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w Writing as a Response
Writing	is	often	done	in	response	to	something.	Personal	writing	can	be	a	response	to	something	
we’ve	experienced	or	felt.	We	might	be	responding	to	our	own	emotions,	thoughts	or	experiences	
and	we	express	them	in	poetry,	a	story,	diary	etc.	Or	we	could	be	responding	to	events	in	society	
that	prompt	us	to	write	a	letter	to	a	newspaper.	A	letter	of	thanks	is	a	response	to	a	favour	done	
or	gift	received;	a	review	is	our	response	to	a	film,	book,	play	etc.	Functional	writing	could	be	in	
response	to	a	brief	we	might	have	been	given	by	an	employer	or	a	college	tutor.	

‘
Chapter 12
Personal Writing

In This Chapter

w Writing as a Response

w Preparation

w Short Story

w Poetry 

w Review

w Personal Letters

Personal Writing

Personal	writing	is	about	expressing	our	own	personal	experiences,	thoughts	and	
feelings.	In	effect	we	are	communicating	our	personalities,	which	should	come	across	
in	a	piece	of	writing	whether	it	be	a	letter,	poem,	story,	review	etc.	It	may	also	stem	from	
simply	reflecting	on	our	lives,	the	lives	of	others	or	the	world	at	large	and	expressing	
these	reflections	in	writing.

Some	people	keep	journals	or	diaries	in	which	they	regularly	express	their	innermost	
thoughts	and	desires.	This	type	of	writing	can	be	therapeutic	and	liberating,	helping	to	
unload	psychological	burdens	that	we	may	be	carrying.	Since	we	are	doing	it	purely	for	
ourselves	it	doesn’t	matter	if	its	grammar	or	punctuation	is	weak.

‘
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174		Effective	Communication

w Preparation
No	matter	what	type	of	personal	writing	we	are	faced	with,	we	all	begin	with	the	dreaded	
blank	page	and	a	head	bereft	of	fresh	ideas.	How	do	we	start?	First	of	all	we	need	to	be	clear	
what	we	are	writing:
1.	 Purpose/intention	–	What	do	we	want	to	achieve;	what	effect	do	we	want	to	have	on	

the	reader?
2.	 Topic	–	What	is	it	going	to	be	about?
3.	 Form	–	What	way	is	it	going	to	be	written	–	a	poem,	prose,	story	or	dialogue?	This	will	be	

strongly	influenced	by	our	purpose.
4.	 Language	–	The	kinds	of	words	we	use	will	create	the	style,	e.g.	language	using	imagery	and	

metaphor	suits	poetry	but	not	a	letter	of	application.
5.	 Personal style	–	Certain	words	or	expressions	that	we	commonly	use	and	even	the	kind	of	

sentence	structure	we	usually	employ	(long/short	etc.)	denote	our	own	particular	style.
6.	 Punctuation and grammar	–	Obviously	these	need	to	be	correct.	(See	Chapter	11.)

There	are	several	stages	we	need	to	go	through	to	put	together	a	piece	of	writing:

Plan/Rough Notes
We	cannot	hope	to	write	a	piece	from	scratch	and	submit	it	as	it	is.	There	will	always	be	
mistakes	and	room	for	improvement.	A	brainstorming	session	to	get	all	our	ideas	on	the	topic	
down	onto	a	page	is	useful.	We	can	then	link	them	together	by	subtopic.

Draft
We	then	try	to	organise	these	notes	to	give	them	some	kind	of	shape.	We	work	out	how	
to	order	each	idea,	how	to	begin	and	end	the	written	piece	and	how	we	structure	the	
main	points	in	between.

Redraft/Edit
We	might	find	some	words	we	don’t	like.	We	might	change	them,	make	additions,	
omissions,	polish,	refine	etc.

Proofread
It	is	wise	to	get	someone	else	to	proofread	our	work,	as	he	will	see	the	mistakes	that	we	
don’t	notice.

Where Do We Get Our Ideas?

