate?

9. Have I used connecting words and phrases to
connect ideas?

10. Is each sentence complete?

11. Have I minimized spelling, grammar,
punctuation, and wording mistakes?

12. Have I written 150-200 words?
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Activity 13

Here is a higher-level response for the same test question. Answer the questions and read the
explanations in the Answer Key.

I would prefer the 10% option as I do all my shopping including groceries over the year
from yours company. Working it out over a twelve month period for me to take the 20%
discount which does not include groceries would mean that i would either be purchasing
my groceries from another store at a higher cost to myself. Which when you think if i
accept the lower percentage on all products including groceries I would be saving quite
a reasonable amount financially and that your company would still be making an annual
profit through my continued purchasing within the store.

I feel it is better for both you as a company and myself as a customer to have a smaller
percentage over the whole range of products than a higher percentage on all products

except groceries. I look forward to a continued customer employer bond that will continue

for many years 151 words

1. Which things does this test taker handle well?
a) Vocabulary
b) Sentence variety
¢) Tone and register

d) All of the above

Now go back to the response and fix the three big problem areas of format, capitalization and
punctuation, and reasons. Try to fix problems with sentence structure as well. Then check your
response with the edited version in the Answer Key.
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READING - UNIT 1

Activity 1
1 2. A 2. C

Activity 2
1. Specific information
Explanation: To answer this question, you need to look for a particular detail in the message: what happened
in October.
2. General meaning
Explanation: To answer this question, you need to quickly read over the message to get a general
understanding of what the writer’s main purpose is.

3. Inferring

Explanation: To answer this question, you need to draw conclusions based on what happened to Judith.
Judith has stated that she won’t be taking any more vacations with SunTime, so choices (a) and (b) are
wrong. It is unlikely that knowing the name of the tour guide will satisfy Judith, so choice (d) is not a logical
option. Choice (c) makes sense because Judith will probably feel satisfied if she gets some money back
along with an apology.

READING - UNIT 2
Activity 1

1. 11 minutes

2. 3 sections

3. 11 questions

4. Roughly 45 seconds

Activity 2A

1. Tracey 6. B

2. Janice 7. A

3. A 8.D

4.C 9. Tracey is Janice’s employee.

5.B 10. Tracey is requesting a leave of absence from work.
Activity 2B

1. B

Explanation: The phrase on the first line, “glad to hear,” indicates that the author is happy about what he has
heard. “Holiday” is mentioned later on this line, so it is likely that the author is glad that the reader is going
on holiday.

2.D

Explanation: The first paragraph starts with “difference between motels and hotels,” which indicates that
the author will be discussing the differences in this paragraph. Also, key terms like “prefer a motel” and
“instant exit” indicate reasons for a preference between the two. Note, however, that it is unclear whether
this preference is the author’s or the reader’s.

3.D

Explanation: The second paragraph starts with the imperative statement “do some research,” and this is
followed by “where to stay.” This indicates that the author wants to give some suggestions. He has included
key terms like “websites,” “travel guides,” and “written reviews,” which means he is suggesting that the
reader go to those resources for more research. Towards the end of the paragraph, you can see key terms
like “complaining,” “bedbugs,” and “unclean bathrooms”—these indicate that the writer is warning the
reader against possible problems that he needs to be aware of.

Activity 3
1. Option (a) is the correct answer because the repeated phrase “ground floor” (see Lines 2 and 5) tells us
that most motels only have one floor. While the things in the other options are referred to in the text, none
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of them are correct because the specific aspects of options (b), (¢), and (d) are not mentioned.

2. You should be able to determine option (¢) is correct by first locating the word “managers” on Line 7,
which tells you that the information you need is nearby. The phrase “a five-star rating means the highest
quality” relates strongly to answer choice (c).

3. This paragraph contains information about amenities that the hotel has to offer, and the extra fees that
may be charged for these amenities. In the final sentence of the paragraph, Marcel recommends that his
friend call the hotel or motel directly for additional information. From this, you should be able to determine
option (a) is correct. “Make inquiries” has a similar meaning to “additional information,” while the other
options do not match the information given in this paragraph.

Test Practice

1. A 4. B 7.D 10. D
2.C 5. A 8.C 11. D
3.C 6.D 0. A

READING - UNIT 3

Activity 1A

1. traditional (see Barbara’s Best Bakery, point 1)

2. voted (see Olia’s Online Occasions, point 1)

3. reasonable (see Theresa’s Tastiest Treats, point 5)

4. guaranteed (see Wanda’s Wonderful Weddings, point 1)
5. unbeatable (see Theresa’s Tastiest Treats, point 1)

Activity 1B
1. Barbara’s Best Bakery
2. Wanda’s Wonderful Weddings
3. Theresa’s Tastiest Treats
4. Olia’s Online Occasions
5. Theresa’s Tastiest Treats

Activity 1C
1. Wanda’s Wonderful Weddings—they offer vegan, nut-free, and gluten-free options.
2. Barbara’s Best Bakery—they use red roses and ribbons.
3. Olia’s Online Occasions—they will follow the theme of your choice.
4. Theresa’s Tastiest Treats—they state they have reasonable prices but they don’t give any examples.

Activity 1D
1. Olia’s Online Occasions: voted most popular; offers tastings; themed cakes.
2. Wanda’s Wonderful Weddings: serves 25-50 guests, which is good for a small guest list; vegan, nut-free,
and gluten-free cheesecake would work for their families’ dietary needs.

Activity 1E
1. B
Explanation: The key word here is “gluten-free.” The cheesecake made by Wanda’s Wonderful Weddings is
the only option that mentions this term, so “cheesecake” must be the correct answer.
2.D
Explanation: The key terms here are “July,” “topping,” and “lemon cake.” Strawberries ripen in the
summer, and berries are a possible topping for the lemon cake made by Theresa’s Tastiest Treats, so “local
strawberries” must be correct.
3.C
Explanation: The answer is likely not Theresa’s from the previous question, and Barbara’s Best Bakery
seems to serve the largest number of people. Therefore, “Barbara’s” must be correct.
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4.D

Explanation: Barbara’s appears to be the only bakery that uses roses; therefore, “Barbara’s Best Bakery” is
correct.

