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MODULE 1 

 

THE LANGUAGE OF COVER LETTERS  
(# Task 1-Activity 2-Homework.docx in Electronic materials) 

1.1. Cover letter: moves and phrases (Task 1-Activity 2-Step 3 Homework) 

https://quizlet.com/at/447619074/cover-letters-moves-phrases-flash-cards/  

• Revise the moves and phrases of cover letters below using the flashcards on quizlet. 
• Use the study options (learn, write, spell, test) to practice. 
• If you feel you have practiced enough, you can also play the matching or the gravity game. 

 

 

Move phrase 
Providing reason for writing I am writing to apply for the position of ... 
 I am writing to express interest in ... 
 I read your advertisement for ... with great interest. 
Describing current position Currently I am working for... and my responsibilities include ... 
 I am currently a [subject/degree] student at [university] ... 
 I will be graduating in [subject] from [university] ... 
Mentioning highlights from CV / 
job experience 

As you will see from my enclosed CV... 
I have gained valuable (hands-on) experience in ... 

 As my CV shows, ... 
I am an experienced user of ... 

Giving information on social skills ... I have developed the necessary skills to ... 
 I have effectively communicated ... 

I possess excellent communication/interpersonal skills ... 
Praising the company I am impressed with your company's ... 
 I was intrigued by your company's ... 

I was intrigued to learn more about ... 
Emphasising suitability for the 
position 

My values align with those of your company... 

 I can bring a high level of motivation and commitment to your 
organisation... 

 I can contribute positively to ... 
Specifying availability for interview I would welcome the opportunity for an interview. 

I would welcome the opportunity to ... 
 I look forward to speaking with you about my career opportunities 

... 
I am readily available to further discuss possible opportunities... 

Ending politely Thank you for your time and consideration. 
 Thank you for considering my request. 
 I look forward to hearing from you. 
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1.2. Gap-text cover letters (lexical and grammatical features)  
(Task 1-Activity 2-Step 3 Homework) 

https://www.clickschool.co.uk/cloze/?clozeId=4463 

Fill in the gaps in the cover letter with the appropriate word or phrase. 
THE LANGUAGE OF JOB INTERVIEWS  
(# Module 1-Task 2-Activity 3.docx in Electronic materials) 

USEFUL PHRASES WHEN INTERVIEWING FOR A JOB 

1.3. Match the phrases with their function: 
 

1. Explaining why you think you are the perfect candidate for this position. 

2. Stating why you are interested in this job. 

3. Showing that you know a lot about the company. 

4. Describing your personality. 

5. Providing examples to show your strengths. 

6. Describing your work experience. 

7. Saying that you are a team player. 

8. Highlighting that you are interested in improving your skills to stay competitive in the business. 

9. Asking questions about the organization. 

10. Thanking the interviewer for their time. 

 

A I’m good / skilled at ..., My strength(s) is (are) ... multi-tasking / working under pressure  / 
working to a deadline / solving problems. 

B I’m a match / the right person for this job because ..., I can contribute by ... 

C Thank you for taking the time to meet with me today.  

D I’ve done a lot of research on this company, and am very interested in .... 

E Working with others is one of my strengths. 

F I would love to work here because ...(e.g. I believe your company is an important player in this 
industry). 

G I’m always looking to develop myself personally and professionally, which I think has helped me 
to gain a bigger understanding of this field. 

H Could/Can you tell me more about ...? 

I I’m hard-working / committed / focused / proactive / easy-going / enthusiastic etc. 

J I have six years of experience as a (profession) / in (field). I worked for (Company name) as a 
(profession). 
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THE LANGUAGE OF MEETINGS 
(# Module 1-Task 3-Activity 3.docx & Module 1-Task 3-Activity 3-Homework.docx in Electronic  
materials)  

1.4. Look at the following list of typical functions of participating in a meeting. In pairs, think of one or 
two phrases for each function. 

Some functions:  

Giving opinions 

 

Asking for opinions 

 

Agreeing 

 

Disagreeing 

 

Suggesting 

 

Clarifying 

 

Asking for repetition 

 

Correcting information 

 

Interrupting 

 

Preventing interruptions 
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1.5.  Look at the list of phrases below and categorise them according to their functions and levels of 
formality. 

The first example has been done for you. 

Phrases:  Functions:  More formal More informal 

I couldn’t agree more. AGREEING x  

That's not what I 
mean. 

   

You’re wrong.    

Sorry to interrupt, but 
… 

   

We haven't heard 
from you yet, Mark. 

   

I missed that. Say 
again. 

   

Let me elaborate on 
this point … 

   

How about …?    

I tend to think that ...    

Let me just finish …    
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1.6.  Look at the grid below and compare your answers in 1.5. with the information in the grid. 

Language for participating in meetings 

Function Mode Phrase 
GIVING OPINIONS more informal I guess … 
 more informal I reckon … 
 more formal In my opinion ... 
 more formal I tend to think that ... 
 more formal I would suggest that ... 
 more formal From my point of view … 
ASKING FOR OPINIONS more informal Mark, how about you? 
 more formal We haven't heard from you yet, 

Mark. 
 more formal Would you like to add anything, 

Mark? 
AGREEING more informal Exactly! 
 more informal That’s right 
 more formal I totally agree. 
 more formal I couldn’t agree more. 
 more formal That's a good point. 
DISAGREEING more informal No way! 
 more informal You’re wrong. 
 more formal I don't think that's right/true. 
 more formal I'm afraid I can't agree with you. 
 more formal To a certain extent I agree, but ... 
 more formal I see what you're saying, but ... 
SUGGESTING more informal How / what about ... 
 more formal I suggest / recommend that ... 
CLARIFYING more informal Let me explain ... 
 more formal Let me elaborate on this point … 
 more formal Let me clarify this issue… 
ASKING FOR REPETITION  more informal I missed that. Say again. 
 more informal What do you mean? 
 more formal I'm afraid I didn't understand 

that. Could you repeat it, please? 
CORRECTING INFORMATION more informal That's not what I mean. 
 more formal I'm afraid you don't quite 

understand what I'm saying. 
INTERRUPTING more informal Just one thing ... 
 more formal Sorry to interrupt, but … 
 more formal If I could just come in here ... 
PREVENTING INTERRUPTIONS more informal Let me just finish … 
 more formal Sorry, but if I could just finish 

what I was trying to say ... 
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1.7.  Participating in meetings – giving & asking for opinions, agreeing & disagreeing (#Task 3-Activity 3 
Homework) 
https://quizlet.com/at/446333527/participating-in-meetings-agreeing-disagreeing-giving-opinions-flash-
cards/ 

• Revise the phrases for participating in meetings below using the flashcards on quizlet.  
Also note which phrases are more formal, and which are more informal. 

• Use the study options (learn, write, spell, test) to practice. 
• If you feel you have practiced enough, you can also play the matching or the gravity game. 

 

Function Mode Phrase 
GIVING OPINIONS more informal I guess … 
 more informal I reckon … 
 more formal In my opinion ... 
 more formal I tend to think that ... 
 more formal I would suggest that ... 
 more formal From my point of view … 
ASKING FOR OPINIONS more informal Mark, how about you? 
 more formal We haven't heard from you yet, 

Mark. 
 more formal Would you like to add anything, 

Mark? 
AGREEING more informal Exactly! 
 more informal That’s right 
 more formal I totally agree. 
 more formal I couldn’t agree more. 
 more formal That's a good point. 
DISAGREEING more informal No way! 
 more informal You’re wrong. 
 more formal I don't think that's right/true. 
 more formal I'm afraid I can't agree with you. 
 more formal To a certain extent I agree, but ... 
 more formal I see what you're saying, but ... 
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ANSWER KEY to Module 1: 

Key to 1.3. Match the phrases with their function: 

1. Explaining why you think you are the perfect candidate for this position. B 
2. Stating why you are interested in this job. F 
3. Showing that you know a lot about the company. D 
4. Describing your personality. I 
5. Providing examples to show your strengths. A 
6. Describing your work experience. J 
7. Saying that you are a team player. E 
8. Highlighting that you are interested in improving your skills to stay competitive in the business. 

G 
9. Asking questions about the organisation. H 
10. Thanking the interviewer for their time. C 

 
 

A. I’m good / skilled at ..., My strength(s) is (are) ... multi-tasking / working under pressure / 
working to a deadline / solving problems. 

B. I’m a match / the right person for this job because ..., I can contribute by ... 

C. Thank you for taking the time to meet with me today.  

D. I’ve done a lot of research on this company, and am very interested in ... 

E. Working with others is one of my strengths. 

F. I would love to work here because ... (e.g. I believe your company is an important player in this 
industry). 

G. I’m always looking to develop myself personally and professionally, which I think has helped me 
to gain a bigger understanding of this field. 

H. Could/Can you tell me more about ...? 

I. I’m hard-working / committed / focused / proactive / easy-going / enthusiastic etc. 

J. I have six years of experience as a (profession) / in (field). I worked for (Company name) as a 
(profession). 
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Key to 1.5. Look at the list of phrases below and categorize them according to their functions and 
levels of formality. 

 

Phrases:  Functions:  More formal More informal 

I couldn’t agree more. AGREEING x  

That's not what I mean. CORRECTING INFORMATION  x 

You’re wrong. DISAGREEING  x 

Sorry to interrupt, but 
… 

INTERRUPTING x  

We haven't heard from 
you yet, Mark. 