Memory	–	is	one	source	of	ideas.	Experts	often	say,	‘Write	what	you	know.’	If	we	can	
tap	into	our	memory	for	experiences,	events	etc.	we	will	be	truly	communicating	our	
own	personality.
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w Short Story
A	good	story	needs	to	hold	the	reader’s	attention	and	make	her	want	to	read	on	to	find	out	
what	happens	at	the	end.	The	beginning	and	the	end	should	be	strong,	the	former	to	hook	
the	reader	and	the	latter	to	leave	them	feeling	satisfied.	Sometimes	the	best	stories	are	the	
ones	we	have	experienced	ourselves.	We	can	always	adapt	them	to	make	them	more	exciting	
and	dramatic.	

Imagination	–	we	can	imagine	scenarios,	characters,	situations	and	build	a	story	around	
them.
Observation	–	look	around	you	and	write	about	what	you	see:	people,	nature,	objects,	
events	etc.

Q Activity
1.  To get over ‘writer’s block’ try the following:
 Handwrite three pages about whatever comes into your head without 

stopping or worrying about spelling, grammar or punctuation. This can 
free up your inner creative juices and free you from your inner censor (‘I’m 
no good at writing’). It can also provide you with some good ideas for a 
story or a poem.

2.  Sit somewhere quietly and simply record in writing everything you see, 
hear, smell, touch and taste. These ideas can then be developed into a 
poem or part of a story.

3.  Create two characters by giving them names, physical descriptions, jobs, 
hobbies, habits, likes, dislikes, activities, ways of talking and walking. Put 
them in a setting. What happens next? Now you have the start of a story.

	A	short	story	usually	has	five	key	elements:

1. Characters
Create	few	characters	or	just	one.	Make	them	come	alive	by	giving	them	descriptions	and	
making	them	say	and	do	things.

2. Setting
Start	by	giving	the	story	a	time	and	a	place.	This	can	help	create	a	mood	e.g.	‘A	dark	and	
stormy	night	in	the	woods’	is	very	different	from	‘A	sunny	afternoon	by	the	sea’.	You	can	also	
give	social	setting,	i.e.	what	kind	of	life	do	the	characters	lead?	Are	they	wealthy,	poor,	dull,	
adventurous,	young,	old	etc?
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176		Effective	Communication

3. Theme
This	is	the	main	idea	of	the	story	or	an	underlying	message.

4. Conflict
All	great	stories	from	Shakespeare’s	plays	to	modern	soap	operas	would	be	very	dull	without	
people	arguing	or	involved	in	some	kind	of	struggle.	Introduce	conflict	early	on.

5. Plot
This	is	what	happens	to	the	character(s).	It	should	contain	these	key	elements:

w	 Introduction	–	setting	the	scene	and	introducing	the	character(s).
w	 Problem	or	conflict	–	the	character(s)	has	to	deal	with	this	by	taking	some	action.	This	is	

sometimes	called	the	rising	action.
w	 Climax	–	the	high	point	of	the	action,	involving	some	element	of	danger	or	the	main	

challenge	the	character(s)	must	face.	It	is	a	turning	point	in	the	story	or	a	change	to	the	
main	character(s).	This	should	occur	near	the	end.

w	 Resolution	–	the	conclusion	to	the	story	with	an	outcome	that	shows	what	has	happened	
to	the	character(s)	as	a	result	the	climax.	Here	the	conflict	is	resolved.

A	short	story	should	focus	on	one	event	in	a	person’s	life.	Every	sentence	should	either	develop	
the	character(s)	or	move	the	plot	forward.	Use	a	variety	of	writing	forms	to	make	it	interesting:	
dialogue,	description	and	action.	Decide	on	the	type	of	narration	you	will	use.	First	person	
narration,	in	which	the	narrator	is	part	of	the	story,	can	make	it	sound	more	personal	and	
believable.	Third	person	narration	gives	it	a	more	objective,	detached	feel.	Write	about	what	
you	already	know	and	keep	it	simple.

Nothing	happened.	Then	it	did.	Adventures	ensued.	Helpers,	adversaries	came.	He	lost	
everything.	Then,	redemption.	He	was	changed	–	forever.	

Tim Lott, Short Story Tweet,	The	Guardian,	Saturday 26 January 2013.

