AW1: Purpose and Type of Writing; Formal and Informal Style; Vocabulary and Spelling Issues

1: Function and Form
Everything people say or write has its function and form. In the following task, focus on the FUNCTION first. Match the two halves of the sentences and decide where they are likely to be found. 
	A
	B
	Where?

	1

Dear Sir or Madam,

With reference to your advertisement in yesterday's New York Times,
	a) I would like to apply for the position of…


	A PAPER IN CONFERENCE PROCEEDINGS

	2

Strikes won’t beat us. Londoners use
	b) bikes, buses… and scooters to battle to work
	ANGRY CONVERSATION

	3

A law student was found guilty
	c) D’ya think I ain’t got nothing to do?
	COVER LETTER

	4

Everyday low prices. Why pay more?
	d) fields are nowadays estimated to be solvable by differential techniques (mostly the finite element method).
	JOB ADVERT

	5

Hugo Boss UK are currently recruiting
	e) in nine years, since The Correction. It is a masterpiece of US fiction.
	NEW YORK TIMES BOOK REVIEW

	6

London tonight. Rather cloudy
	f) in the London area. The following opportunities are available: Store Managers, Assistant Managers, Full and Part-Time Sales Advisors.
	NEWSPAPER ARTICLE

	7

Freedom is Jonathan Franzen’s first novel
	g) Sainsbury’s Milk £ 1.53 each or any 2 for £ 3.
	NEWSPAPER HEADLINE

	8

More than 90 % of problems associated with electrostatic 
	h) to London Wall – gas mains replacement. Alternative bus  route via Lombard Street and Clements Lane.
	PRODUCT ADVERTISEMENT

	9

Old Broad Street closure from Winchester Street
	i) with a chance of rain later. Max 18 °C, min 11 °C.
	PUBLIC NOTICE



	10

Whadya want? 


	j) yesterday of murdering his father and burying his body in the garden.
	WEATHER FORECAST


What helped you decide on the function of the sentences in the previous exercise? Obviously, it was not only the meaning of the sentences, but also the form. 

Remember that in a good piece of writing, the form must match its f______________.

The form you choose depends on your target a______________ and p______________. 

2: Important Terms in Writing

Look at the statements on the left and complete them with appropriate terms on the right. Choose from this list: audience, focus, purpose, register, voice.
	Before you start writing, make sure you …

	…think of the reason why you are writing, i.e. have a…
	

	…adjust your writing to those who will read it, i.e. know your…
	

	…decide on what to include in your piece of writing based on the relevance principle, i.e. have the right…
	

	…choose an appropriate style of expressing your message, i.e. decide on formal or informal…
	

	…decide on your individual way of expressing the message, i.e. have your unique…
	


(Register may be subdivided into tree categories:

a) field – field-specific vocabulary dependent on the topic area/situation

b) mode – how language is delivered (spoken vs. written)

c) tenor – level of formality (depends on field and mode):

1. frozen style – highly formal, always used in a particular situation (I, (Bride/Groom), take you (Groom/Bride), to be my (wife/husband), to have and to hold from this day forward, for better or for worse, for richer, for poorer, in sickness and in health, to love and to cherish; from this day forward until death do us part.)

2. formal – e.g. business letters

3. neutral – we cannot decide if the text is formal or informal

4. informal (Two Stellas, please.)

5. colloquial (e.g. push up daisies)

6. slang (That book looks interesting. Let me have a butcher’s, will you? Butcher’s hook = look, Cockney rhyming)
7. vulgar)
This course will predominantly focus on formal register.
3: Politeness and Impoliteness

This task is to help you understand that register really matters. The following two letters to a managing director of a company that sells laptops. One is polite and the other one is quite rude. The two letters are mixed up. See if you can separate them. You will also have to decide on the correct order of the sentences.
Dear Sir,

1. I phoned you several times but I still have not received the laptop I ordered last October.

2. I wrote you last September to order a pink laptop.

3. Despite being assured on the phone that it had been sent, I regret to say that it still has not arrived. 

4. Every time I stop by your help desk in the mall, the sales person tells me it has been sent. They are lying.
5. I understand that it may have been lost in the post due to the national strike. 

6. I am tired of your lies.

7. I would be grateful if you could send me the laptop as soon as possible.

8. Make sure that a new laptop is sent to me immediately.

Yours faithfully,

Dear Sir,

	Polite
	Impolite

	
	

	
	

	
	

	
	


Yours faithfully,

Now let’s focus on the distinction between formal and informal style in more detail. What exactly makes the difference? Let’s compare the styles in more detail.  
4: Formal vs. Informal English

Look at the following table. Which of the two columns shows the examples of formal English? Label the columns as formal and informal. Then match the formal phrases to the informal ones.