ASKING FOR OPINIONS x  

I missed that. Say again. ASKING FOR REPETITION  x 

Let me elaborate on 
this point … 

CLARIFYING x  

How about …? SUGGESTING  x 

I tend to think that ... GIVING OPINIONS x  

Let me just finish … PREVENTING INTERRUPTIONS  x 
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MODULE 2 

 

THE LANGUAGE OF COMPARISON AND CONTRAST. (# Task 1-Activity 4a+ 4b in Electronic 
materials) 

2.1. Look at the synonymous ways to compare similarities and contrast differences and complete the 
missing words. Can you fill in the gaps with the appropriate word (if necessary)?  

COMPARING SIMILARITIES BETWEEN ROBOTS AND HUMAN WORKERS 

 

 

 

  

 

 

 

      

 

commons.wikimedia.org     pixabay.com 

 

 

1) A robot is similar ………  a human because /in that (in the sense that) they can both walk and hold things. 
       is the same ……   

         is like …… 
 

2) A robot and a human are similar in that they can both carry out repetitive tasks. 
               are ………..   

 

3) A robot resembles a human in that they can both understand instructions. 
 

4) A human can see an obstacle and avoid it. Likewise,/ Sim-------, the humanoid life-sized robot can also 
sense and avoid obstacles. 

 

5)  …… comparison with / Compared ..… humans, the Sony life-sized robot can also stumble and fall. 
 

6)  ………….. a human and this robot can lift and put down boxes on shelves. 
Neither a human ……..….. this robot can withstand temperatures higher than 80ºC. 
Either a human ………….. a robot can carry out this task work in an assembly line. 

 



 12 

 

CONTRASTING DIFFERENCES BETWEEN ROBOTS AND HUMAN WORKERS 

 

    

        

 

1) A robot is different …………..  a human in that it can work around the clock. 
    is  opposed ………….  
      is unlike  ………………  
 

2) A robot differs ………….  a human because it cannot have feelings. 
 

3) A robot and a human are unlike / …..similar (negative prefix) in that  a robot cannot be made 
accountable for decisions. 

 

4) In contrast ………. a human, a robot cannot get bored after repeating the same operation 
thousands of times. 
Unlike ……….  a robot, a human worker can be made responsible for mistakes. 

 

5) A robot can work around the clock. ……….. contrast, a human needs to rest, eat and sleep. 
 

6) A robot needn’t rest, eat or sleep. …………..  the contrary, it can work non-stop. 
 

 

 

 

2.2. Comparison and contrast can also be achieved by means of linking expressions, which are punctuated 
in different ways. Look at the table below and place the linkers in their corresponding slot. 

 

Look at other synonymous ways we have in English to express the idea in this sentence:  

*A robot can work non-stop, but a human can’t. 
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Still  On the other hand  Although While  However 

Nonetheless While    Yet  Even though In contrast 

Despite  Nevertheless   In comparison Whilst 

though  Whereas   By contrast In spite of 

 

Sentence connectors:  

A robot can work 
non-stop. 

………………………….,  
 

a human can’t. 

            

 

Clause Subordinator :  

 
 
 

a robot can work non-stop, he can’t feel or love. 

  
 

A robot can work non-stop.  
He can’t feel or love,  …………. . 
 

 

 
 
 

 robots are tireless workers, humans need to rest. 

 

 

Phrase Linkers:  

 being efficient, (+-ing) 
their efficiency, (+ noun) 

robots break down and need repairing. 
 

 

 

 

 

2.3. Now try to complete the passage below with any of the comparison and contrast expressions you have 
seen in this activity. 

Analog versus digital meters 

Both analog and digital meters are used to measure the amount of gas, water or electricity that is being 
consumed in a building.   … (1) .., they are …… (2)….. in important ways. First, analog meters, usually 
consisting of a screen with a pointer or a moving needle on diverse scales, provide precise information 
about the consumption of, for instance, gas. Second, analog meters also …….. (3)…  from digital ones in that 
they are unable to send information relative to consumption to the utility company …….. (4).... digital 
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meters can send hourly, daily or monthly information to the company or the customer via wi-fi, without 
requiring the physical presence of any employee to see the readings of the meter.  ..... (5)… digital meters, 
analog meters are cheaper than their counterparts, do not rely on batteries but on a magnet and neither 
its mechanics …… (6)…… its scales are always accurate, thus leading to inaccurate readings.  … …. (7)…… the 
advantages of analog meters, the Liquid-Crystal Display (LCD) readout displaying the value, the robust 
features and the two-way communication system of digital meters make them the preferred device for 
utility companies.  ..…(8)….., one thing is clear: the privacy of the house inhabitants’ personal data seems 
to be better preserved with analog meters, … (9)…….. 

 

2.4. Rephrase the sentences without changing the meaning, trying to use comparison and contrast 
expressions that have been covered in this activity. 

 

1) In spite of the enormous effort made, they still couldn’t finish the project on time.  
Although...  
 

2) The function of a scientist is to know. On the other hand, the function of an engineer is rather to do 
and apply. 

… while … 
 

3) Robot caregivers are currently able to feed old and disabled people just as human caregivers are doing 
now. 

... resemble … 

4) Electric cars may look complicated, but they are in fact based on rather basic scientific principles. 
In spite of … 
 

5) The two products resemble in their technical specifications, price and guarantee but offer different 
safety measures. 

... alike ...     … differ … 
 

6) Much progress has taken place in this field, and yet no device has been sufficiently developed for 
commercial application.  
Despite …      
 

7) Robotics and AI will create new production methods, but they are also expected to cause 
unemployment. 
On the one hand, … 
 

8) I didn't expect the conclusions in the feasibility report to be so poor and unimaginative even though a 
colleague had warned me against them. 

…  .However, … 
 

9) Automatized production has not contributed to lowering the final price of products for the final 
customer. The prices of products manufactured in highly automatized machinery have in fact levelled 
off or even increased. 

….  . On the contrary, 
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10) Although the innovation put forward by the engineering team has a great potential, the project still 
has many drawbacks to overcome. 
In spite of … 

 

 

THE LANGUAGE OF TECHNICAL SPECIFICATIONS. (#Task 2, Activity 3a in Electronic materials)  

2.5. Try to answer this multiple choice. There is only ONE possible correct answer:  

 

1/ 2. Key mobile battery components …1……. a plasticized casing that is …2……..   . 
1. a. are founded   2.  a. water resistive 

b. house     b. resisted to water 
c. are housed in    c. water-proved 
d. are placed to    d. water-resistant 

 
3. Before cutting the board, it is necessary to first measure ...............  it is. 

a. what deepness  b. how deep  c. what in depth  d. how in depth 
 
4. Please make sure that the battery……. 

a. is 12 cm length  b. has 12 cm long c. is 12 cm long  d. lengthens 12 cm 
 
5. Choose the (one) right option:  

a. The drone comprises multiple sensors, a direction LED and a propeller. 
b. What is the drone consisted of? 
c. Of what is the drone made?  
d. The drone is made up of composite materials. 

 
6. These new metal rods are 200 mm .............   . 

a. long   b. in lenght  c. of lenght  d. in long 
 
7. ...............  is the crankcase of the car? 

a. What width  b. How wide  c. What wideness  d. How width 
 
8/ 9- The wires are attached ...8..... a rectangular platform made ...9.... stainless steel. 

8. a. in    9.  a. of 
 b. to     b. off 
 c. trough    c. up 

 d. off     d. up of 
 
10. Before cutting the board, it is necessary to first measure ...............  it is. 

a. its length  b. how lenght  c. what in length  d. it’s length 
 
11. The electricity pylon is 9 m .............   . 

a. in heigth  b. in high  c. of height  d. high 
 
12. Choose the right question to the following answer: “The wristband comprises a sensor and an 
accelerometer” 

a. What is the wristband made up of?   
b. What is the wristband made from?  
c. Of what is the wristband made?  
d. What has a wristband? 
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13 /14. Concrete beams used in buildings …13…..  steel rods inside that …14… them. 
 13. a. consist off    14. a. strongen 

 b. are composed into    b. strengthen   
c. comprise     c. make them strongen  
d. consist of    d. strenghten 
 

15.  A typical reed switch is equipped ……two ferromagnetic reeds 
a. of  b. off   c. out of   d. with 

 
16/17.- A bridge rectifier …..16…. four diodes; they are …..17.. one package mounted on an aluminium 
heatsink case that prevents the diodes from overheating.  

16. a. is made from    17.  a. contained in 
b. is composed    b. into  
c. consists of    c. comprise 
d. is made of up    d. formed 

 
 
Fill in the gaps by choosing the most suitable option provided. Pick the correct answer: 

The electrical outlets are manufactured in accordance with / according EU environmental rules to save / 
preserve the environment. Additionally, the materials chosen are environmental-friendly / 
environmentally, while at the same time comply with / follow with all rules that are mandatory to 
companies in our sector.  Whenever a component is not fully pollution-zero / pollution-free, this is explicitly 
mentioned in our technical specifications. 

 

2.6. Language of technical specifications. NOUN COMPOUNDS IN TECHNICAL DESCRIPTIONS AND 
SPECIFICATIONS. (#Task 2, Activity 3b in Electronic materials)  

 

Compounds are usually found in technical descriptions, classifications and instructions, and if they occur 
frequently in scientific and technical writing is mainly because they make the statements more concise 
and because they express a great deal of information in a few words. As you will see, compounds can be 
2-word compound nouns or 6-word (or more) compound nouns. The more specialized the subject, the 
more complex compounds are. 

In many cases, compound nouns are like reminders of a once-learned definition, the ultimate reduction of 
a relative clause. Look at this example: 

 

*Relative clause: The technician managed to repair the device which is cooled by air. 
Reduced relative clause: The technician managed to repair the device cooled by air. 
Noun compound: The technician managed to repair the air-cooled device. 