5. D

Explanation: Alice’s previous statement was about Barbara’s Best Bakery. It is now being compared to a
“themed cake.” For a comparison like this, “On the other hand,” fits most appropriately.

6. A

Explanation: Alice mentions Alan near the beginning of the message. Since the subject is wedding cakes,
“Alice’s fiancé” is the most likely answer.

7. B

Explanation: Near the beginning of the message, Alice mentions that her mother has researched wedding
cakes already and has made “a list of four cake possibilities.” Since the rest of Alice’s message discusses
these four possibilities, it is likely that Alice thinks her mother has been helpful.

8. B

Explanation: Alice only briefly mentions themed and gluten-free cakes, and no decisions seem to have been
made yet. She does, however, state her preference for strawberries, so this is likely the answer.

Activity 2
1. C
Explanation: The sentences before and after the blank indicate that Sam has visited the driver’s license
website (diagram), but some details are unclear and he needs help.
2. B
Explanation: 1 know that Sam has a driver’s license from another province, but it is no longer valid; by
following the diagram, I can tell that he needs to visit his nearest Drive Ontario office.
3. A
Explanation: This blank likely still refers to the author’s driver’s license, which is no longer valid. According
to the diagram, the author should visit the nearest Drive Ontario Office, but there is no mention of fees.
4. G
Explanation: Looking at the previous sentence, I understand that Sam’s wife has a driver’s license from a
different province, and it is still valid. I look at the diagram and see that she has to fill out a form.
5. D
Explanation: Sam expresses how difficult he has found the website, and he doesn’t think this is an
information portal because not all the information he needs can be found on the website.
6. D
Explanation: Sam indicates that his wife has a valid driver’s license from another province. By following the
diagram, I can tell that she needs to fill out “License Exchange Form 55-2H.” However, Sam also notes that
he is having trouble finding this form. Therefore, the agent would likely include a link to this form in their

response
Activity 3
1. E 3.B 5.C
2.D 4. A
Activity 4
7 D

Explanation: Sam did not find all of the information that he needed on the website. He is emailing to
request more information.

v' ...please send us the required information.
v" Subject: Questions
v' ...but some details are unclear to me.
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Activity 5
1. Tone: disappointed
Clues: “I cannot believe” = shock, questioning; “failed” = disappointment
2. Tone: proud, excited
Clues: “congratulations,
3. Tone: grateful
Clues: “appreciate”
4. Tone: ecstatic, excited
Clues: “best day,” “thrilled”
5. Tone: sad, angry, or disappointed
Clues: “why,” “hurtful”

»

Activity 6
8. A
Explanation: Sam is frustrated at the lack of information on this website.

v I would recommend this chart be updated soon. ..
v/ ...but some details are unclear to me.
v' It is difficult for me to view this as an “information portal,” ...

READING - UNIT &
Activity 1

Topic: Informational interviews

Activity 2
1. A 2.B 3.C 4. B

Activity 3
v' Informational interviews allow people to learn about a particular field.
v" The purpose of informational interviews is to gather information.
v Employees share their view of the job, the environment, company, and qualifications with people
interested in the field.

Activity 4
1. B
Explanation: The main idea of Paragraph B is getting ready for an informational interview, so this is where
I'll start. 'm sure that “informed questions” is a key phrase in this statement, so I look for this phrase or
a synonym in Paragraph B. I find the key words “research” and “asking questions” in Sentences 1 and 2.
Sentence 2 is a paraphrase, so I choose “B.”
2. E
Explanation: It’s not clear which paragraph I should focus on. I eliminate Paragraph A because it’s about
how informational interviews are different from job interviews. The key word here is “resumé,” and it
could be mentioned in Paragraphs B, C, or D given the main ideas of those paragraphs. I scan the other
three paragraphs for the word “resumé” or synonyms such as “curriculum vitae” or “CV.” Since I'm a good
scanner, I quickly see that the word “resumé” and likely synonyms aren’t there. Therefore, I answer “E.”
3.D
Explanation: The key words in this statement are “expectation” and “job offer,” so Ill look for these in the
text. I'll also look for synonyms such as “want” and “employment.” I’'m not sure which paragraph to start
with, so I'll start at Paragraph A and work my way down. In Paragraph D, I see “job seeker should definitely
not ask for employment”—this is a paraphrase of the statement, so “D” is correct.
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4. A
Explanation: I see that this statement is a comparison, so I'll look for key words like “similar,” “different,”
and “compare” in the text. I know that the main purpose of Paragraph A is to give a basic description of
an informational interview, so I’ll start there. I see “differ” in the second sentence, but it’s discussing
something else, so I'll move on. The bottom two sentences discuss job interviews and informational
interviews respectively, describing the differences between the two. Therefore, A is the correct answer.

&

Explanation: This statement focuses on “appearance.” I know that Paragraph C discusses how to present
yourself in an informational interview, so this is likely the correct choice. In support of this, I see that the
first sentence mentions “presentable attire.” This is a synonym for an appropriate “appearance,” so C is
correct.

6. D

Explanation: 1 know that you “follow up” about something after the conclusion of an event. I remember
that Paragraph D talks about the end of the informational interview, so I’ll start there. A “courtesy” is a
polite act, so I'll look for this word and its related synonyms (e.g., “gesture”) in this paragraph. I see “nice
gesture to send a short email” as well as “token of appreciation,” therefore I know that D is correct.

A

Explanation: The key phrase here is “references,” so I'll look for that, as well as its synonyms “contacts”
and “former employer.” I don’t have any clear paragraph for this, so I'll start at the top. I quickly scan the
message and see that none of these terms are present, therefore E is correct—the statement isn’t present in
any of the paragraphs.

8. C

Explanation: The key phrases in this statement are “personal contact,” “beneficial,” and “later.” I'll look for
these in the text, as well as synonyms like “connection,” “good,” and “future.” I quickly scan the text from
the top, and I see that Paragraph C discusses how “positive impressions” make “connections” easier in the
“future.” Therefore, C is correct.