Here	is	a	short	story	written	for	Twitter	in	under	140	characters.

Activity
 Write a short story in under 140 characters.

Q
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Personal	Writing		177

Activity
Read this short story and discuss the setting, characters, structure, plot, 
narration, language etc. It illustrates how short and simple an effective story 
can be. What is your opinion of it?

ANGEL

Sitting on the drippy, cold steps of Penn Station, sharing a smoke with a boyfriend. 
This Saturday night is scattered with drunks, and for once, we are not the drunkest; 
we do not smell the worst. Late-night, paranoid tourists don’t even stare – a few 
ask for directions. We are spreading our wet, waiting bodies all over that stone, 
watching stumbling silhouettes wrestle with the escalator. She shuffles up the 
steps with the last of her strength. Her pink sweatpants are tinged with brown, 
and her feet are buried in city-stained bunny slippers. Her eyes look like they’ve 
seen so much sadness they’re forever doomed to apathy. They are eyes dazed with 
the work it takes to stay warm, and weary of the excess of privileged people. I’m 
looking at those glass eyes and thinking that she reeks of survival; that I’m too 
cold to move, and all I’m doing is waiting for the first train home. Out comes her 
wrinkled, begging hand. We turn out our pockets and find nothing. The mouth of 
the station swallows her descending, dejected frame. Light another smoke. We are 
pushing reluctant time forward as it digs its heels in at the dusty smells and sounds 
of old stories, at the sucking of smoke, at our involuntary shivers. She’s back again. 
The wrinkled hand, heavy with pleading, is now answering. She drops four warm 
quarters into my palm and says, ‘Get yourselves a cup of coffee. Merry Christmas.’ 
The station gulps her up again before we can say thank you.

Maria Raha
1999	from	www.storybytes.com

Q

w Poetry
Some	people	think	poetry	is	about	the	lives	led	by	the	poets	who	write	the	stuff,	but	in	fact	
poetry	can	be	about	anything	and	can	be	written	in	a	variety	of	styles	including	dialogue	and	
free	verse	(no	formal	structure).

If	you	haven’t	written	poetry	before,	it’s	probably	not	a	good	idea	to	submit	your	first	
attempt	for	a	communications	assignment.	A	poem	should	have	something	special	that	will	
inspire	the	reader.	This	could	include	any	or	all	of	the	following:
1.	 Language	that	is	clever,	beautiful,	rhythmic,	humorous	or	that	uses	sounds	to	good	effect.	

Some	techniques	used	for	creating	effective	sounds:
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Q

w	 Assonance	–	words	sharing	similar	vowel	sounds,	e.g.	‘The	fire	smouldered	in	the	cold	
but	the	old	man	couldn’t	scold	her.’

w	 Alliteration	–	words	that	share	the	same	initial	letter	or	sound,	e.g.	‘The	rich	may	rule	the	
world	but	the	rebels	rightly	riot.’

w	 Onomatopoeia	–	words	that	sound	like	their	meaning,	e.g.	‘splash’.
w	 Rhyme.

2.	 Imagery	that	the	reader	can	‘see’.	Imagery	can	be	created	by:
w	 Metaphor	–	an	imaginative	description	comparing	something	to	an	object	or	action	that	

is	not	literally	applicable,	e.g.	‘the	whispering	breeze’.
w	 Simile	–	a	comparison	using	the	words	‘like’	or	‘as’,	e.g.	‘she	sang	like	an	angel’.

3.	 Emotions	that	will	inspire,	move	or	entertain	the	reader.
4.	 Ideas	that	will	provoke	thought.

As	with	all	personal	writing,	you	should	tap	into	your	own	memories	and	experiences	
for	subject	matter.	

Activity
Read this poem by Seamus Heaney and consider the use of memory, observation 
and the senses as writing aids. Look also at his use of imagery, sounds and 
language. What does the poet say about poetry?

Digging

Between my finger and my thumb
The squat pen rests, snug as a gun.

Under my window, a clean rasping sound
When the spade sinks into gravelly ground:
My father, digging. I look down

Till his straining rump among the flowerbeds
Bends low, comes up twenty years away
Stooping in rhythm through potato drills
Where he was digging.