 

When dealing with compounds, you should bear in mind the following THREE points: 

A -With simple compounds, follow the principle "begin at the end, then work backwards". The last word is 
the Head noun: 

a water-purification system = a system for the purification of water. 

 

B -Remember the importance of hyphens, usually with time or measurement adjectives: 

a 3-day seminar;  a 4-mile walk; a two-month course; a 15-cm pipe  
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C -Many compound nouns are a reduction of relative clauses. Therefore, revise them, as well as the -ing   
(present participle: active or performing the function, e.g. a waste-generating company)) and -ed form 
(past participle: passive, e.g. an air-cooled device) forms. 

 

2.6.a.  Write the compound for: 

*Example: A tool that is used to cut and which has a single blade: a single-bladed cutting tool 

 

. Devices that emit radiation:  

. The zone on the plate that is affected by heat:  

. A drill whose battery can be powered to the mains:  

. A wind mill whose rotor contains 6 blades: 

. Mobiles that emit waves t cause cancer: 

. The wire that is insulated by PVC:   

. A tape for measuring up to 300 cms:  

. Plugs with 3 pins:   

. Two periods of four months:  

. a wire made of copper: 
-a vehicle which moves slowly: 
-a bar which is rigidly fixed: 
-a machine which washes the dishes: 
-a fabric painted by hand: 
-a firm which owns many ships: 
-a rate that is always changing (use "ever"): 
-a component that generates heat 
-a signal modulated by frequency 
-a country with a high income 
-growth in percentage 
-rates of exchange that are fluctuating 
-a unit for control 
-index of prices for consumers 
 

2.6.b. Explain with your own words the meaning of the compounds: 

 

two steel toolboxes:  
exchange rate stability:  
birth control methods:  
energy security goal: 
face-protecting shield:  
a power-hungry equipment: 
a two-pinned plug:  
a thin-walled tube: 
a 2-sided figure: 
heat removal plant cleaning operation: 
a fully developed programme:  
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2.7. IMPERSONAL LANGUAGE IN SPECIFICATIONS AND TECHNICAL DOCUMENTS. (#Task 2, Activity 3c in 
Electronic materials) 

When scientists, engineers, and technical professionals communicate, they usually adopt an impersonal 
style that helps them appear more objective, neutral and modest.  

USUAL MEANS TO BE IMPERSONAL 

  

PASSIVE VOICE INTRODUCTORY ‘it’ STATEMENTS 
The sparkplug was fixed.  
 

It is necessary to replace obsolete equipment. 

Engineers are believed to be pragmatic (verbs of 
mental activity). 

It has been demonstrated that lack of maintenance 
is the main cause of breakdowns. 

 

 

Practise Passive voice here: 

https://owl.purdue.edu/owl/general_writing/academic_writing/active_and_passive_voice/active_versus_
passive_voice.html 

https://www.ego4u.com/en/cram-up/grammar/passive/exercises?06 

https://www.englishgrammar.org/active-passive-voice-exercise-3/ 

 

INTRODUCTORY ‘it’ STATEMENTS 

1st pattern: 

 

 

 

 

It 

 

 

 

 

 

 

 

is 

can be 

must be 

was 

has been 

will be 

… 

easy /difficult 

possible /impossible 

likely /unlikely 

necessary /unnecessary 

preferable / advisable 

useful / useless 

advantageous /disadv. 

desirable / undesirable 

usual / unusual 

 

 

 

 

 

to 

 

 

 

 

 

 

 

 

 

+ infinitive 

 

2.7.a. Change these statements into the pattern shown above: 

 

a) We usually connect the generator to a pair of three-pinned sockets. 
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b) There is no difficulty in isolating the casing. 
c) We need to eliminate interference. 
d) We find some advantage in working at a higher temperature. 
e) We usually call the pores in a leaf ‘stomata’. 
f) You will learn if you dismantle an old aircraft engine. 
g) We easily replace the defective parts. 

 

 

2nd pattern:  

 

 

 

 

It 

 

is 

was 

will be 

can be 

should be 

has been 

… 

known 

seen 

demonstrated 

shown 

noticed 

proved 

accepted 

believed 

… 

 

 

 

 

that + clause 

 

 

2.7.b. Change these patterns into the pattern shown above: 

 
1. We know that a biomaterial is a substance engineered to interact with biological systems. 
 
2.  I can easily demonstrate that x = 3 
 
3.  We have proved that these results are not correct. 
 
4.  You can notice that lack of maintenance is the company’s problem. 
 
5.  We cannot assume that the chief engineer approves of our proposal. 
 
6.  You can see that the project is too costly. 
 
7.      Everybody knows that energy cannot be destroyed. 

 

2.8. PASSIVE VOICE WITH COGNITION VERBS 

Many verbs denoting mental activity (known as 'cognition verbs') can usually be used in the passive with a 
following infinitive; this way, one is still impersonal because the subject is left out. These verbs of cognition 
are mainly: 
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say  believe  think  know  expect   suppose1 

consider  find   report   presume  understand claim  

assume  acknowledge   

 

When you want to use one of these verbs of cognition, you can be impersonal either by using an 
'introductory it ' or by using the passive. Notice: 

They say that water boils at 100 Cº  (present simple, present simple) 
It is said that water boils at 100 Cº  (introductory it) (present simple) 
Water is said to boil at 100 Cº  (passive with a cognition verb (present + inf. present) 
  
They said water boils at 100 Cº (past simple, present simple) 
Water was said to boil at 100 Cº (past simple + infinitive present) 
  
They say water boiled (present simple; simple past) 

has boiled (present, present perfect) 
had boiled (present, past perfect) 

Water is said to have boiled (present + infinitive perfect) 
 

 

              IMPORTANT REMINDER: Effects created by means of these passive structures: 

 

ü You detach yourself from the truth stated: you only report somebody else’s opinion, you 
pass the word… 

ü You express a (faint) hint of doubt. 
ü You express lack of commitment. 
ü You project an objective and impersonal image. 

 

 

 

If you want to practise this type of passive structure, transform the following statements first into the 2nd 
pattern ("it") and then into the passive with a cognition verb:  

Example: We know that ferromagnetism is a consequence of electro spin 

--It is known that ferromagnetism is a consequence of electro spin. 
--Ferromagnetism is known to be a consequence of electro spin 
 

 

1-We assumed that the calculations are inaccurate: 

 
1 There is no difference in meaning between saying It is believed that he is a spy and He is believed to be a spy, 
except with ‘suppose’. When ‘suppose’ is used in present infinitive it conveys a sense of duty (You are supposed to 
know = it is your duty). But when ‘suppose’ is used in perfect infinitive it conveys a faint hint of doubt (He is 
supposed to have written it). 
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-- 

-- 

2-They report that an intern made a mistake that has gone unnoticed by her superiors: 

-- 

-- 

3-They believe that this type of breakdowns causes short circuits: 

-- 

-- 

4-One believes that acid rain seriously damages all forest areas in the area: 

-- 

-- 

5- Scientists considered that lie detectors were not reliable: 

-- 

-- 

6- Everyone knows that Mme Curie discovered radium 

-- 

-- 

 

SIGNPOST EXPRESSIONS IN ORAL PRESENTATIONS. (# Task 3, Activity 3d in Electronic 
Materials) 

2.9. SIGNPOSTING 

Signposting language is words and phrases that structure, connect and extend discourse and guide 
listeners. Good oral presentations will contain lots of signs and signals (signposting language) to help the 
audience follow what is being said and interpret the content. (e.g. deciding what is important, expressing 
degree of certainty, etc.). Here below you have some common signposting expressions: 

Introducing the subject 

• I'd like to start by... 
• Let's begin by... 
• First of all, I'll... 
• Starting with... 
• I'll begin by... 

Finishing one subject... 

• Well, I've told you about... 
• That's all I have to say about... 
• We've looked at... 
• So much for... 
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...and starting another 

• Now we'll move on to... 
• Let me turn now to... 
• Next... 
• Turning to... 
• I'd like now to discuss... 
• Let's look now at... 

Analysing a point and giving recommendations 

• Where does that lead us? 
• Let's consider this in more detail... 
• What does this mean for ABC? 
• Translated into real terms... 

Giving an example 

• For example,... 
• A good example of this is... 
• As an illustration,... 
• To give you an example,... 
• To illustrate this point... 

Highlighting or emphasising a point  

• Importantly, ...  
• Indeed, ... 
• In fact, ... 
• More importantly, ... Furthermore, ... Moreover, ...  
• It is also important to highlight ...  

 

Ordering 

• Firstly...secondly...thirdly...lastly... 
• First of all...then...next...after that...finally... 
• To start with...later...to finish up... 

Dealing with questions 

• We'll be examining this point in more detail later on... 
• I'd like to deal with this question later, if I may... 
• I'll come back to this question later in my talk... 
• Perhaps you'd like to raise this point at the end... 
• I won't comment on this now.. 

Summarising and concluding 

• In conclusion,... 
• Right, let's sum up, shall we? 
• I'd like now to recap... 
• Let's summarise briefly what we've looked at... 
• Finally, let me remind you of some of the issues we've covered... 
• If I can just sum up the main points... 
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Here below you can learn more about signposting: 

 

Talking business: signposting 

https://www.bbc.co.uk/worldservice/learningenglish/business/talkingbusiness/unit3presentations/expert
.shtml 

 

Signposting language for presentations 

https://academic-englishuk.com/wp-content/uploads/2017/04/Presentation-Phrases-AEUK.pdf 

 

Language for presentations 

https://www.eapfoundation.com/speaking/presentations/language/ 

 

 SIGNPOSTING ROADMAP 

Draw a roadmap of a presentation you are preparing and put signposts on it. In this way, you will visualise 
the whole concept of signposting at different stages for a successful presentation.  