9. E

Explanation: This statement focuses on “company,” “sets up,” and “job seeker’s request.” When I scan
the text, I'll also look for synonyms like “employer,” “start,” and “ask for.” I know that Paragraph A gives
background about informational interviews, so I’ll start there. I don’t see anything about who sets up the
interview here, so I'll move on to the next paragraph. Paragraphs B, C, and D don’t mention this either, so
the answer must be E—this statement isn’t mentioned in any paragraph.

Activity 5A
) 4. 7. H 10.B
2. G 5.K 8.D 11. F
3. L 6.C 9.E 12. 1
Activity 5B
1.B 3.A s.D

2. E 4. G



Answer Key

Activity 6

PARAGRAPH A PARAGRAPH B
Main Idea: The people who made the discovery Main Idea: The Burgess Shale

+ 2012 e Has fossil remains of earliest animals
« Fossil discovered e Mostly soft-bodied, lived in oceans

e Canadian Rockies e In Yoho National Park, BC

e 500 million years old

« Royal Ontario Museum
The rock was submerged then

« University of Toronto

PARAGRAPH C SARAGRAPHD |
Main Idea: About Siphusauctum gregarium .Ivlam‘ Ideas: Importance of discovery OR What makes
1t unique

« About 20 cm long
» Tulip-shaped body
o Small disc attaches to floor

e Other discoveries are related to existing creatures
e Siphusauctum gregarium had a unique feeding

e 4 system
« Lived on sea floor e Fed on particles filtered from water
« Found about 1,000 e Important discovery

e Shows animals then more diverse than we thought

Test Practice

1. A 4.D 7B
2. C 5.C 8. E
3. E 6.E 9.D

READING - UNIT 5
Activity 1

1. Fact

Explanation: Even though the statistics in this sentence refer to the future, “reported” is used when stating
facts. Therefore, this sentence is a fact.

2. Fact

Explanation: “Verify” is used when confirming a fact, and Lucinda Maxwell isn’t introducing any opinion in
this sentence; therefore, this sentence is a fact.

3. Fact

Explanation: The mayor is not expressing an opinion on anything; this is supported by the use of “state,”
which is typically used when describing facts. Therefore, this sentence is a fact.

4. Opinion

Explanation: The politicians are strongly suggesting that the government should take a certain action—
nothing is definite yet. In addition, “assert” is a way of strongly indicating one’s opinion; therefore, this is an
opinion sentence.

5. Fact

Explanation: The article in this sentence is simply describing events in the past—no opinion is being offered.
The verb “demonstrated” supports this. Therefore, this is a fact.

6. Fact

Explanation: “Disclose” is commonly used when offering facts about a situation. This is supported by the
rest of the sentence, which describes events in the past. Therefore, this sentence expresses a fact.

7. Opinion

Explanation: “Argue” is a key indicator that what follows is an opinion. In this sentence, the mayor’s critics
are giving their opinion about his bike-friendly approach to traffic.

8. Fact

Explanation: “Realize” typically indicates that a person is learning a piece of information, not offering an
opinion. This is supported by the rest of the sentence, where Lucinda Maxwell learns facts about other
countries; therefore, this sentence expresses a fact.

9. Opinion

Explanation: The key word here is “believe”; this verb indicates that the environmentalists have no actual
facts about the situation; instead, they are offering an opinion.

10. Opinion

Explanation: In this sentence, Gregor Robertson is giving his opinion about something that will occur in the
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future; he cannot prove this as fact. Moreover, “insisted” is commonly used when one is expressing a strong
opinion.

11. Opinion

Explanation: The word “contends” indicates that Kelly Wong is giving her opinion on this topic.

12, Fact

Explanation: The subject of this sentence is “numbers”; since numbers can’t offer opinions, this sentence is

a fact. This is supported by the word “indicate,” which is commonly used to state a fact.

Activity 2

1. C

Explanation: The use of the word “believes” identifies this statement as an expression of Robertson’s
opinion. In Line 7, you learn that “the city government insists that eliminating affordable parking zones will
benefit the public.” “Insists” is also a word that is used to express an opinion. As mayor, Robertson leads the
city government, so you can conclude that he thinks the removal of “inexpensive parking spaces is good for
the public.”

2. A

Explanation: The word “assert” is used to express an opinion, so you should look in the text for a

statement related to the car owners’ opinion. In Line 5, “car owners contend that” higher parking costs

are “unacceptable and unaffordable.” Here, “contend” is also used to introduce an opinion. You can
therefore conclude that car owners think they should have “access to affordable parking.”

3.C

Explanation: The word “feel” is used to introduce the cyclists’ opinion. The phrase “cyclists feel that” has a
similar meaning to “cycling enthusiasts believe that,” found in Line 10. If you look more closely at this part
of the text, you can see that “there is no solution in sight yet for this disagreement” is a paraphrase of “there
is no obvious resolution for this problem.”

4. A

Explanation: Here the word “confirms” is a signal that this statement expresses a fact. In Lines 3-4,
Robertson “stated that the city will be . . . raising the cost of residential parking permits by 750%.” In this

case, “stated” is used to introduce a fact. Option (a) summarizes this 750% increase by saying the cost of
parking permits “will rise significantly for downtown residents.”

Activity 3

The correct answer is (a): Population Growth: Should We Be Alarmed?

Activity 4
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i B

Explanation: Farzi’s viewpoints are given in Paragraph 1, so focus your search here. Pay attention to negative
words and phrases such as “raising fears,” “exceed the carrying capacity,” “rapid depletion of . . . resources,”
and “escalation in war, famine, . . .” Farzi is quoted in Sentence 3, saying that if the population keeps
increasing, there will be too many people and not enough resources—which is a bad thing. Now look at your
answer choices. Only one carries a strong negative meaning: “dismal.” Since none of the other answers fit as
well, this is your best choice.

2.C

Explanation: Gupta’s views are explained in Paragraph 2. Everything he says reinforces his opinion that
there are too many people in the world. Terms such as “above sustainable levels,” “overpopulation,”
“limit population growth,” and “catastrophe” communicate this viewpoint, and the answer is clearly given
in Sentence 3: “We have to implement population control methods . ..” which is very close in meaning to
answer (c¢). Note that the ideas in the other three answers are not mentioned in Paragraph 2.