	
	

	1. We’ll finish the job next year.


	a) Five more tests will be necessary before the experiment can be concluded.

	2. I showed that his arguments did not hold water.
	b) It has been proved that the arguments so far are without foundation.

	3. I wonder why he put up with those terrible conditions for so long.
	c) It is not clear why such terrible conditions were tolerated for so long.

	4. He’ll have to do another five tests before he can stop the experiment.
	d) It is possible to consider the results from a different viewpoint.

	5. We SHOULD look at the results in another way.
	e) The project will be completed next year.


5: What to Avoid in Formal English

On the left, you can see the informal sentences from the previous exercise. Now look at the CAPITALIZED words in more detail.  They are typical examples of expressions not suitable for a formal piece of writing. On the basis of the examples above, try to complete the summary of what should be avoided in formal written English.
	INFORMAL STYLE
	THEORETICAL BACKGROUND

	WE’LL finish the job next year.


	In a ___________________  piece of writing, the following should be avoided:

- ___________________  – do not use them. Always use full forms.

- ___________________  voice – use passive if possible. Do not use the first person. 
- ___________________  expressions and phrasal verbs.

Colloquial language, rhetorical ___________________  , and exclamations.

In a research paper, words such as: ___________________  , must, and claim should be avoided. Always consider the limited extent of your research and, when commenting on the results, use appropriate hedging. For example: “Findings in my limited study indicate that…”. In other words, try not to prove, but investigate and come to conclusions: “Perhaps the reason for this is that… This may/might/could be because… An explanation for these results could be that… It’s possible that… It might be suggested that… The results indicate/show that…”



	I showed that his arguments did not HOLD WATER. 
	

	I WONDER why he put up with those terrible conditions for so long.
	

	We SHOULD look at the results in another way.
	


Detailed Information on Aspects of Formal and Informal Language
The above was basic information on differences between formal and informal styles. Now, look at the following table giving a detailed list of formal-informal differences. 
	Aspect
	Informal
	Formal

	Use and organisation
	Preferred in spoken conversation

Unplanned, spontaneous, hesitation
	Preferred in writing

Planned, happens alone, accurate, clear

	Reader
	Family and friends
	Officials, academics, professionals

	Content
	Conversational topics
	Serious thoughts and information

	Style
	Mostly simple and compound sentences joined by conjunctions such as and or but
	Complex sentences showing considerable variety in construction

	Forms
	Short forms – contractions:

There’s…

The test didn’t show…
	Full forms:

There is

The test did not show

	Point of view
	Subjective and personal
	Objective and impersonal

	
	Asking rhetorical questions:

Why did this happen?
	Using qualifying language: 

One possible reason may be…

	Vocabulary


	Colloquial, use of slang, phrasal verbs:

Info

Dad

Guy

About, around

Like

Thing

Lots of 

Little/Big

Good/Bad

You

Take off
	Academic language used accurately:

Information

Father

Man 

Approximately

Such as, for example, for instance

Topic, issue

A significant/considerable number of

Small/Large

Positive/Negative

One

Remove

	Use of nouns and verbs
	Use of verbs:

We need to carefully consider how we apply the results.
	Use of nominal groups (noun forms):

The application of the results needs to be carefully considered.

	Phrasal verbs


	i.e. two-part verbs:

Get better

Get worse

Go up

Go on

Bring up
	Not used; one-word equivalent instead:

Improve

Deteriorate 

Increase

Continue

Raise

	Grammar
	May not always use complete sentences
	Should be error-free

	Who/whom
	Who should I send this to?
	(To whom should I send this?)

Whom should I send this to?

	Split infinitive
	He began to slowly realize what had happened.
	He slowly began to realize what had happened.

	Voice
	Use of the active voice:

In recent years, researchers have published several analyses of survey data.
	Use of the passive voice:

In recent years, several analyses of survey data have been published.


6: Informal English and its Formal Equivalents

Now, let’s practise what you have learned about formal and informal styles. Look at the column on the left. Then complete the formal equivalents on the right.
	INFORMAL
	FORMAL

	Lots of people think that fatty foods can cause a range of diseases.
	It is widely __________________ that fatty foods can cause a range of diseases.

	Oil prices are going up.
	The price of oil is __________________.

	You can’t always trust statements made by astrologers.
	Statements made by astrologers are not always __________________.

	The second thing is that most kids in that district will become drug addicts.
	The second factor is that the __________________ of children in that district may become drug addicts.