 

Use the template below to outline your persuasive presentation (add/remove/modify sections as 
appropriate).  

 

 

OUTLINE 
 

SIGNPOSTING EXPRESSIONS YOU CAN USE 

Opening: Statement of 
problem/need 

 
 
 

Requirements (how 
need/problem can be 
addressed)  

 
 
 

Introduction to project/product  
 
 

Explanation/Description  
 
 

Target users/Function  
 
 

How it solves problem/need  
 
 

USP  
 
 

Arguments  
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(For persuasive presentations)  
 

Counter-arguments 
(For persuasive presentations) 

 
 
 

Feasibility/marketability  
 
 

Summary  
 
 

 

 

 

 

 

 

 

 

 

 

 

ANSWER KEY Module 2: 

Key to 2.1. Comparing similarities between robots and human workers: 

 

 

 

    

1) A robot is similar  TO  a human because /in that (in the sense that) they can both walk and hold 
things. 

is the same AS  
  is like  -- (no preposition) 
 

2) A robot and a human are similar in that they can both carry out repetitive tasks. 
                   are alike   

3) A robot resembles a human in that they can both understand instructions. 
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4) A human can see an obstacle and avoid it. Likewise,/Similarly, the humanoid life-sized robot can also 
sense and avoid obstacles. 

 

5) IN comparison with / Compared WITH humans, the Sony life-sized robot can also walk. 
 

6) BOTH a human and this robot can lift and put down boxes on shelves. 
Neither a human NOR this robot can withstand temperatures higher than 80ºC. 

Either a human OR  a robot can carry out this task work in an assembly line. 

 

CONTRASTING DIFFERENCES 

 

1) A robot is different FROM  a human in that it can work around the clock. 
    is  opposed TO   
    is unlike  -- (no preposition)  
 

2) A robot differs FROM  a human because it cannot have feelings. 
 

3)  A robot and a human are unlike / DISSIMILAR  in that (in the sense that) a robot cannot be made 
accountable for decisions. 
 

4) In contrast WITH a human, a robot cannot get bored after repeating the same operation thousands 
of times. 
Unlike  ---- (no preposition)  a robot, a human worker can be made responsible for mistakes. 
 

5) A robot can work around the clock. BY / IN  contrast, a human needs to rest, eat and sleep. 
6) A robot needn’t rest, eat or sleep. ON  the contrary, it can work non-stop. 

 

     

Key to 2.2. Sentence connectors:  

A robot can work 
non-stop. 

.Still,  
 

a human can’t. 

 .Yet,    
 .However,  
 .Nevertheless,  
 .Nonetheless,  
 .In contrast /By contrast,  
 .In comparison,   

              

On the one hand, a robot can work non-stop. On the other (hand), a human can’t. 
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Clause Subordinator:  

Although a robot can work non-stop, it can’t feel or love. 
 

Even though   
While   
 A robot can work non-stop. It can’t feel or love, though. 

 
 

Whereas  robots are tireless workers, humans need to rest. 
While   
Whilst   

 

Phrase Linkers:  

In spite of  being efficient, (+-ing) 
their efficiency, (+ noun) 

robots break down and need repairing. 

Despite 
 

  

 

 

Key to 2.3. Analog versus digital meters 

Both analog and digital meters are used to measure the amount of gas, water or electricity that is being 
consumed in a building.   …… (1) …Nevertheless,/However,……, they are …dissimilar… (2)….. in important 
ways. First, analog meters, usually consisting of a screen with a pointer or a moving needle on diverse 
scales, provide precise information about the consumption of, for instance, gas. Second, analog meters 
also …….. (3) differ……  from digital ones in that they are unable to send information relative to consumption 
to the utility company …….. (4)..whereas/while.. digital meters can send hourly, daily or monthly 
information to the company or the customer via wi-fi, without requiring the physical presence of any 
employee to see the readings of the meter.    … Unlike .. (5)…… digital meters, analog meters are cheaper 
than their counterparts, do not rely on batteries but on a magnet and neither their  mechanics ……nor … 
(6)…… their scales are always accurate, thus leading to inaccuracies.  …Despite/In spite of …. (7)…… the 
advantages of analog meters, the Liquid-Crystal Display (LCD) readout displaying the value, the robust 
features and the two-way communication system of digital meters make them the preferred device for 
utility companies.  ..…(8) Yet, one thing is clear: the privacy of the house inhabitants’ personal data seems 
to be better preserved with analog meters, … (9)…though….. 

 

Key to 2.4. Rephrase the sentences without changing the meaning, trying to use comparison and contrast 
expressions that have been covered in this activity 

1) In spite of the enormous effort made, they still couldn’t finish the project on time.  
Although they made an enormous effort, they still couldn’t finish… 

2) The function of a scientist is to know. On the other hand, the function of an engineer is rather to do 
and apply. 
The function of a scientist is to know while the function of an engineer is rather to do and apply. 

3) Robot caregivers are currently able to feed old and disabled people just as human caregivers are doing 
now. 
Robot caregivers resemble human caregivers in that they can both feed old and disabled people. 
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4)  Electric cars may look complicated, but they are in fact based on rather basic scientific principles. 
In spite of  looking complicated / their complicated appearance/ outlook, electric cars are based on 
rather basic scientific principles 

5) The two products resemble in their technical specifications, price and guarantee but offer different 
safety measures. 
The two products are alike in their technical specifications, price and guarantee but differ from each 
other in the safety measures they offer. 

6)  Much progress has taken place in this field, and yet no device has been sufficiently developed for 
commercial application.  
Despite the progress (that has taken place) in this field, no device has been sufficiently developed for… 

7)  Robotics and AI will create new production methods, but they are also expected to cause 
unemployment. 
On the one hand, robotics and AI will create new production methods. On the other (hand), they are 
also expected to cause unemployment. 

8)  I didn't expect the conclusions in the feasibility report to be so poor and unimaginative though a 
colleague had warned me against them. 
A colleague had warned me against the conclusions in the feasibility report. However, I  didn't expect 
them to be so poor and unimaginative. 

9) Automatized production has not contributed to lowering the final price of products for the final 
customer. The prices of products manufactured in highly automatized machinery have in fact levelled 
off or even increased. 
Automatized production has not contributed to lowering the final price of products for the final 
customer. On the contrary, the prices of products (manufactured in highly automatized machinery) 
have levelled off or even increased. 

10) Although the innovation put forward by the engineering team has a great potential, the project still 
has many drawbacks to overcome. 
In spite of the great potential of the innovation put forward by the engineering team, the project still 
has many drawbacks to overcome. 

 

 

Key to 2.5 Multiple Choice: 
 
1/ 2. Key mobile battery components …1……. a plasticized casing that is …2……..   . 
1-a. are founded   2-  a. water resistive 
b. house     b. resisted to water 
c. are housed in    c. water-proved 
d. are placed to    d. water-resistant 
 
3. Before cutting the board, it is necessary to first measure ...............  it is. 
a. what deepness  b. how deep  c. what in depth d. how in depth 
 
4. Please make sure that the battery……. 
a. is 12 cm length  b. has 12 cm long c. is 12 cm long d. lengthens 12 cm 
 
5. Choose the (one) right option:  
a. The drone comprises multiple sensors, a direction LED and a propeller. 
b. What is the drone consisted of? 
c. Of what is the drone made?  
d. The drone is made up of composite materials. 
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6. These new metal rods are 200 mm .............   . 
a. long  b. in lenght c. of length  d. in long 
 
7. ...............  is the crankcase of the car? 
a. What width  b. How wide c. What wideness  d. How width 
 
8/ 9- The wires are attached ...8..... a rectangular platform made ...9.... stainless steel. 
8. a. in  9. a. of 
 b. to   b. off 
 c. trough   c. up 
 d. off   d. up of 
 
10. Before cutting the board, it is necessary to first measure ...............  it is. 
a. its length  b. how lenght  c. what in length  d. it’s length 
 
11. The electricity pylon is 9 m .............   . 
a. in heigth   b. in high c. of height  d. high 
 
12. Choose the right question to the following answer: “The wristband comprises a sensor and an 
accelerometer” 
a. What is the wristband made up of?   
b. What is the wristband made from?  
c. Of what is the wristband made?  
d. What has a wristband? 
 
13 /14. Concrete beams used in buildings …13…..  steel rods inside that …14… them. 
 13. a. consist off    14. a. strongen 
 b. are composed into    b. strengthen   

c. comprise     c. make them strongen  
d. consist of    d. strenghten 
 

15.  A typical reed switch is equipped ……two ferromagnetic reeds 
a. of  b. off  c. out of  d. with 
 
16/17.- A bridge rectifier …..16…. four diodes; they are …..17.. one package mounted on an aluminium 
heatsink case that prevents the diodes from overheating.  
16.  a. is made from   17.  a. contained in 

b. is composed   b. into  
c. consists of   c. comprise 
d. is made of up   d. formed 

 
 

Try to fill in the gaps by choosing the most suitable option provided. Pick the correct answer :  

The electrical outlets are manufactured in accordance with / according EU environmental rules to save / 
preserve the environment. Additionally, the materials chosen are  environmental-friendly / 
environmentally, while at the same time comply with / follow with all rules that are mandatory to 
companies in our sector.  Whenever a component is not fully pollution-zero / pollution-free, this is explicitly 
mentioned in our technical specifications. 