3. C

Explanation: The first sentence of Paragraph 3 tells us that Kelly Wong’s viewpoint will be very different
from those of Farzi and Gupta, which implies that answers (a) and (d) can probably be eliminated. We learn
in Sentence 2 that Wong feels population growth is slowing down, or “levelling off.” Next, Wong talks about
how fewer people now want to have children. This is the “changing values” in answer (c).



Answer Key

4. A

Explanation: Lucinda Maxwell’s views are in Paragraph 4, so search here for the answer. A quick skim of
this paragraph tells us that “consumption” is a key word, since it is used four times. “Consumption” and
“consumed”—from answer (a)—are in the same word family, so answer (a) could be correct. Nothing
comes up when you scan the paragraph for key ideas in the other three answers, which makes answer (a)
more likely. Sentence 4 paraphrases answer (a), so that is the correct answer.

Activity §
6. A 8. A 10. C
7 9. A
Activity 6
1. Salt
2. Many people will find these clues extremely helpful:
v’ grainy element
v" food consumption, food preservation
v" white granular substance
v

this seasoning found on most dining tables

Some people may find these clues useful as well:
v" it has even been used as currency
v" essential to people

v’ major revenue source

Activity 7
1. A 3.B 5.B
2. B 4.0
Test Practice
1.D 4. C 7. A 10. D
2. B 5.D 8.D
3.B 6.D 9.B
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WRITING - UNIT 7

Activity 1
GREETING

OPENER

3 BODY
PARAGRAPHS

CLOSER

SIGN-OFF

Activity 2A

Dear Building Manager,

[LINE SPACE]

I am writing to make a complaint about a problem that I am currently experiencing
in apartment 214. ’'m sure you are aware of the no-dogs policy in the building. Over
the last week I have heard a dog barking at various times throughout the day; however,
it is loudest and most disturbing at night. I think that it sounds like the dog is in the
apartment next door to mine.

[LINE SPACE, NEW PARAGRAPH]

If you could arrange to make a visit to the apartment during the daytime, I am sure you
will see that there is a dog kept in the apartment, and then you could have a discussion
with the renters about the dog’s removal.

[LINE SPACE, NEW PARAGRAPH]

I would be grateful for your action on this matter as soon as possible, as it is disrupting
my sleep and my family’s sleep as well. If this problem isn’t resolved soon, I’'m afraid
that I’ll have to contact the local bylaw office.

[LINE SPACE]

Sincerely,

Negative Tone Positive Tone

Sarcastic

Aggressive

Respectful

Optimistic

Pessimistic

Critical

Helpful

Enthusiastic

Insulting

Angry

Co-operative

Understanding

Arrogant

Defensive

Complimentary

Sincere

Activity 2B
Opener/Closer

Email Component

Closer 1. Thank you in advance for dealing with this issue. Appropriate
o 2. I am very sorry to bother you with a small problem Inappropriate
pener :
related to a cute little dog.
Opener 3. I have an issue that ’'m hoping you can solve. Appropriate
4. I request that you make sure this dog stops being a Inappropriate
Closer ‘
disturbance today.
5. I expect to hear from you today with a satisfactory Inappropriate
Closer : . SRR '
solution to this unbearable living situation.

1. (Appropriate)

2. I am very sorry to bother you with a small problem related to a cute little dog.

Explanation: Unnecessary adjectives have been used in this sentence—“very,” “small,” “cute,” and “little”
are redundant here. Instead, you could say: “T am sorry to bother you about a problem related to a dog.”
3. (Appropriate)

4. 1 request that you make sure this dog stops being a disturbance today.

Explanation: This sentence is too direct and negative. You could soften it like this: “Could you please make
sure the dog is taken care of today?” Adding “please” here also makes the request sound politer and more
appropriate,

5. I expect to hear from you today with a satisfactory solution to this unbearable living situation.
Explanation: This sentence is too direct and negative. You could make it less demanding and negative by
saying: “I hope to hear from you today with a possible solution to this situation.”

10
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Activity 2C
1.C
Explanation: The writer has a request and wants the reader to speak with the tenant about his dog. (a) is too
positive and (b) is too direct and demanding. (¢) is the most appropriate.
2. B
Explanation: The writer has a request and wants the reader to deal with the problem. (a) is too assertive and
direct. (c) sounds too demanding. The sentences need to be softer; therefore, (b) is the best option.
3.A
Explanation: (b) and (c) have used an overly negative tone to describe the dog. (a) has used an appropriate
tone.
4. A
Explanation: The writer is expressing his interest in finding a solution to this problem. (b) is too direct and
needs to be softened. (¢) sounds too demanding. The best option to express his willingness in this matter is
(a).
5. B
Explanation: The writer wants to express his appreciation in advance for the help he hopes to receive. Both
(a) and (c) sound a bit demanding; (b) has the most appropriate tone.
6. A
Explanation: The writer wants to inform the reader of the pet policy in the building. (b) is too direct and
needs to be softened. (c) is also too direct and is implying that the reader should have already learned about

the pet policy.

Activity 3
1.C 2.B 3.0 4. B

Activity 4
1. A
Explanation: “Dear Mr. Jackson,” is formal, but not overly formal. This is the standard Greeting for emails
when we are writing to someone we don’t know in a formal situation. “Hey Mr. Jackson,” is too informal
and almost disrespectful because of the colloquial term “Hey.” “Respected Manager of 239 Oak Street,”
is overly formal and awkward, and would never be used by a native English speaker. “To Whom It May
Concern,” is cold and old-fashioned; most Canadians no longer use this expression unless they don’t know

the recipient and can’t find any other appropriate Greeting.