The coarse boot nestled on the lug, the shaft 
Against the inside knee was levered firmly.
He rooted out tall tops, buried the bright edge deep
To scatter new potatoes that we picked
Loving their cool hardness in our hands.
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w Review
The	purpose	of	a	review	is	to	give	an	informed	opinion	and	criticism	of	a	book,	play,	film,	
album	or	concert.	There	should	be	sufficient	detail	to	let	the	audience	decide	whether	or	not	
they	want	to	go	and	see/buy	it.	

A	film	review,	for	example,	should	contain	information	about	the	following:

w	 Director	–	has	he/she	created	a	good	film?	How?	Compare	it	to	other	films	he/she	has	made.
w	 Actors	–	have	they	played	their	parts	well?

Personal	Writing		179

By God, the old man could handle a spade.
Just like his old man.

My grandfather cut more turf in a day
Than any other man on Toner’s bog.
Once I carried him milk in a bottle
Corked sloppily with paper. He straightened up
To drink it, then fell to right away.
Nicking and slicing neatly, heaving sods
Over his shoulder, going down and down
For the good turf. Digging.

The cold smell of potato mould, the squelch and slap
Of soggy peat, the curt cuts of an edge
Through living roots awaken in my head.
But I've no spade to follow men like them.

Between my finger and my thumb
The squat pen rests.
I'll dig with it.

Seamus Heaney
1966	from	Death of a Naturalist.

Poetry online

w	 Seamus	Heaney,	‘Digging’:	http://www.youtube.com/watch?v=dIzJgbNANzk	
w	 Allen	Ginsberg,	‘Howl’:	http://www.youtube.com/watch?v=lM9BMVFpk80	
w	 Benjamin	Zephania,	‘Faceless’:	http://www.youtube.com/watch?v=l9IzHm9GCzk
w	 Dylan	Thomas,	‘Do	Not	Go	Gentle	into	that	Good	Night’:	http://www.youtube.com/	

watch?v=1mRec3VbH3w	
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w	 Characters	–	are	they	believable	and	well	developed?	What	kind	of	characters	are	they?	
Heroic,	funny,	sad,	evil	etc?

w	 Plot	–	is	it	exciting,	suspenseful,	realistic,	full	of	holes,	complicated?	The	ending	should	not	
be	revealed.

w	 Setting	–	where	and	when	does	it	take	place?
w	 Genre	–	what	type	of	film	is	it	(comedy,	drama,	science	fiction,	thriller	etc.)?	Is	it	a	successful	

example	of	its	genre?
w	 Script	–	is	it	well	written?	Perhaps	you	could	give	a	good	quote	or	two	from	the	film.
Sometimes	a	film	review	might	include	further	information	about	the	budget,	soundtrack,	
lighting,	cinematography,	special	effects	etc.

A	book	review	should	contain	information	about:
w	 Author	–	compare	the	book	to	other	works	by	the	same	author.
w	 Language	–	is	it	simple/complicated,	easy/hard	to	read,	well	written/poorly	written/	

beautifully	written?
w	 Style	–	is	it	snappy,	slow,	fast-paced,	a	page-turner,	gripping,	‘unputdownable’,	dull,	

exciting	etc?
w	 Characters	–	see	film	review	(above).
w	 Setting	–	see	film	review	(above).
w	 Plot	–	see	film	review	(above).
w	 Genre	–	see	film	review	(above).

A	CD	review	should	contain	information	about:
w	 Recording artist/band/singer
w	 Genre	–	folk,	rap,	rock,	pop,	hip-hop,	classical	etc.	Is	it	a	successful	example	of	its	genre?
w	 Different songs/pieces of music	–	are	they	moving,	exciting,	sad	etc?
w	 Lyrical content	–	are	the	words	any	good?
w	 Sound quality/production	–	is	it	raw,	polished,	clean,	dirty	etc?
w	 How	it compares to	other	albums	by	the	same	artist	or	of	the	same	genre.