 

Key to 2.6. Write the compound for:  

. Devices that emit radiation: radiation-emitting devices 

. The zone on the plate that is affected by heat:  heat-affected plate zone 

. A drill whose battery can be powered to the mains: mains-powered battery drill 
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. A windmill whose rotor contains 6 blades: a 6-bladed rotor windmill 

. Mobiles that emit waves that cause cancer: cancer-causing mobiles 

. The wire that is insulated by PVC: a PVC-insulated wire 

. A tape for measuring up to 300 cms: a 300-cm tape 

. Plugs with 3 pins:  three-pinned plugs 

. Two periods of four months: two four-month periods 
-a wire made of copper: a copper wire 
-a vehicle which moves slowly: a slow-moving vehicle 
-a bar which is rigidly fixed: a rigidly-fixed bar 
-a machine which washes the dishes: a dishwasher 
-a fabric painted by hand: a hand-painted fabric 
-a firm which owns many ships: a ship-owning firm / a ship owner firm 
-a rate that is always changing: (use "ever"): an ever-changing rate 
-a component that generates heat: a heat-generating component 
-a signal modulated by frequency: a frequency-modulated signal 
-a country with a high income: a high income country 
-growth in percentage: percentage growth 
-rates of exchange that are fluctuating: fluctuating exchange rates 
-a unit for control: a control unit 
-index of prices for consumers: consumer price index 
 

Explain with your own words the meaning of the compounds: 

two steel toolboxes: two boxes made of steel used to keep tools 
exchange rate stability:  stability in the rate of exchange 
birth control methods:  methods to control birth 
energy security goal: a goal of securing energy 
face-protecting shield: a shield to protect one’s face 
a power-hungry equipment: equipment that consumes a lot of energy 
a two-pinned plug: a plug with two pins 
a thin-walled tube: a tube with thin walls 
a 2-sided figure: a figure with two sides 
heat removal plant cleaning operation: the operation of cleaning a plant where heat is removed 
a fully developed programme: a programme that is fully developed. 
 

 

Key to 2.7. Introductory ‘it’ statements 

Change these statements into the pattern shown above: 

a-We usually connect the generator to a pair of three-pinned sockets: It is usual / common/ to connect 
the generator to a... 

b-There is no difficulty in isolating the casing: It is not difficult to isolate the casing 

c-We need to eliminate interference: It is necessary / desirable/ to eliminate interference 

d- We find some advantage in working at a higher temperature: It is advantageous to work at a higher …. 

e-We usually call the pores in a leaf  ‘stomata’: It is usual to call the pore sin a leaf ‘stomata’ 

f-You will learn if you dismantle an old aircraft engine: It will be useful / advisable to dismantle an old 
engine. 

g-We easily replace the defective parts: It is easy to replace the defective parts. 
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Change these patterns into the patterns shown above: 

1.We know that a biomaterial is a substance engineered to interact with biological systems: It is known 
that … 
 
2. I can easily demonstrate that x = 3: It can be easily demonstrated that x =3. 

3. We have proved that these results are not correct: It has been proved that these results are not… 

4. You can notice that lack of maintenance is the company’s problem: It can be noticed that lack … 

5. We cannot assume that the chief engineer approves of our proposal: It cannot be assumed that the 

chief… 

6. You can see that the project is too costly: It can be seen that the project is too costly 

7. Everybody knows that energy cannot be destroyed: It is (widely) known that energy cannot be destroyed. 

 

Key to 2.8. Passive Voice With Cognition Verbs 

1-We assumed that the calculations are inaccurate: 
-- It was assumed that calculations are inaccurate 
-- The calculations were assumed to be inaccurate 
 
2-They report that an intern made a mistake that has gone unnoticed by her superiors: 
--It is reported that an intern made a mistake that has gone unnoticed by her superiors 
-- The intern is reported to have made a mistake that has gone unnoticed by her superiors 
 
3-They believe that this type of breakdowns causes short circuits: 
-- It is reported that this type of breakdown causes short circuits 
-- This type of breakdown is believed to cause short circuits 
 
4-One thinks that acid rain is seriously damaging all forest areas in the area: 
-- It is thought that acid rain is seriously damaging all forest areas in the area 
-- Acid rain is thought to be seriously damaging all forest areas in the area. 
 
5-Scientists considered that lie detectors were not reliable: 
-- It was considered that lie detectors were not reliable 
-- Lie detectors were considered not to be reliable 
 
6- Everyone knows that Mme Curie discovered radium 
-- It is known that Mme Curie discovered radium 
-- Mme Curie is known to have discovered radium. 
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MODULE 3 

THE LANGUAGE OF COMPANY HIERARCHY  

Look at the following organogram, and answer the questions : 

 

 

 
3.1. Place the following Departments in the boxes marked A. / B. / C. / D. 

i. Technical Department 
ii. Marketing Department 

iii. Human Resources 
iv. Production Department 

 
3.2. Make sentences to describe the roles of the services in each Department and their relations to each 
other 

For example,  
The Training service is responsible for organising training sessions for the staff. 
The Public Relations service is in charge of maintaining good relations with the public. 
The Director is responsible to / answers to the executive Board 

 

3.3. Using a dictionary if necessary, find out what the following terms refer to: 

• Headquarters 
• Subsidiary 
• Parent Company 
• Sister Company 
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• Affiliate 

 

 

THE LANGUAGE OF HEALTH AND SAFETY 

 
3.4. Below are some examples of warning / safety signs that can be found in a company. Can you match 
each sign (1-12) with their missing description (a. – l.)? 

 
(From https://www.freepik.com/free-photos-vectors/warning-signs)  

 

 

 

 

 

 

 

 

 

Description Sign Number 
Guard Dogs  
Hard Hats   
Flammable liquids  
Slippery floor surface  
Emergency Exit  
Risk of Electric Shock  
Overhead Crane  
Ear Protectors   
First Aid  
Hi-Vis clothing   
Fire Hose  
Fork-lift trucks  
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3.5. Now write out some sentences to describe the meanings of these signs. Use the following forms to 
help you: 
You must (not) … / You can/ may (not) … / You should (not) … / It is permitted / forbidden to … / You 
are (not) allowed / authorised to … 

 

 

3.6. The language of simple processes  

In the diagram below, you can see an incredible new invention which has been proposed for people to 
get rid of cats from their garden! Can you describe how the Cat Blaster™ works? Use the words below to 
help you write out the 12 stages of the process. 

 
(Adapted from http://sfprod.shikadi.net/games/incrediblemachine.htm)  

1. Ball / Ramp / Boxing glove 
2. Mouse’s exercise wheel / Conveyer belt / Torch button 
3. Torch light / Magnifying glass / Fuse 
4. Rocket / Dynamite / Bowling ball 
5. – 8. Plunger / See-saw 
9. Cannon / Light switch / Fan 
10. – 12. Windmill / String / Trigger / Gun 

_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
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_____________________________________________________________________________________
____________________________________________ 

 

 

3.7. The language of flow charts  

3.7.a. The 4 basic symbols to be used in a flow-chart are: 

 

The oval, or terminator, is used to represent the start and end of a process. 

 

The rectangle is your go-to symbol once you've started flowcharting. It 
represents any step in the process you’re diagramming and is the workhorse 
of the flowchart diagram. 

 

The arrow is used to guide the viewer along their flowcharting path. 

 

The diamond symbolizes that a decision is required to move forward. This 
could be a binary, this-or-that choice or a more complex decision with multiple 
choices 

(Source: https://www.gliffy.com/blog/how-to-flowchart-basic-symbols-part-1-of-3) 

3.7.b. The following hospital flow-chart --showing how clinical cases shall be processed-- is a familiar 
example that will help you to follow and visualize the different possible steps. Read through it and write 
out the different stages of the process: 
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(Source : https://online.visual-paradigm.com/fr/diagrams/templates/flowchart/transfer-patient/) 
 
3.7.c. The flow chart on the right below is meant to show the steps for safely crossing the road.  
Place the instructions indicated in the flow chart and in the correct order: 
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-Cross the road carefully 

-Look left and right 

-Stop at the kerb 

-Is the road clear both ways? 

 
 

 

(Source: https://www.slideshare.net/TrudieK/flow-chart-examples) 

 

 

 

THE LANGUAGE OF VISUAL AIDS IN AN ORAL PRESENTATION  

3.8. Language: facts and figures, examples of visual aids. Label the following visuals with these words:  

BAR CHART       DIAGRAM         FLOW CHART        GRAPH         PIE CHART       TABLE 
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1- 

 

2- 

 

3- 

 

4- 

 

5 

 

6- 

 
 

(Source : https://eslflow.com/describinggraphstables.html) 

 

3.9. Match each sentence below with one of the following graphs: 

 

1. The investment level rose suddenly.  ….. 

2. The sales of our products fell slightly in the final quarter. …. 

3. The Research and Development budget has stabilized over the past few years. …. 

4. At the end of the first year, sales stood at 50 per cent of the present level. …. 

5. The price reached a peak before falling a little and then maintaining the same level. …. 

6. There has been a steady increase in costs over several years. …. 

7. The sudden collapse in share prices has surprised everyone. …. 

8. The value of the shares has shown a steady decline. …. 

(Source : https://eslflow.com/describinggraphstables.html) 
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3.10. Complete the sentences with the following prepositions: 

OF          AT          BY          FROM          TO          DOWN TO          IN 

1. Sales have increased ………. €5m ………. €7m. 
2. Sales have increased ………. €2m. 
3. There has been an increase ………. €2m ………. our sales. 
4. Sales now stand ………. €7m. 
5. Sales reached a peak ………. €7m in July. 
6. Sales reached a low point ………. €1m in April. 