2.D

Explanation: This answer is factual. The writer explains who he is and why he is writing, without being
emotional or accusing. This is a good lead-in to an explanation of the problem and puts the reader in a
receptive frame of mind. (a) is inappropriate because it is demanding (“you really must help me”) and
overstated (“unbearable problem”). (b) provides some useful information (by giving the street address) but
the description of the problem leads the reader to question the credibility of the writer. “Massive hairy dog”
is a somewhat ridiculous description, and how the dog looks isn’t relevant. “Barks endlessly every single
night” sounds like it is probably an exaggeration. (¢) sounds desperate (“I have no idea what I’m going to
do”) and may cause the reader, again, to question the writer’s credibility.
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Activity A
Greeting Explanation
This is informal and would only be used between friends or people with
INF | Hey! whom you are very familiar. The use of an exclamation mark further
supports this.
The combination of “Dear” and “Mr.” would only be used in a formal
F Dear Mr. Snow, A
situation.
Although “Dear” is commonly used in formal contexts, the use of the
B | Dear Jack, first name, “Jack,” allows this greeting to be used in both formal and
informal situations.
IA | Dude! This is far too informal to be used in an email; it is inappropriate.
IA | Your Eminence, This is far too formal to be used in an email; it is inappropriate.
E To Whom It May This is a formal greeting that might be used if you do not know the
Concern, recipient’s name.
Body Explanation
IA | You obviously don’t care. | This statement is too accusatory; therefore, it is inappropriate.
B 4l Bl o thaak you '_I'he language here is quite neutral and could be used in both formal and
informal contexts.
With
F th respect to the “With respect” and “aforementioned” are both very formal terms.
aforementioned problem,
_ The language here (remembering a past event) is fairly informal
INF ﬁnithen i o and would probably only be used between friends or long-time
acquaintances; therefore, it is informal.
. I would like to draw your | “I would” and “draw your attention” are commonly used in more formal
attention to situations.
: : The language here is quite neutral and could be used in both formal and
B | Have you noticed that informal contexts,
Sign-off Explanation
Abbreviations like this (“talk to you later”) are commonly only used
INF [ TTYL : - .
between friends; this is very informal.
B | Tak _ The language here is quite neutral and could be used in both formal and
e care, : _ |
informal contexts.
This term is informal and would only be used between friends or people
INF | Hugs! with whom you are very familiar. The use of an exclamation mark
further supports this.
F | Regards, This sign-off is typically only used in formal situations.
F Sincerely, This sign-off is typically only used in formal situations.
IA | Yours most graciously, This is far too formal to be used in an email; it is inappropriate.
Activity 5B
1. Hey!
2. Have you noticed that
3. TTYL
4.D
5. B

12

6. Angry, Critical
Please note that this is an example of a type of response you would not want to write on a test. The register
is too informal and the tone is far too critical. This message will likely make the reader upset.



Answer Key

Activity 6

Purpose of Message  Suggest a general plan for the trip and ask for each team member’s opinion.

Opener I've been asked to organize our upcoming business trip to Toronto.

Point 1 1. Destination city
2. Business conference
3. Visit clients

Point 2 1. Dates away
2. Departure time
3. Arrival time

Point 3 1. Flight details
2. Hotel name and address
Point 4 1. Ask for each member’s opinion
2. Give “reply by” date
Closer ‘Thank you in advance for your quick reply.
Activity 7

SAMPLE 1 (192 words)
Dear Team,

I am touching base with you in order to discuss our trip to Calgary at the beginning of next month to meet
our colleagues at ABC Inc. The meeting has been scheduled from December 1 to December 4. I feel it is best
to depart from YVR airport on the Tuesday evening after work. Our Air Canada flight leaves from Terminal
2 at 7:40 p.m. and arrives in Calgary at 10:15 p.m. local time. We have been booked into the Fairmont Hotel
on Main Street, downtown Calgary, which is only a 5-minute walk from the offices of ABC Inc. Taxis will
take us from the airport to the hotel.

Meetings will last the duration of Wednesday and Thursday. One set meal has been arranged with ABC

on Wednesday evening at Cardero’s restaurant beside the hotel. As for Thursday evening, if anyone has
suggestions for dining or other activities, do let me know. We will have a brief meeting on Friday morning,
before leaving for the airport to catch a 2:10 p.m. flight back to Vancouver.

Please advise if anyone has any suggestions they would like to add.

Kind regards,
Rory

SAMPLE 2 (201 words)
Hi Team,

After much investigation I have formulated a plan for our upcoming trip to Edmonton for the business
conference. As we know, this runs from Tuesday, September 8th, until Thursday, September 10th, and we
are scheduled to be on site from 9:00 a.m. to 5:00 p.m. every day.

Because of the early start and the distance to Edmonton, I have booked seats on a direct flight from Victoria
to Edmonton on the evening of Monday, September 7th, leaving at 5:45 p.m. and arriving at 10:35 p.m. I
would also like us to fly back on the night of Thursday, September 10th, and have made reservations on a
7:50 p.m. departure that gets us back into Victoria at 9:50 p.m. that night.

I have rooms on hold at the Fairmont in downtown Edmonton, as we have a long-standing business
relationship with them, and the hotel is only a 10-minute cab ride from the conference. As well as this they
provide a breakfast buffet from 6:30 a.m. every day and have an award-winning restaurant on site. Lunch is
provided at the conference.
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If anyone has any queries or suggestions about this plan, please do not hesitate to contact me.
Regards,

Greg Beazley

Activity 8

L457 8: 11, 12
2. Travel times; Asking for their opinion

3. Here is one way to fix the problems in this response. Note that the word count for this response is 163 words long.

Dear Team Members,

As you are all aware, we will be travelling to Calgary this November for a series of meetings. I have been
directed to take charge of the trip, so I am writing to share our travel plans and business goals.

We will be attending the annual meeting for residential realtors and meeting individually with four of the
biggest Calgary real estate companies while we are there. We depart on November 24 at 5:50 p.m. on Westjet
719 and return on November 28, flying out at 8:30 a.m. and heading directly to the office upon our return.

In Calgary, we’ll be staying downtown at the Palliser Hotel. This is one of the oldest buildings in the city
and it’s a four-star hotel, so we will be very comfortable and we’ll be able to access local transportation very
easily.