A	concert/gig	review	should	contain	information	about:
w	 Artist/band/singer/musicians	–	did	they	play,	sing,	dance	well?
w	 Performance	–	was	it	entertaining,	funny,	moving,	beautiful	etc?
w	 Whether	the	performer(s)	related	to	the	audience?
w	 Special effects	–	lighting,	explosions	etc.
w	 Sound quality	–	e.g.	could	you	hear	the	lyrics/various	instruments?
w	 Audience reaction	–	were	they	happy,	pleased,	ecstatic,	miserable	etc?

EF 10-13[Part4].indd   180 13/03/2014   15:24



Personal	Writing		181

Activity
 Read the following review of Donnie Darko and discuss the reviewer’s references 
to the director, actors, characters, plot, genre etc.

Donnie Darko

It is early October 1988, and the US presidential election is on. Donnie Darko 
(Jake Gyllenhaal) is a likeable, sleepwalking, troubled teenager who might be 
schizophrenic. He lives with his family in leafy suburban Middlesex, Virginia and 
goes to the local high school. One night a six-foot evil-looking rabbit called Frank 
leads him out of the house on a sleepwalk and tells him the world will end in 
28 days, 6 hours and 42 minutes. He arrives home the next morning to find 
a jet engine has crashed into his bedroom. Miraculously, none of his family is 
hurt, and had he been in bed he surely would have been killed. But strangely no 
aeroplane with a missing engine is found. As he tries to work out what all this 
means, Frank continues to haunt him and instructs him to commit various acts 
of destruction. At the same time he has to deal with the assorted characters 
in his life. His parents (Mary McDonnell and Holmes Osborne) are naïve but 
compassionate and tolerate his insulting behaviour because they know he is ill. 
His sister, played by real-life sister, Maggie Gyllenhaal, is as sweet and sarcastic 
as you’d expect. His science teacher has to stop a conversation he has with 
Donnie about time travel because it is veering into religious territory. Donnie 
soon starts going out with Gretchen, the new girl in class played by Jena Malone, 
and an awkward romance starts.

Gretchen: ‘You’re weird.’

Donnie: ‘Sorry.’

Gretchen: ‘No, that was a compliment.’

Directed by first-timer Richard Kelly, this has become something of a cult 
favourite since its release in 2001. Its success partially lies in the fact that it 
doesn’t fit neatly into any one specific genre but manages to dip into high school 
drama, black comedy, supernatural sci-fi, romance, psychological thriller and 
because of this it remains free from clichés and utterly unique.

Jake Gyllenhaal is superb as the central character, giving a subtle yet 
emotionally powerful performance as a highly intelligent but disaffected 
teenager searching for answers and questioning authority. The film is also 
peppered with some wonderful minor characters and subplots to keep the 

Q
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interest up. Drew Barrymore plays the liberal English teacher who gets fired 
for teaching literature that is considered to be offensive; Patrick Swayze is a 
smug motivational guru who has a nasty skeleton in the closet; Katherine Ross is 
Donnie’s psychiatrist who prescribes him drugs and, in one of the film’s funniest 
scenes, hypnotises him and foolishly asks him what he thinks about at school. 
One character, the isolated Grandma Death, might just have the answers to 
Donnie’s probing questions. The performances are all impeccable, played with 
conviction and doing justice to the fabulously witty script.

As the film counts down the 28 days, after which we expect some kind 
of apocalypse (coinciding with Halloween), the tension builds and Donnie’s 
questions about fate, chaos and time travel force us to ask, is he really living in 
some parallel time sequence or is he delusional and hallucinating? At one point 
he asks Frank, ‘Why are you wearing that stupid bunny suit?’ to which Frank 
replies, ‘Why are you wearing that stupid man suit?’

