WRITING TECHNIQUES

The following are a few hints that you can use when writing. Read them carefully and apply.

Let us set up an example, imagine that your teacher tells you:

· Write an article about one person you admire

1) Brainstorming: Antes de ponerte a escribir (“el como”) es mejor ponerse a pensar “el que”, es decir pensar que vas a decir para posteriormente pensar como vas a escribir.

2) Parts of the composition: La división principal de la composición es la siguiente:

· Introduction

· Main body (aquí se desarrolla las ideas principales de la composición).

· Conclusion

3) Topic sentence: Dentro de cada párrafo se debe introducir una frase que de alguna manera introduzca el resto del párrafo. Esto es lo que se denomina “topic sentence”, es decir, resume el tema principal de cada párrafo.

4) Linking words: Son palabras o conjunciones que nos sirven para unir ideas dentro de cada uno de los párrafos.

INFORMAL LETTERS

Paragraph 1 Why you´re writing use opening remarks

Paragraph 2, 3 y 4: Development of the topics

Final paragraph: Closing remarks

The following are expressions that you can use when writing a letter to a pen friend:

Paragraph 1

Dear ………,

Hi! How´s everything doing?

How are you?

Sorry for this reply ………..

I´m writing to you as soon as …………….

The reason why I´m writing to you ……………..

Paragraph 2, 3 y 4

We had a great time

I had so much fun

Congratulations on……………

I hope to get on well with……………

How about …………

Would you like to……………?

What about……………….?

If I were you/in your position………………

Why don´t you ……………………….

If you do this ………………

Can you think of a solution…………………..

Cheer up / don´t worry too much

I was sorry to hear that………………..

Final paragraph

Please write soon and tell me your news

Give my best wishes to ……………

Well, that´s all my news,  I´d better end now because ………………..

Say “hi” to, …………….., I´ll promise to come over soon

I hope that my advise  helps

Let me know what happens

Please write me back as soon as you can

Closing remarks

Lost of love,

Best wishes,

Write soon,

Yours,




DESCRIPTIONS

People
Main parts of the division:

· Introduction: General information when, where, how you met that person.

· Main body: describe his physical appearance, personal qualities and hobbies. (*)

· Conclusion: comments, opinions, of the person.

(*) Physical appearance from general (height, build, age) to specific information (eyes, hair, nose, etc.).

personal qualities: support your descriptions with examples, use mannerisms:

· Referring to the way they speak e.g.: he whispers when he speaks.

· Describing the gestures they use e.g.: she moves her hands constantly.

· Mentioning a particular habit.

Places, and buildings

Main parts:

· Introduction: name, location, and the reason you chose.

· Main body: describe the main aspects of it.

· Conclusion: your comments, feelings, etc.
Useful sentences:

It´s located / situated 

in the south ………… (of)


on the south coast of


in the centre / heart / middle etc. of…………

Objects

(page 54 y 55)

When describing an object you may take into account the following adjective order:

· OPINION

· FACT: 

SIZE




AGE




SHAPE




PATTERN




COLOUR




ORIGIN




MATERIAL



FORMAL LETTERS

· Formal greetings: Dear ……, 

· Introduction

· Main body

· Conclusion

· Formal endings: 




Your faithfully, (if you don´t know the person´s name




Your sincerely, (if you know you are talking to)

a) Application letters:

a) I´m ……

b) Main body: age, present job/studies, qualifications, experience, skills.

c) Closing remarks: More important information you consider relevant. (photocopy pag 28 y 29)
Present simple for personal qualities

Past simple for past experiences

Present perfect about recent work / studies

b) Letters of complaint: (page 30)