Please get back to me within a week and let me know how you feel about this plan.
With best wishes,

Jake Harkness

Activity 9A

1.B

Activity 9B

114

LA

Explanation: The writer’s original sentence essentially repeated the task instructions. Although this isn’t
incorrect, the writer could better demonstrate the range of his vocabulary by paraphrasing the situation like
this.

2.C
Explanation: The writer’s original sentence was quite repetitive; there is no need to repeat “watch” twice in
the sentence. This version is more concise.

3.%4.B
Explanation: In the original email, the writer repeated himself in the last two sentences. For more
conciseness, these sentences could be combined. The addition of “phone or text me” also adds more detail.



Answer Key

Activity 10A
General Nouns Specific Nouns/Noun Phrases General Nouns Specific Nouns/Noun Phrases
session
fitness lesson watch band
class ; ok band
weight training course watch strap
meditation course
s fitness centre
watch ;‘ﬂﬂP}ﬁzh gym leisure centre.
stwa T health club
studio grandparent
area change room person grandmother
practice space grandfather
Activity 10B
Common Descriptive Adjectives/ Common Descriptive Adjectives/
Adjectives Adjective Phrases Adjectives Adjective Phrases
deep crimson highly significant
red scarlet important essential
ruby of great consequence
| nowhere to be found
lost | completely vanished last
missing | | :
very costly thoroughly miserable
expensive pricey sad truly unhappy
high-priced gloomy
Activity 10C

Weak Verbs

Strong Verbs/Verb Phrases

Weak Verbs

Strong Verbs/Verb Phrases

misplace believe
lose completely lose track of think suppose
be unable to find assume
come across .
find get back get get a hold of
§°C inl bonch vt have in my possession
call give me a call have N Y P
phone me
Activity 11

7. has great sentimental value

8. final gift

9. I'll be visiting

10. next week

11. As I hope you can see

12. contact me as soon as you possibly can

1. took a spin class

2. I realized right away

3. I had somehow forgotten
4. stow it safely away

5. hot yoga studio

6.1s hidden away
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Activity 12

First in a series of actions

to begin with
first

meanwhile
when

at 2:00 (clock time)

in 2 weeks (number of
minutes, days, weeks,
months, years)

first of all
firstly

Actions happening at the same time

during
while

next year (or week or
month)
3 hours later

Last in a series of actions

finally
lastly

in the end
ultimately

Action that comes after another action

after that
then

suddenly
unexpectedly

after
next

Actions at a specific time Unexpected action

without warning
all of a sudden

Activity 13
1. to begin with
2. at 2:00 p.m.
3. after

4. next

Activity 14A
1.E
2. G

Activity 15
1. because
2. For instance,
3. so that
4. Although

Activity 16
1.C

Explanation: There are a number of clear capitalization and punctuation errors here, including lowercased

5. meanwhile

6. the next morning
7. before

8. suddenly

o U
%

5. In order to
6. As well as
7. Similarly,
8. If

® N
L N

letters at the beginnings of sentences, and incorrect end punctuation for sentences.

D

Explanation: This response contains a run-on sentence, as well as some fragments and short sentences that

could be improved by expanding them or joining them to longer sentences.

2.A

Explanation: Some readers may find . . . I have a problem with your building.” too direct/assertive. It could
be improved by adding more detail and formal language. For example, “. . . I am writing about a problem I’ve

been experiencing in my apartment in the hope that you can help me resolve the situation.”

C

Explanation: In addition to being too direct, “how come” is also too informal. This statement could be
improved like this: “Why is it that this neighbour owns a dog in an apartment building with a clear no-dog

policy?”
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3. All corrections are shown in blue.

Good day,

I am John, one of your tenants, and I have a problem with your building. Every evening when I am relaxing,
watching television, or eating my dinner, I hear a dog barking in the next apartment, This is distracting,
especially at night when I am sleeping. I am writing you an email because I do not want my neighbours to
get mad at me when I talk to them about their dog. Could you speak to the tenants in the next apartment
about this, and remind them that dogs are not allowed in the building?

I wonder how a dog owner ended up living here, since this building has a no-dog policy? How come one of
my neighbours has one? Please understand I’m not a dog hater. I just want some real privacy and silence at
night.

Can you visit my neighbour tomorrow and explain that dogs aren’t allowed in the building? Maybe you can
help them decide what to do about their dog.

Hoping for your kind actions,
John Parkdale

Although further changes could be made to this response, for more consistent tone and additional detail,
only the clear grammar and punctuation mistakes are shown here. These types of mistakes are often the
easiest to identify and correct as you’re checking your work near the end of your response time.

Activity 17
This version has been vevised to include basic formatting and paragraphing corrections. It is 192 words long.

Dear Sir,

[LINE SPACE]

Having moved into your building recently, I was under the impression that there was a no-dogs rule.
[LINE SPACE, NEW PARAGRAPH]

However, each evening I can hear a dog barking in the next apartment and I am write to ask for your help
with this. This is ridiculously unacceptable. Some nights I am awakened at 2:00 a.m. by the barking, and I
find it challenging to focus at work the next day.

[LINE SPACE, NEW PARAGRAPH]

I am a doctor, it is important that I am always at my best for my patients. This building is near to my work,
and also chose it specifically for the no-dogs rule, as I had problems in my previous apartment with dog
noise. My badly sleeping was beginning to affect my work, and now the situation isn’t any better since I'm
having the same problems.

[LINE SPACE, NEW PARAGRAPH]

I know dogs are part of people’s family, but would like you to sort out this problem. I’'m not looking for a
rent decrease. As this would not resolve the situation, but maybe I could move to another apartment away
from the noise, or the person next door could move to another apartment.

[LINE SPACE]

Sincerely,

[LINE SPACE]

Raji Hundai

This second version has been revised to include better wording, grammar, and a more appropriate tone. It is now
199 words long.

Dear Sir,
Having moved into your building recently, I was under the impression that there was a no-dogs rule.
However, each evening I can hear a dog barking in the next apartment and I am writing to ask for your help

with this. This is a very difficult situation for me. Some nights I am awakened at 2:00 a.m. by the barking,
and I find it challenging to focus at work the next day.
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Since [ am a doctor, it is important that I am always at my best for my patients. This building is near to my
work, and I also chose it specifically for the no-dogs rule, as I had problems in my previous apartment with
dog noise. My poor sleep was beginning to affect my work, and now the situation isn’t any better since I'm
having the same problems.