The film’s ending, with Tears for Fears’ ‘Mad World’ playing over various 
characters chewing over their actions or overcome with emotion, is incredibly 
moving, leaving the viewer with many questions on many levels yet strangely 
satisfied. Hilarious, heartbreaking, surreal, profound and thought-provoking, 
this is as much a treat for those with enquiring minds as it is for the hopelessly 
romantic. Some people will find it a little too strange and puzzling, but for those 
who want something beyond the ordinary this is just the ticket.
Martin Scott 2005

w Personal Letters
With	the	communications	revolution	in	full	swing	and	new	technologies	appearing	all	the	
time,	letter	writing	would	appear	to	be	a	dying	art.	Today	it	seems	much	more	efficient	to	
send	an	email,	text	message	or	to	telephone.	Yet	there	is	something	special	about	receiving	a	
personal	letter	from	someone.	Somebody	has	taken	the	time	and	effort	to	put	pen	to	paper,	
to	compose	words	with	more	thought	than	goes	into	a	text	message	or	email,	to	buy	a	stamp	
and	to	post	the	letter	in	a	letterbox.	An	email	can	be	deleted	at	the	touch	of	a	button,	whereas	
a	letter	can	be	read	and	re-read	and	may	be	stored	away	to	be	discovered	years	later.	How	
many	text	messages	or	emails	will	be	found	and	savoured	in	years	to	come?

A	personal	letter,	be	it	a	letter	of	thanks,	condolence	or	congratulations,	should	be	
handwritten.	Its	purpose	is	to	express	personal	thoughts,	and	if	it	is	typed	it	becomes	less	
personal,	and	the	less	personal,	the	less	its	effect.	The	receiver	of	a	handwritten	letter	will	
note	and	appreciate	personal	touches.

The	informal	nature	of	personal	letters	means	that	the	rules	are	not	as	strict	as	for	
formal	letters.	Nevertheless	a	basic	layout	is	required.
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Layout of a Personal Letter

The	sender’s	address	should	go	at	the	top	right-hand	side	of	the	page.	The	date	goes	
below	this.	The	salutation	begins	below	the	date	but	on	the	left-hand	side.	Indent	the	
first	and	all	subsequent	paragraphs.	There	are	a	variety	of	ways	to	close	a	personal	letter	
depending	on	how	well	we	know	the	recipient.	‘Yours	sincerely’	may	be	too	formal	for	
some	people.	‘Yours	affectionately’	for	close	relations	or	friends,	or	simply	‘Yours’	for	a	
close	friend.	For	people	we	know	well,	familiar	endings	such	as	‘Love’,	‘All	the	best’	or	
‘Best	wishes’	are	also	typical.

	

	 49	Bridge	Street,

	 Bray,

	 Co	Wicklow

	

	 23.9.14

Dear	Philip,

It	was	great	to	see	you	and	Erica	in	Boston	over	the	

summer	holidays.	Thanks	for	putting	us	up	in	your	house	for	the	

week.	We	really	had	a	brilliant	time.	Next	year	you	can	come	

and	stay	with	us	and	I’ll	show	you	some	Irish	hospitality.

I’ve	just	started	a	course	at	a	college	of	further	

education	so	I’m	really	busy	studying	hard	and	making	lots	of	

new	friends.	I’m	working	part-time	in	a	local	café	at	the	

weekends,	but	I	make	sure	I	have	time	for	socialising	too.

I	bought	myself	a	new	bike	last	week	with	some	of	the	

money	I	saved	from	working	in	the	States.	It’s	great	for	

getting	to	college	every	day	and	for	keeping	fit,	though	the	

traffic	can	be	pretty	dangerous	at	times.	Mum	keeps	telling	

me	to	get	a	helmet!

Give	my	love	to	Erica,	Ted	and	Sue.

All	the	best,

Martin
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Thanks

A	letter	of	thanks	is	not	only	showing	appreciation	for	a	favour	or	a	gift,	but	also	
acts	as	acknowledgement	of	receipt.	It	does	not	have	to	be	very	long,	but	should	be	
sincere	and	contain	a	personal	touch.	It	may	be	used	as	a	reply	to	invitations,	on	receipt	
of	gifts/presents,	after	weddings,	parties	and	visits	or	in	response	to	help	given	or	
acknowledgement	of	expressions	of	condolences.	Two	short	paragraphs	are	sufficient.

Paragraph 1
Suggestions:
w	 ‘Many	thanks	for	the	book	you	sent	me.	It	was	very	kind	of	you.	I	haven’t	been	able	to	

put	it	down	since	.	.	.’
w	 ‘Thank	you	very	much	for	the	wedding	present	you	gave	us.	It	is	proving	to	be	very	

useful.’