	I think that there’s a big risk of more political upheaval in the Middle East.
	There appears to be a __________________ risk of political upheaval in the Middle East continuing.

	Regrettably, the famine in Sudan led to increased poverty and illness. 
	The __________________ famine led to poverty and disease.

	Some time soon they will find a vaccine for TB.
	A TB vaccine __________________ be discovered in the next 10 years.

	What were the main causes of the Russian Revolution?
	__________________ were two main causes of the Russian Revolution.


Hint:  increase, believe, may, reliable, significant, Sudanese, there, majority

(Sentences prepared by Natalie Bergman on the basis of a text adapted from: Bailey, S. (2006). Academic Writing. New York: Routledge.).

7: Making It Formal (HW)
Now, you will have a chance to practise the transfer from a formal to an informal style on an unbroken text. Rewrite this paragraph in a more formal style.

Why are so many people in debt nowadays? One reason is that our society is geared towards consumerism like never before; the other is that taking out loans has become too easy. A long time ago, it was very difficult to get a loan. Unfortunately, nowadays anyone can get one. Another thing is that there is a lot of pressure to own many possessions. The trouble is that if everyone takes out a loan, banks will eventually collapse.
(Task prepared by: Natalie Bergman)
Now you should have an idea of words you should avoid when writing in formal register. But what if you need to use the formal expressions repeatedly in the same text? Fortunately, you can avoid repetitions quite easily because the majority of formal words have their formal synonyms. Here is a list of the most common formal synonyms. 
Some Common Formal Synonyms
Adapted from: Bailey, S. (2006). Academic Writing. New York: Routledge.

	Nouns
	Verbs

	goal
	target, aim
	reduce
	decrease

	study
	research
	achieve
	reach

	results
	findings
	alter
	change

	area
	field
	evaluate
	examine

	authority
	source
	claim
	suggest

	benefit
	advantage
	assist
	help

	category
	type
	attach
	join

	component
	part
	challenge
	question

	concept
	idea
	clarify
	explain

	behaviour
	conduct
	quote
	cite

	controversy
	argument
	concentrate
	focus

	feeling
	emotion
	confine
	limit

	expansion
	increase
	show
	demonstrate, indicate

	interpretation
	explanation
	eliminate
	remove

	issue
	topic
	found
	establish

	method
	technique
	develop
	evolve

	option
	possibility
	maintain
	insist

	statistics
	figures
	predict
	forecast

	framework
	structure
	prohibit
	ban

	trend
	tendency
	retain
	keep

	quotation
	citation
	strengthen
	reinforce

	drawback
	disadvantage
	accelerate
	speed up

	output
	production
	reduce
	cut


8: Some Common Formal Synonyms 
Find synonyms for the CAPITALIZED words and phrases. Use the information from the table above.
	Professor Mirkin’s PREDICTION concerning the findings of the RESEARCH was correct.
	

	The STATISTICS have led experts to CONCENTRATE on the steady EXPANSION in applications.
	

	The fact that Mr. Brown QUESTIONED the research’s findings has caused a major CONTROVERSY.
	

	Cost seems to be the LEADING DRAWBACK as far as those ISSUES are concerned.
	

	They will SHOW that the first OPTION was plausible.
	

	After the lecture, he tried to CLARIFY his CONCEPT.
	

	Three METHODS need to be ALTERED.
	

	The FRAMEWORK can be RETAINED but the GOAL needs to be EXAMINED.
	

	The TREND towards more cars per family has SPEEDED up in the last decade.
	


(Sentences prepared by Natalie Bergman on the basis of a text adapted from: Bailey, S. (2006). Academic Writing. New York: Routledge.).

9: Vocabulary Issues: False Friends
Translate these words into English:

	Czech
	English
	
	English
	Czech

	aktiv
	
	
	
	

	aktuální
	
	
	
	

	transparent
	
	
	
	

	blanket
	
	
	
	

	eventuálně
	
	
	
	

	minimalizovat
	
	
	
	


Hladký, J.  (1990).  Zrádná slova v angličtině. Praha: SPN.

10: Spelling Issues: Homophones

Look at the poem on the left. What’s wrong? (Retrieved from http://www.digitaldreamdoor.com/pages/quotes/computgliches.html on 10th July 2004).
	I halve a spelling checker, 
It came with my pea see. 
It plainly marks four my revue 
Mistakes I dew knot sea. 

Eye strike a key and type a word 
And weight four it two say 
Weather eye am wrong oar write 
It shows me strait aweigh. 