I know dogs are part of people’s families, but I would like you to sort out this problem. I’'m not looking for
a rent decrease, as this would not resolve the situation, but maybe I could move to another apartment away
from the noise, or the person next door could move to another apartment.

Sincerely,

Raji Hundai
WRITING - UNIT 8
Activity 1

Steps to complete Task 2

#
6 | Write and organize your response.
Scan the right side for specific information about the task and the two options.

3

4 | Quickly decide which option you will write about.

2 | Scan the left side to find the role, audience, and situation for the task.
5 | Quickly create an outline.

1 | Skim the instructions to get a general idea of what you need to do.

7 | Edit and improve your response.

Activity 2
1.A 2. B 3. A 4. A

Activity 3
v She wrote as an employee at a big store.
Explanation: She writes “Thank you, manager, for the discount,” and this tells us that she is an employee
at a store.

v" She wrote to her employer.
Explanation: Again, her use of the word “manager” in the first sentence tells us who she is writing
to. Note: addressing a specific person is acceptable in this case; however, depending on the task
instructions, you won’t always need to do this.
v" She made a choice between the two options.
Explanation: She doesn’t talk about the other option, but she clearly states which discount she wants.

O She explained her choice.
Explanation: This writer does not provide a convincing explanation because she gives us only one

reason, and that is not enough.

O She gave several reasons for her choice.
Explanation: This writer gives just one reason for her choice, which is that she wants to buy furniture for

her house. All the details provide support for this one reason, but the details are simply a shopping list.
O She wrote 150-200 words.
Explanation: She writes just 130 words.



Answer Key

Activity 4
1. There are many possible answers. Here are some examples.
OPTION A: | prefer a 20% discount on all OPTION B: | prefer a 10% discount on all
products, not including groceries. products, including groceries.
Supporting |« Excellent savings « Benefits most employees since many of
Reasons » Makes many things affordable us buy our groceries here
o Benefits homeowners making major e Reduces cost of living for those buying
purchases groceries here
« Supports employees in improving quality |« Makes groceries more affordable
of life « Employees’ families benefit regularly
Reason « Food essentials won’t be as affordable « Larger discount on other items would be
Against appreciated
Vocabulary |«  Greater savings e Daily needs
e Household items ¢ One-stop shopping
 Homeowners » Struggling to make ends meet
» Not food-oriented o Equitable
» Clothing « Necessities of life

2. The number of reasons you find to support each option will vary. You may end up choosing Option B
because it can be difficult to come up with good reasons supporting a discount that doesn’t include

groceries. Everyone needs to buy groceries.

Activity §
1.

v"It’s totally obvious that every single employee of this company will be forever grateful . ..

v It would be idiotic. . .

v" Honestly, who can imagine.. . .

2. A

Activity 6
1. There are many ways to complete this chart. Here is one example.

OPTION A: Replace parking spaces on one OPTION B: Keep parking spaces on both

side of the street with a bike lane sides of the street
Supporting [« Many houses have garages, driveways » Will reduce congestion and traffic jams
Reasons o Paved areas can be used for parking e Most families have two or three cars

» Makes cycling safer for cyclists « Reduces double-parking incidents

« Encourages people to use transit instead |e Increases revenues since we can charge

of cars for parking

Reason o Residents want extra parking for visitors | No bike lanes causes accidents for
Against cyclists
Vocabulary |« resident convenience e double parking

» out of necessity » traffic congestion

e demographics « parking revenue

e safety measures e cycling accidents

Test Practice
OPTION A
This Level 12 response is 196 words long.

As an avid cyclist and a long-time resident of this neighbourhood, I think a bike lane makes a lot of
sense for our streets.

First of all, most houses in the neighbourhood have their own garages and driveways which offer plenty
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of parking. Most residents park on the street for convenience, not out of necessity. There are also plenty
of paved, unused spaces which could be better utilized as parking lots. Charlotte Street and Morgan
Street are already frequently used by cyclists in order to avoid traffic on main roads. And parking on
both sides combined with the absence of bike lanes has already caused a few accidents to cyclists.

Second, the resident demographic is changing, as a lot of young professionals are drawn to the old
architectural charm our neighbourhood offers. Most of them commute by bicycle, and the streets are
already proving perilous for them. So, taking into account the evolving demographic in the area, and
the fact that cyclists are already using these streets despite the lack of bike lanes, I think the city should
take measures toward their safety by adding bike lanes. I hope my opinion will be considered. Thank
you.

OPTION B
This Level 12 response is 191 words long.

While I do sympathize with the cyclists’ position of seeking to attain a bike lane as an avid cyclist myself,

I would still prefer to keep the current parking arrangements. As it is now, there are currently no other
parking alternatives in the immediate vicinity, as the closest available parking is at least a mile away.
Therefore, unless the government is willing to demolish an existing structure to erect a parking facility

to accommodate the motoring public, then I would strongly urge them to leave the existing parking
arrangements in place. In addition, it should be noted that the existing parking arrangement is insufficient,
as each household is only permitted parking for one vehicle. Therefore, with this constraint in mind it
would be extremely difficult on the motoring public if there were further parking restrictions.

If I may, I would like to suggest to the government that instead of disrupting the current parking situation,
that they should instead reserve 4 feet from the end of the right parking lane for the cyclists. This would
satisfy both the motoring public that needs parking and the cyclists that need safer means of commuting.

Activity 7

1. From my perspective,
[ think

2....exchange parking spaces for a bike lane on all the streets in our neighbourhood.
... replace parking spaces on one side of the street with a bike lane.

Activity 8

Here are some ideas you could use to support this opinion:

OPINION: “Pay $1 each time I have tea or coffee.”

SUPPORTING IDEAS:

This plan reduces trash because people are likely to waste the drinks if they are free.

The other option encourages over-consumption of caffeine, which is bad for our health.
The other option may result in employees spending too much time in the coffee room and not
enough time working.