 

3.11. Write a paragraph describing the graph below: 

 
(Source : https://eslflow.com/describinggraphstables.html) 

 

 

 

 

ANSWER KEY TO Module 3 

Key to 3.1: 

i.Technical Department = C 
ii.Marketing Department = B 

iii.Human Resources = D 
iv.Production Department = A 

 

Key to 3.3. Possible answers: 

• Headquarters = Main offices of an organisation 
• Subsidiary = A company owned or controlled by another company 
• Parent Company = A company which owns or controls another company 
• Sister Company = A company which is closely linked to another company 
• Affiliate = A company linked to another through a contract or agreement 
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Key to 3.4: 

 

 

 

 

 

 

 

 

 

 

 

Key to 3.6: 

Possible answer: 

The ball falls onto the ramp and then rolls along it in order to activate the boxing glove. The glove hits 
the mouse’s exercise wheel, causing the mouse to wake up and start running. This turns the conveyer 
belt which then allows the second ball hit the torch’s switch and turn it on. The torch’s light is focussed 
by the magnifying glass and the heat ignites the rocket fuse. The rocket’s launch ignites the dynamite 
and the explosion causes the bowling ball to fall onto the plunger. The plunger causes the second 
explosion, and then a third, which allows the second bowling ball to activate the see-saw. The see-
saw throws the third bowling ball onto the second torch’s button, and switches it on. Again, the 
magnifying glass allows the torch to fire the cannon, and the cannon ball activates the switch for the 
fan. The fan blows onto the windmill whose action activates the conveyer belt, and throws the third 
ball onto the second see-saw. The movement of the see-saw tightens the string, which pulls the trigger 
of the gun and fires at the cat! 

 

Key to 3.7: 

Description Sign Number 
Guard Dogs 5. 
Hard Hats  7. 
Flammable liquids 12. 
Slippery floor surface 3. 
Emergency Exit 10. 
Risk of Electric Shock 2. 
Overhead Crane 1. 
Ear Protectors  8. 
First Aid 9. 
Hi-Vis clothing  6. 
Fire Hose 11. 
Fork-lift trucks 4. 
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Key to 3.8: 

FLOW CHART 1, PIE CHART 2, BAR CHART 3, GRAPH 4, TABLE 5, DIAGRAM 6 
 
Key to 3.9. 
1-e,  2-d,  3-b,  4-f ;  5-a,  6-h,  7-g,  8-c 
 
Key to 3.10.  
1) Sales have increased FROM €5m TO €7m. 
2) Sales have increased BY €2m. 
3) There has been an increase OF €2m IN our sales. 
4) Sales now stand AT €7m. 
5) Sales reached a peak OF €7m in July. 
6) Sales reached a low point DOWN TO €1m in April. 
 
Key to 3.11: 
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This graph shows the progress of our sales during the past year. As you clearly see, sales rose steadily in 
the first half of the year (from January to May) and reached their peak in June. Then they dropped off in 
July and levelled out in August. After rising sharply during September, they suffered a dramatic fall in 
October, but then made a significant recovery in November. However, the year ended with a slight 
downturn. 
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MODULE 4 

Module 4.1- Risk Assessment and Management (# Task 1- Activity 1c, Electronic materials) 
Look at the pictures of different work settings. Identify the hazards and the potential risks they pose. Drag 
and drop the hazards and risks to the space provided. (drag and drop activity) 

 

4.1a Laboratory 

       

 

https://www.wpafb.af.mil/News/Article-Display/Article/818853/afrl-directorate-stands-down-
for-laboratory-safety/ 

 

 

 

 

 

 

4.1b. Textile factory 

 

 

 

 

 

 

 

https://pixnio.com/people/crowd/clothing-factory-in-jordan-with-female-workers 

Electricity 
Burns 
Cuts 
Shock 
Chemical  
Glassware 
Fire 
Explosion 
Poisoning  

Hazards  Risks 
  
    
  

Cuts 
Sharp objects 
Chemicals (dyes) 
Poisoning 
Respiratory effects 
Dust 
Skin conditions 
Noise  
Hearing problems 

Hazards  Risks  
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4.2. Getting ready for the internal risk assessment meeting. (# Task 1- Activity 6a, Electronic materials) 

Look at the information provided and write a meeting request email to your colleagues  
After receiving emails from your colleagues check their emails and give feedback and suggestions if 
necessary. 

 

 

 

4. 3. Imagine you are assigned to train new employees about the following maintenance instructions 
of the newly-designed generator. Write the full sentence forms of each instruction using ‘should’ and 
‘passive voice’ ( # Module 4- Task 2-Activity 2). 

 

Maintenance instructions of the generator 
1. Timely maintenance  

2. Quality fuel and oil use  

3. Clean and regulated engine fuel injectors  

4. Engine valve timing adjustment  

5. Avoidance of overload use of generator    

6. Replacement of worn parts on the time  

7. Not using the generator below 35 % of the 
standby power.  

 

 

 

 

 

  

To managers 

To go over the goals for the upcoming sales season 

November 16, between 10 a.m.-and-12 p.m. 

Company budget office  
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4.4. Rewrite the sentences below by using IT- and WH-Cleft sentences taking into consideration the 
boldfaced words. (# Task 2-Activity 4a, Electronic materials) 

 
1. Over-inflation shrinks the contact patch limiting traction and stability. 
......................................................................................................................................... 
 
2. The mechanic should inspect uneven tire wear to understand the main cause of the problem. 
.............................................................................................................................................. 
 
3. Impacts against potholes and other road imperfections can pinch the tire against the rim and cause a 
bulge or bubble. 
..................................................................................................................................................... 
 
4. According to the tests, the braking ability of the brake pedals was reduced with each push resulting 
from a leak in the brake system. 
..................................................................................................................................................... 
 
5. Based on the findings of the quality test results, the brake pads last from 25,000 to 70,000 miles 
depending on the driving style. 
..................................................................................................................................................... 
 
6. Installing new rotors should fix the problem of pulsating brake pedals. 
..................................................................................................................................................... 
 
Adapted from https://www.popularmechanics.com/cars/a25354/10-tire-brake-problems/  
 
 

 

 

ANSWER KEY TO Module 4 

Key to 4.1 

Students will look at the pictures of different work settings and the table including hazards and risks 
associated with these work settings in scrambled order. They are supposed to identify the hazards and 
risks, and categorise them in the blank table provided for each work setting.  

4.1a Laboratory 
 

 

 

 

4.1b Textile factory 

 
 
 
 
 

 

Hazards  Risks 
Chemicals Burns, poisoning, explosion, fire 
Glassware  Cuts  
Electricity  Fire, shock 

Hazards  Risks  
Sharp objects Cuts 
Chemicals (dyes) Poisoning, respiratory effects, skin conditions 
Dust Respiratory effects, skin conditions 
Noise  Hearing problems 
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KEY to 4.2 Meeting request email – suggested answer 

 

 

 

KEY to 4.3. Imagine you are assigned to train new employees about the maintenance instructions of the 
newly-designed generator. You are asked to write the full sentence forms of each instruction using 
‘should’ and ‘passive voice’. 

1. The generator should be maintained timely. 

2. Quality fuel and oil should be used. 

3. Engine fuel injectors should be cleaned and regulated. 

4. Timing of the engine valve should be adjusted. 

5. Overload use of generator should be avoided. 

6. Worn parts should be replaced on the time. 

7. The generator should not be used below 35 % of the standby power. 

 

KEY to 4.4. Rewrite the sentences by using IT- and WH-Cleft sentences taking into consideration the 
boldfaced words. 

1. It is the over-inflation that shrinks the contact patch limiting traction and stability. 

2. What the mechanic should do is to inspect uneven tire wear to understand the main cause of the 
problem. 

3. It is the impacts against potholes and other road imperfections that can pinch the tire against the rim 
and cause a bulge or bubble. 

4. According to the tests, it was the braking ability of the brake pedals that was reduced with each push 
resulting from a leak in the brake system. 

5. Based on the findings of the quality test results, it is from 25,000 to 70,000 miles that the brake pads 
last depending on the driving style. 

6. It is the problem of pulsating brake pedals that should be fixed by installing new rotors. 
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MODULE 5 
 
 
5.1 Hyperlinked text “Pitching ideas” with a homework challenge (# Module 5-Task1 Hyperlinked Text) 

 

To sound professional one should learn to use field specific vocabulary. Excellent way to learn this type of 
vocabulary is to read books, manuals, articles and other texts from this particular field. Your task is to 
read the text below - first try to guess the meaning of the highlighted words, then check the meaning by 
clicking a highlighted word you do not know or are not sure of.  

 

PITCHING IDEAS 

A shortened version of a text on CC licence taken from this page:  

https://socialsci.libretexts.org/Bookshelves/Communication/Book%3A_Media_Innovati
on_and_Entrepreneurship_(Ferrier_and_Mays)/08%3A_Pitching_Ideas/8.01%3A_Pitch
ing_Ideas 

Mark Poepsel 

To pitch a journalism or media product is to make the case for your idea to an individual or group in 
exchange for financial or some other kind of support.  

Pitching is a dynamic process that requires you to be of two minds. On the one hand, you 
need to believe in the value of your idea and in your team’s ability to make it viable. On 
the other hand, you must also demonstrate a capacity for change and perseverance as your 
idea evolves over time in response to feedback from potential customers and investors. 
Your pitch must demonstrate that you have a great product idea, that you have done 
market and competition research, and that you are willing and able to scrap key features, 
even ones you love, if feedback from customers or investors makes it necessary. 
Developing a pitch is more than coming up with a great idea for a media product and 
shopping it around to investors. It involves ideation, key feature identification and testing, 
market research, design and branding work, redesign, and pitch performance practice. At 
the heart of the pitch is your promise to develop a successful product, even though you 
may not yet know all of the variables that will influence its success. 