Paragraph 2
Could	contain	some	simple	news	about	yourself	or	about	the	receiver:
w	 ‘It	was	good	to	see	you	.	.	.’
w	 ‘I	have	been	really	busy	lately,	studying	hard	at	college	.	.	.’

Condolences 

A	letter	of	condolence	can	be	a	difficult	and	sensitive	piece	of	writing.	It	is	important	
to	find	the	right	amount	of	sincerity,	without	going	over	the	top	and	sounding	false.	It	
should	contain	words	of	sympathy:
w	 ‘I	was	sorry	to	hear	about	the	death	of	.	.	.’
w	 ‘We	were	so	shocked	to	hear	the	sad	news	about	.	.	.’

Words of Comfort
w	 ‘She	was	a	wonderful	person,	kind	and	generous	.	.	.’
w	 ‘We	are	thinking	of	you	at	this	sad	and	difficult	time.’
w	 ‘He	was	a	great	friend	and	will	be	greatly	missed.’

If	practical,	some	offer	of	assistance:
w	 ‘If	there	is	anything	I	can	do	.	.	.’

To	personalise	a	letter	of	condolence,	we	can	include	a	personal	memory	we	ourselves	
had	of	the	deceased	or	an	anecdote	about	a	time	spent	in	his	company:	‘I	remember	the	
time	when	.	.	.’
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Tip

Some	people	are	naturally	more	imaginative	than	others	and	have	no	problem	finding	
inspiration	to	write	a	story	or	a	poem.	If	you	feel	you	aren’t	that	creative,	writing	a	book	or	a	
film	review	might	be	easier	–	or	maybe	a	personal	letter.	Remember	that	a	teacher	will	have	
to	read	many	pieces	of	personal	writing,	so	you	should	try	to	make	your	writing	as	original	as	
possible.

Confusing Words

In	each	of	the	following	sentences,	select	the	correct	word,	decide	what	the	other	word	
means	and	put	it	into	another	sentence	(it	may	have	more	than	one	meaning):
1.	 There	is	ample/amble	opportunity	to	get	to	know	each	other.
2.	 Tourists	can	wonder/wander	through	the	beautiful	gardens	at	leisure.
3.	 She	didn’t	except/accept	my	apology.
4.	 The	film	had	a	powerful	effect/affect	on	me.
5.	 There	was	a	full	compliment/complement	of	members	at	the	meeting.
6.	 There	was	a	continuous/continual	flow	of	water	from	the	tap.
7.	 Don’t	loose/lose	your	keys.

Lost in Translation

The	following	are	signs	that	have	been	poorly	translated	into	English.	Work	out	what	is	
wrong	with	them,	what	each	is	trying	to	communicate,	then	rewrite	them	to	make	their	
meaning	clear.

Congratulations

Offering	congratulations	is	a	simple	matter	and	may	be	used	for	the	following	occasions:	
passing	exams,	engagement,	wedding,	promotion,	birth	of	a	child,	a	new	home.
Some	useful	phrases:
w	 ‘We	wish	you	every	success	in	your	new	position’
w	 ‘I	am	delighted	to	hear	the	good	news’
w	 ‘We	were	overjoyed	to	hear	the	news	about	the	birth	of	your	son’
w	 ‘You	should	be	proud	of	such	a	fine	achievement’
w	 ‘Well	done’
w	 ‘Congratulations’.
There	is	even	scope	here	for	humour	such	as:
‘I	never	thought	you	had	it	in	you’	(not	for	the	birth	of	a	child!).
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Swiss restaurant menu:
Our	wines	leave	you	with	nothing	to	hope	for.

Rhodes tailor:
Order	your	summers	suit.	Because	is	big	rush,	we	will	execute	customers	in	strict	rotation.
 
Bucharest hotel lobby:
The	lift	is	being	fixed	for	the	next	day.	During	that	time	we	regret	that	you	will	be	
unbearable.

Athens hotel:
Visitors	are	expected	to	complain	at	the	office	between	the	hours	of	9	and	11	am	daily.
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