Different employees drink different amounts of coffee and tea, so this is the only fair way.
I have only a few hot drinks per week, so this is more affordable.

Most employees here prefer cold drinks.

One dollar is a very fair price.

One dollar is much less than we would pay at a coffee shop.

Activity 9
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Here is one example of how you could choose and develop your ideas:
OPINION: “Pay $1 each time I have tea or coffee.”
POINT 1: THE OTHER OPTION ENCOURAGES OVER-CONSUMPTION OF CAFFEINE
e People would feel free to have numerous cups each day.
e This would result in too much caffeine for some people.
e Drinking too much caffeine could have a negative impact on some employees’ health, social
interactions, and work productivity.
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POINT 2: DIFFERENT EMPLOYEES DRINK DIFFERENT AMOUNTS OF COFFEE AND TEA
e Some people will benefit, but others will lose money.
e This could create antagonism amongst the staff.
e It’s not a fair plan for everyone.
POINT 3: I HAVE ONLY A FEW HOT DRINKS A WEEK
e [Ill be spending $2-$3 per week.
e ['ll save money.
e Other employees who don’t enjoy hot drinks will also save money.

Test Practice
OPTION A
This sample Level 12 response is 192 words long.

I think paying $15 per month for unlimited hot beverages is clearly a better option. Dividing the cost equally
among employees fosters a sense of community and encourages participation, which has the indirect
benefit of increased socialization—a longstanding tradition, a community-building experience, and a
recognized factor in workplace productivity.

Paying $1 per drink assesses an increasingly stringent penalty for frequent use, which discourages use of
the service. An unfortunate byproduct of such a plan could be reduced socialization, the benefits of which
I’ve already discussed. As such I fear that the second option could remove the need for a “hot drinks”
service altogether.

My choice is also motivated by arithmetic, though. I feel I should state this explicitly. A standard month

is thirty days with four weekends and one holiday, for twenty-one total business days. The first plan

costs less than the second if each employee consumes one hot drink per working day. Now consider that
Edmonton’s winter temperatures remain at -20°C for weeks, and below 0°C for six months of a typical year.
Given our climate, I suspect most employees drink more hot beverages than that. I know I do.

OPTION B
This sample Level 12 response is 178 words long.

In relation to the recent survey that has been circulated about the tea and coffee payment policy, I wish

to pay $1 per hot drink. My reason is that I imagine it will encourage me to be more aware of just how much
caffeine I am consuming in the workplace. Also, I believe that I will be more economically sensible with this
option as opposed to choosing to pay $15 a month.

I have found that in situations where I am granted unlimited tea and coffee, my inner caffeine addict

comes to the fore and I begin to border on unhealthy daily doses! Paying a dollar a drink will serve as a
means to discipline myself in this regard as it really is unnecessary to drink so much caffeine. Besides, if the
urge really does take me, a more economically viable solution would be for me to bring my own flask of tea
from home in the mornings.

I appreciate being asked for my preference on this matter. I look forward to a healthier future with the
company!

Activity 10

1. Since most employees drink two coffees a day and work five days per week, it follows that they pay $10
per week for coffee.

2. I would like to pay $15 per month because it’s more convenient than paying with cash.

3. It can be irritating to pay each time; as a result, we may be distracted from our work when we’re
worrying about having cash.

4. This will reduce my coffee expenses, which will help me save money because I consume a lot of coffee
every day.

5. By making coffee and tea affordable, this plan increases social interaction for the staff and results in
happier employees.
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Activity 11
1. to start with 4. similarly 7. although 10. for example
2. that 5. consequently/as a result 8. as aresult/consequently
3. because 6. another 9. when

Activity 12

1. a) YES. See Paragraph 1, Sentence 2.

b) YES. I explain that I want Option A so I can buy food for my large family (Paragraph 1), and then I
write about the cost of groceries (Paragraph 2). However, since my two reasons are somewhat
related, I wasn’t able to separate them as effectively as I would have liked.

¢) YES. Each reason includes several good supporting details.

2. “No” answers for the following: #3, #4, #7, #8, and #9
#3. When stating his preference at the beginning, this test taker copies directly from the prompt. After
that, he uses the same key words repeatedly (choose, food, family, bill, products) without rephrasing
them.
#4. See the explanation for #3. This writer should have tried to find more precise words when repeating
key ideas.
#7. There are too many simple sentences in this response.
#8. The salutation and sign-off are much too informal for this situation. In addition, the last sentence
seems rude and would benefit from adding “please” before “give me.”
#9. There are many places in this response where the writer could have used joining words to create
longer sentences and improve coherence.

Activity 13
1.D
VOCABULARY: This writer has an impressive vocabulary range and she rephrases ideas with ease. Some

examples of good word choice include “higher cost,” “lower percentage,” “a reasonable amount,” “an
annual profit,” and “continued purchasing.”

SENTENCE VARIETY: There is a nice variety of sentence types and lengths. However, there are some issues
with sentence structure that should have been fixed.

TONE AND REGISTER: This writer is using an appropriately factual tone and a formal register.

Here is one suggested version to improve this response. This response is now 178 words long and could
probably earn a Level 8-9 instead of a Level 7.

I would prefer the 10% option as I do all my shopping over the year, including groceries, over the year at

yours-company.
[LINE SPACE, NEW PARAGRAPH]
Working it out over a 12-month period, for me to-take if I took the 20% discount, which does not include

groceries, would mean-that I would either be purchasing my groceries from another store at a higher cost
to myself. Which-when you think If I accept the lower percentage on all products including groceries, I
would be saving quite a reasonable amount financially, and thatyour company would still be making

an annual profit through my continued purchasing within the store.

[LINE SPACE, NEW PARAGRAPH |

I feel it is better for both you as a company and myself as a customer to have a smaller percentage over

the whole range of products rather than a higher percentage on all products except groceries. If all your
employees take advantage of this offer, your company will certainly benefit from increased sales.
Given that you employ hundreds of people, this should significantly increase the company’s revenue,
resulting in both happy employees and happy management.

[LINE SPACE, NEW PARAGRAPH]
I look forward to a productive customer-employer bond that will continue for many years.
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