Let’s freeze the conversation for a second for students who are not necessarily interested 
in being entrepreneurs. “Why should we study ideation, research, project management, 
and pitching?” You should study this because every job involves pitching. Journalists 
make story pitches every day and to a growing extent they are expected to provide 
evidence of engagement on previous similar stories to justify their pitch. For example, 
they may need to pull data from CrowdTangle or Chartbeat to show that stories about a 
particular bridge under construction garner a lot of attention and engagement. Stories may 
not seem sexy at first, but engagement numbers can help a journalist close the deal. 



 47 

If nothing else, you will need to pitch yourself and your skills on the job market. If you 
treat your career search as a product to be managed, you will ideate potential outcomes 
in terms of workplace, location, and job description. You will go into job interviews with 
a well-researched plan, good-looking supplementary materials including your resume 
website, and you will know what the competition looks like. You need to understand what 
your “key features” are as a potential employee. You can refine those and present them 
well and find a good market fit for the product, i.e. your professional labor. 

Studying how to ideate and to pitch is also fun. It’s not a lecture series or a knowledge 
dump. It’s a guided tour through a process of self discovery, group relationship building, 
and global market awareness. Even if you never take your own new endeavor to market, 
learning how to ideate and to pitch could and should change your life. 

Pitching can happen formally or informally. An elevator pitch, a short two- or three-
sentence description of your idea, is a pitch format you might use to describe your project 
to a stranger in casual conversation or to a potential team member at a meetup. It is similar 
to the log line in a film project. […] 

LIST OF HYPERLINKED WORDS: 

- be of two minds (about something) - to be uncertain about something, or to find it difficult to make a 
decision eg. Susan is of two minds about accepting the job offer. On the one hand the jobs seems to be 
very interesting, but on the other the salary is pretty low. 

- viable – one that can be done, has a chance to succeed eg. Although your idea is brilliant, it is not viable 
as we have no means to put it to life.  

- persevearance – determination in trying to achieve something difficult eg. His hard work and 
perseverance made him one of the best students at the university. 

- feedback - comments about how well or badly someone has performed, which 
are supposed to help them do it better eg. I always value feedback I get from my students at the end of 
each term. It helps me to improve the content of my language courses.  

- scrap - to decide not to continue with something eg. As the funding was insufficient we decided to scrap 
our plans to develop an innovative VR course.  

- shop something around to - to offer to sell something to various buyers  Tom has developed a new 
application for iOS and he is shopping it round to a few IT companies. 

- ideation - the proces of conceiving new ideas eg. If you are a creative person ideation should not be a 
problem. 

- to be/lie at the heart of something - to be the most important part of something eg. 
The questions of environment protection and climate change are now at the heart of the political dispute. 

- variable - something that can change, especialli in an unpredictable way eg. Availability of texts on CC 
licence as well as time limitations caused by work overload are variables that can prevent us from finishing 
the project on time. 

- CrowdTangle – Our platform makes it simple to see who has posted links to your stories (or anyone 
else's). You can even identify the most influential referrers over time and see what they're actually saying 
about each story. [https://www.crowdtangle.com] 
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- Chartbeat - Chartbeat, the content intelligence platform for publishers, empowers media companies to 
build loyal audiences with real-time and historical editorial analytics across desktop, social, and mobile 
platforms. Chartbeat helps digital publishing organizations understand what, within their content, is 
keeping people engaged. [https://chartbeat.com] 

- garner - to earn or obtain something valuable, often with difficulty eg. Vital information about the 
Coronavirus has been garnered during the past few days. 

- outcome - the final result of something eg. I would like to know what the outcome of the Board meeting 
was. Please prepare a report and send it to me asap. 

- supplementary – additional eg. In order to make an informed decision we need supplementary materials 
such as annual reports and balance sheets. 

- refine - to improve something by making small changes to it eg. After the course is put together we will 
need some time to refine it  - we want it to be absolutely perfect.. 

- knowledge dump – when you write everything you know during a test or an exam  

- meetup – an informal meeting 

- log line - a short summary of a television program, film, or book that outlines the central conflict of the 
story, often providing both a synopsis of the story's plot, and an emotional "hook" to stimulate interest. 

 

CHALLENGE: 

Pick five newly learnt words from the text above and write 5 sentences where they are used. DO NOT write 
the word itself - put a blank where the word should be. Then put your sentences on this Padlet: 
https://padlet.com/renata_iwan/usigkrlyw36svm9z 

Other students should read the sentences and check if they can complete the blanks. 

 

 

5.2  Questions (# Module 5-Task 1-Activity 2b in Electronic materials) 

 

Asking questions correctly is important because we need them at every stage of our professional life. 
Here we need them in order to discover what our customers’ needs are. Web pages listed below should 
remind you what types of questions there are and how they are formed. 

 

1. https://www.youtube.com/watch?v=t4yWEt0OSpg 
2. https://www.ego4u.com/en/cram-up/grammar/word-order/questions 
3. https://www.eslbase.com/grammar/questions 
4. https://www.e-grammar.org/indirect-question/ 
5. https://www.englisch-hilfen.de/en/exercises_list/fragen.htm 

 

Now answer the following questions: 

1. What is the difference between a general and a specific question? 
2. What is the difference between a direct and an indirect question? 
3. What are so called ‘subject’ questions? 
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4. How are general questions formed? 
 

To practise what you have learnt please read the text below and ask about the underlined parts: 

 

Today Is Going to Be Great 

by Katherine Cooley March 23, 2018 

It is 6:22am in Los Angeles. We are nestled in a boutique hotel in Burbank very close to 
the Universal Studios Lot. As I sit in the lobby having a coffee, I can overhear a very 
eloquent gentleman who sounds like an entertainment attorney talking on his cell phone 
to what I imagine is his celebrity client about the terms of his contract. Next to me is 
another man who is too striking and physically imposing not to be an actor, so I imagine 
he is famous and I am just too mom-ish to realize who he is. 

This is the closest any of us, Niki, Becca and I, have ever come to the inner workings of 
Hollywood. We are wide eyed. In a little while we will hail an Uber and make our way 
to SirReel Studios where Niki and Becca will make their Wotter pitch to a panel of four 
investors — they have just 60 seconds… in an Elevator. If they are compelling (they 
really are!), the investors will invite them up for a five minute negotiation session. The 
girls will be asking for $100K in exchange for 10% of their company. They will make 
the appeal on behalf of female swim athletes everywhere. Fingers crossed. 

As a mom, I am emotional. Thrilled to be an observer of the girls’ journey and 
admittedly a little bit sad to see them launch themselves in directions that will take them 
further away from home. This morning is filled with promise, like a lottery ticket that 
allows you to imagine a fantastic future. In a few hours we will know the outcome and 
the fantasy may dissolve. But for now… we imagine that today is going to be great.  

https://wottergear.com/blogs/news/today-is-going-to-be-great 

1. What………………………. 
2. …………………………….. 
3. …………………………….. 
4. ……………………………. 
5. ……………………………. 
6. ……………………………. 
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7. ……………………………. 
8. …………………………….. 

 

 

STRENGTHS, WEAKNESSES, OPPORTUNITIES AND THREATS (# Module 5-Task 2-Activity 1j in Electronic 
materials) 

 

5.3 The Passive Voice structures are very often used in technical texts as well as in various formal texts. In 
order to be prepared to use them appropriately, here is the reminder. Once you have done it, you can 
move to the activities below in which you will be asked to use passive and active verb forms in various  
sentences. 

 

Passive is ---> BE + PAST PARTICIPLE 

SIMPLE TENSES 
Tense Subject Verb Object 

Present 
Simple 

Active Mark finishes a project. 

Passive A project is finished by Mark. 

Past Simple Active Mark finished a project. 

Passive A project was finished by Mark. 

Present 
Perfect 

Active Mark has finished a project. 

Passive A project has been finished by Mark. 

Future Active Mark will finish a project. 

Passive A project will be finished by Mark. 

Modals Active Mark can finish a project. 

Passive A letter can be finished by Mark. 

Future 
Perfect 

Active Mark will have finished a project. 

Passive A project will have been finished by Mark. 

Conditional 2 Active Mark would finish a project. 

Passive A project would be finished by Mark. 

Conditional 3 Active Mark would have finished a project. 
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Passive A project would have been finished by Mark. 

Past Perfect Active Mark had finished a project. 

Passive A project had been finished by Mark. 

CONTINUOUS TENSES 
Tense Subject Verb Object 

Present 
Continuous 

Active Mark is finishing a project. 

Passive A project is being finished by Mark. 

Past 
Continuous 

Active Mark was finishing a project. 

Passive A project was being finished by Mark. 

(Source of the table) 

 

5.3.1.Transform Active Voice sentences into Passive Voice sentences: 
 

1. In 2011 China alone contributed to 80% of the world growth of electricity consumption. 
2. A sensory screen enables the control of the eReader functioning. 
3. Immediately after the accident at the Fukushima plant the management implemented measures to 

stabilize situation. 
4. The increase of the coal share for electricity production caused the growth of CO2 emissions in the 

G20 countries. 
5. Enerdata, an independent Research & Consulting firm, carried out this analysis. 
6. The Tolino Shine eBook reader provides a size of letters tuning. 
7. In 2011 high oil prices resulted in a decrease of oil demand in European countries, the USA and 

Japan. 