As soon as a mist ache is maid 
It nose bee fore two long 
And eye can put the era rite 
Its rarely ever wrong. 

I've scent this massage threw it, 
And I'm shore your pleased too no 
Its letter prefect in every weigh; 
My checker tolled me sew.


	I have a spelling checker,

It came with my ____________.

It plainly marks ____________my review

Mistakes I do ____________see.

____________ strike a key and type a word

And ____________for it ____________say

____________I am wrong _______ _____________
It shows me straight ____________.

As soon as a ____________is ____________
It ____________before ____________ long

And I can put the error ____________
____________ rarely ever wrong.

I’ve ____________this message ____________ it,

And I’m ____________you’re pleased to know

It’s letter perfect in every ____________;

My checker ____________ me so.




If the poem on the left seems strange to you, you are right. It is an example of homonyms – or rather, homophones.  Homophones are words accidentally sounding alike but having a different spelling and meaning (e.g. sea – see). The poem clearly shows what problems homonymy may cause to students of English. Now, try to complete the same poem on the right – but make sure to use the right words this time!
Academic Writing 1 
	Unit

No.
	Elements of Writing

 - Skill Development


	Sentence Building;

Accuracy in Writing
	Homework (i.e. self-study tasks) and Writings

	1. 
	Introduction to the course; Purpose and type of writing, audience.

Formal and informal English.
	Formal synonyms.

Academic vocabulary, affixation.

Vocabulary and spelling issues: false friends, homophones, homographs,  PC spell-checker. 
	What I used writing for in the past two weeks. What I will probably use writing for in the future.

	2. 
	Organizing paragraphs, paragraph coherence and cohesion. 

A typical structure of an essay. Coherence, cohesion. 

Stages of writing, correcting: checklist.
	Sentence structure. 

Compound sentences: additive, coordinating conjunctions.

Punctuation – list of rules.
	

	3. 
	Giving instructions; describing a process. 
	Expressing cause and effect. Conditionals. Sequencing devices.

Passives.
	Describe the diagram showing…

Explain how… works

Explain how… is produced.

	4. 
	Chronological relations.
	Past Simple and Past Progressive

Complex sentences: time clauses. Sequencers.

Passives.
	Describe a method used in your research.

	5. 
	Comparing and contrasting.
	Compound sentences: contrastive.
	Compare and contrast two methods used in some research.


Kurz Academic Writing 1  je veden v anglickém jazyce a klade vysoké nároky na vstupní jazykovou znalost (min. úroveň B2). Účastníci kurzu se naučí správně volit způsob vyjádření v závislosti na účelu písemného projevu, a to se zvláštním zřetelem na využití psaní v akademickém prostředí. Budou rozvíjet svoji schopnost slohově upravovat své písemné projevy s použitím vhodných synonym, principu relevance a logické návaznosti. Naučí se popisovat technické nákresy včetně těch, které znázorňují popis postupu. 
Rozsah 1x týdně 1,5 hodiny – 5 týdnů.
Academic Writing 2
	Unit

No.
	Elements of Writing

 - Skill Development


	Sentence Building;

Accuracy in Writing
	Homework (i.e. self-study tasks) and Writings

	6. 
	Interpreting information from a visual.


	Expressing rise and fall. Numbers. Adverbs. Quantifiers.
	Comment on a table/graph.

	7. 
	Plagiarism. Paraphrasing, citations.

Note-taking, summary.
	Direct and indirect speech.
	Read a newspaper article and make notes. Read your notes and write a summary. 

	8. 
	Classifying, general and specific, definitions, giving examples.
	Relative clauses.
	Explain an important term/phenomenon. Give illustrative examples. Compare and contrast several opinions.

	9. 
	Commenting on results, evidence. Discussion.

Hedging.

Giving opinions. Agreeing and disagreeing.
	Modals and their function.

Level of certainty.

Reason clauses.
	Show some results of your research and comment on them. 

	10. 
	A typical structure of an abstract. 
	
	Read your conference paper and prepare an abstract.


Kurz Academic Writing 2 je veden v anglickém jazyce a klade vysoké nároky na vstupní jazykovou znalost (min. úroveň B2). Přímo navazuje na kurz Academic Writing 1. Dále rozvíjí schopnost tvořit písemné projevy typické pro akademické prostředí. Účastníci kurzu se naučí popisovat grafy. Budou schopni písemně prezentovat výsledky své práce a komentovat je. Osvojí se jazykové prostředky nutné k  vyjadřování a porovnávání názorů. Naučí se správně citovat a parafrázovat.
Rozsah 1x týdně 1,5 hodiny – 5 týdnů.
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