 

 

 

5.3.2 

Put the verbs in brackets into the correct form, Present Simple or Past Simple, Active or Passive: 

1. Passive Voice (TO USE) widely in technical texts. 
2. The energy consumption growth in the G20 countries (TO SLOW DOWN) to 2% in 2011. 
3. Developed countries (TO STRUGGLE) with stagnant economies, high oil prices, resulting in stable or 

decreasing energy consumption. 
4. China (TO COMFORT) its position as the highest energy consuming country in the world. 
5. In 2011 high oil prices (TO RESULT) in a decrease of oil demand in European countries, the USA and 

Japan. 
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6. In Japan electricity production (TO RESTRICT) after the Fukushima accident in March 2011. 
7. The Tolino Shine (TO BUILD) within a partnership among five Germany’s companies. 

 

 

5.3.3 

Here is the list of sentences and the verbs to be used in the appropriate form according to the Passive 
Voice rules and the appropriate tense. 

 

compose  base   observe  export  cancel   restrict  perform 

1. The text ____ using excerpts from the Enerdata press release of 30 May 2013 in Grenoble. 
2. In Japan electricity production _____ after the Fukushima accident in March 2011. 
3. The annual analysis of world energy demand _______ on 2012 data for G20 countries. 
4. Among the G7 countries strong alterations in using gas and coal _____ in the USA and in Europe. 
5. The surplus of US coal ________  at very competitive prices, 
6. The control of the eReader functioning _____  through a sensory screen. 
7. The growing share of renewable energies ______  by the increased use of coal in the EU. 

 

 

 

 

 

FORMS OF CONSULTING AND COMMUNICATING WITH OTHERS - MEMO WRITING.  (#Task 2-Activity 
3c+3e in Electronic materials) 

 

5.4 Memo writing is one of the skills that needs some knowledge and training. Go through all the 
information in the given sources in order to be able to decide what is true and what is false about memo 
writing. 

 

1. Wikispaces: how to write a memo: https://www.wikihow.com/Write-a-Memo (a text) 

2. How to write a perfect memo: https://www.youtube.com/watch?v=G_jErsVxjpM (a film) 

3. The key forms of business writing - a memo: https://www.youtube.com/watch?v=n5Zyn9y_MDs 

(a film) 

4. How to write a memo - samples and templates: https://blog.hubspot.com/marketing/how-write-

memo, (a text) 

https://owl.purdue.edu/owl/subject_specific_writing/professional_technical_writing/memos/sa

mple_memo.html (a text) 

https://thevisualcommunicationguy.com/2016/10/31/how-to-write-a-memo/ (a text) 
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Now read carefully the following sentences about writing memos principles and decide if they are true or 
false. 

 

 

1. A memo (or memorandum, meaning “reminder”) is normally used for communicating policies, 
procedures, or related official business within an organization. T/F 

2. Memo is often spoken from a one-to-all perspective (like mass communication), broadcasting a 
message to an audience, rather than a one-on-one, interpersonal communication. T/F 

3. A memo’s purpose is always to inform, but it occasionally includes an element of persuasion or a 
call to action. T/F 

4. One effective way to address informal, unofficial speculation is to spell out clearly for all 
employees what is going on with a particular issue. T/F 

5. While memos normally include a call to action that requires personal spending, they often 
represent the business or organization’s interests. They may also include statements that align 
business and employee interest, and underscore common ground and benefit. T/F 

6. A memo may have a header that clearly indicates who sent it and who the intended recipients 
are. T/F 

7. In a standard writing format, we might expect to see an introduction, a body, and a conclusion. 
T/F 

8. Memos are a place for just the facts, and should have an objective tone without personal bias, 
preference, or interest on display. T/F 

9.  In general, most memos exceed three or four paragraphs. T/F 
10. Memos have a specific format that is very different from a business letter. T/F 

 

 

 

5.5 There are 3 samples of in-company memos to provide the information. Read them thoroughly and 
decide which is correct according to the rules of memo writing. Be ready to justify your choice.  
(Sources of business memos) 
 

sample 1 
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sample 2 
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sample 3 

 

 
samples 1,2: https://edu.gcfglobal.org/en/business-communication/how-to-write-a-clear-business-
memo/1/ 

sample 3: 

https://courses.lumenlearning.com/technicalwriting/chapter/memos_-purpose-and-format-2/ 
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ANSWER KEY to Module 5 

 

Key to 5.1: provided in the text. 

Key to 5.2  

1. General questions are also known as Yes/No questions. They can be answered with a simple yes 
or no. This kind of question relates to the whole sentence, and not to a separate element of it 
eg.  
Do you speak English? Yes, I do / No, I don’t.  

Specific questions known also as wh-questions use a certain word eg. who, what, where, when, 
why, how, how many, etc. at the beginning of the sentence. We ask them to get specific 
information. This implies that the answer will be more detailed:         

Where is he from? He is from Spain 

2. Indirect questions are used when we want to be more polite. They have different structure than 
direct questions - they follow sentence order rather than question order eg.: 
direct: Do you speak English? -> indirect: Could you tell me if you speak English? 

direct: Where do you work? -> indirect: I would like to know where you work? 

3. Subject questions ask about the subject of a sentence (who? what?). They have their own special 
structure; they do not require an auxiliary verb, we replace the subject with the question word 
e.g. 
Who works in this office? 

4. General questions are formed either by inversion: Is he at home now? 
or by auxiliary verb, which is often called an operator: Does he work here? 

 

Key to Part two: 

1. What time is it? 
2. Who can you overhear? 
3. What is a man next to you like? 
4. Who will make their Wotter pitch to a panel? 
5. How much time do they have in an Elevator? 
6. How much will the girls be asking for? 
7. What is this morning filled with? 
8. When will you know the outcome? 

 

 

Key to 5.3.1 

1. In 2011 China alone contributed to 80% of the world growth of electricity consumption. 
In 2001 80% of the world growth of electricity consumption was contributed by China. 

2. A sensory screen enables the control of the eReader functioning. 
The control of the eReader functioning is enabled by a sensory screen. 

3. Immediately after the accident at the Fukushima plant the management implemented measures 
to stabilize situation. 
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Immediately after the accident at the Fukushima plant measures to stabilize situation were 
implemented by the management. 

4. The increase of the coal share for electricity production caused the growth of CO2 emissions in 
the G20 countries. 

The growth of CO2 emissions in the G20 countries was caused by the increase of the coal share for 
electricity production. 

5. Enerdata, an independent Research & Consulting firm, carried out this analysis. 
This analysis was carried out by Enerdata, an independent Research & Consulting firm. 

6. The Tolino Shine eBook reader provides a size of letters tuning. 
A size of letters tuning is provided by the Tolino Shine eBook reader. 

7. In 2011 high oil prices resulted in a decrease of oil demand in European countries, the USA and 
Japan. 

A decrease of oil demand in European countries, the USA and Japan was resulted by high oil prices in 
2011. 

 

Key to 5.3.2 

1. Passive Voice is widely used in technical texts. 
2. The energy consumption growth in the G20 Countries slowed down to 2% in 2011 
3. Developed countries struggle with stagnant economies, high oil prices, resulting in stable or 

decreasing energy consumption. 
4. China comforts its position as the highest energy consuming country in the world. 
5. In 2011 high oil prices resulted in a decrease of oil demand in European countries, the USA and Japan. 
6. In Japan electricity production was restricted after the Fukushima accident in March 2011. 
7. The Tolino Shine was built within a partnership among five Germany’s companies. 

 

Key to 5.3.3 

compose  base   observe  export   cancel   restrict perform 

1. The text is composed using excerpts from the Enerdata press release of 30 May 2013 in Grenoble. 
2. In Japan electricity production was restricted after the Fukushima accident in March 2011. 
3. The annual analysis of world energy demand is based on 2012 data for G20 countries. 
4. Among the G7 countries strong alterations in using gas and coal are observed in the USA and in 

Europe. 
5. The surplus of US coal is exported at very competitive prices. 
6. The growing share of renewable energies was cancelled by the increased use of coal in the EU. 

 

 

 

Key to 5.4: 

1. A memo (or memorandum, meaning “reminder”) is normally used for communicating policies, 
procedures, or related official business within an organization. T 
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2. Memo is often spoken from a one-to-all perspective (like mass communication), broadcasting a 
message to an audience, rather than a one-on-one, interpersonal communication. F - it is 
written 

3. A memo’s purpose is always to inform, but it occasionally includes an element of persuasion or a 
call to action. F - often 

4. One effective way to address informal, unofficial speculation is to spell out clearly for all 
employees what is going on with a particular issue. T 

5. While memos normally include a call to action that requires personal spending, they often 
represent the business or organization’s interests. They may also include statements that align 
business and employee interest, and underscore common ground and benefit. F - they don’t 
include 

6. A memo may have a header that clearly indicates who sent it and who the intended recipients 
are. F - they have to have 

7. In a standard writing format, we might expect to see an introduction, a body, and a conclusion. T 
8. Memos are a place for just the facts, and should have an objective tone without personal bias, 

preference, or interest on display. T 
9.  In general, most memos exceed three or four paragraphs. F - they don’t exceed 
10. Memos have a specific format that is very different from a business letter. T 

 

 

Key to 5.5 

 

sample 1: wrong - The example is not acceptable. The body is unclear and rambling, there’s no subject 
line, and the main point of each paragraph is difficult to find. The message itself is also incredibly 
unprofessional, especially because it calls out a single person in a negative way. 

 

sample 2: correct - The body is concise and clear, and the main point is the first sentence in each 
paragraph. There’s also a strong subject line, and the message stays professional despite sharing negative 
news. 

 

sample 3: correct - It has an introduction, a body, and a conclusion. All these are present in a memo, and 
each part has a clear purpose. The declaration in the opening uses a declarative sentence to announce 
the main topic. The discussion elaborates or lists major points associated with the topic, and the 
conclusion serves as a summary. 

 

 

 

 
 


