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BT T — Paper I A Quick Review On Formats (1)

{1) Letter of complaint
Date

Recesver’s Mame
Receaver's Titla (iF any)
Carpany Name

Addreas

Reference Mumber (il any)}

{ Tleeae iteme may noet be includsd in answering Paper 1)

Thear Sir £ Madam ¢ 3 307 s 30

Fe; Complaint ahout the peor servace S guality of ...
Introduction:
1. What happened?
2. W ho did it?
3. When did il happen?
4, Where did 1. happen?

Ohpeming seitencs: | am weiting to comploin oot the

Dietails of the complaints: (2-3 paragraphs)
i, The evenis
2, Your feelings

Sugmestions: [ 1-2 paragraphs})
1. %ohitions
2. Reguest for an apology

Closing sentence: 1 ook forward 10 feceiving wour conunents i respect of my compainis ..

Iits Deear S/ Madaoy, Yours faitifolly, €8 IFit's Denr 8r X 0 Ms X, Yours sincerel y,

(2) Debate

Honourable adjudicators, principal, teachers and my fellow schoolmates, [Selood debate]
Ladies and gentlemen, fPublic debate}

Introduction:

| . What i5 the motion?

2 Are vou speaking for or against the motion?
3. Howw dlix wou define the madion’? {optional)

Opening sentence: Today's motion is “That ,.." T'm on the government / opposite side ...

Supporting paragraphs: (2-3 paragraphs)

1. Y our views

2.0 0K Feasons

3, Examples

4.Counter arguments (optional )

3. Refimation (This is a muslt i you have given any counter arguments. )

Conclusion:
1. What is your position again®?
2. “Think you.™

Closing sentence: Today™s motion should /£ should not stand. Thank you.
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i(3) Letter to the editor

Yo can write a letter to the editor cither 10 bring an issue 1w light o 1© respond 10 someaneg with
whom you aeree or disagree, In Paper 1, il is ofien the case of the latter. 1lere is a suggested out-
limuee;

Dicar Editor,
Introduction:
1. Whose letter are vou referring (o?
2. What is the matter under discussion?
1. Which newspaper are you referring 1o}
4. When was the letter posted (the one you are referming w)?

Opening sentence: T refer 10 the lefler from 8. Tam regarding the ban of portable phones in public
places (South China Moming Post, April 13),

Boxly: (2-3 paragraphs)
[. Details of the matter
Your standpoint, Your views, Your reasons, Reguest Toe action (optional )

Comclusion:
1. Reguest for other readers’ response (oplicnal )
Closing sentences T would like 1o hear other readers” views on this issue.

(4) Proposal

In Pnper I, vou may write your prapesal o the Gomm ofa letler, memns, fs, or sioply article. These are all acceptable formats for proposals
Vo wre advised b hamadle the Formal Daxibly according e the mstroctions given o the mbric, Here i2 a general outline:

Do M 3007 Ma X 7 Priscipal,

Ez: Proposal for .,
Irirosduction:
1. Whal are you proposing?
2. What s the ain of vour propogal?

Chpening senfence; [ would like to propese .., because it could help students of our schood ..
Dretails of your proposal; {2-3 parngraphs)

1. "What netivities ! evenls ! functians do vow plan om domg?

2. When should they lake place?

3. Where should they lake place?

4. Wha should b dvoelved?

5. How gould they be organised?

Conelusion:

1. Hequest for approsal
2. Bequest lor commenis

Closing seotencs: 1 woould wery much appreciate it if you would approvs oy proposal. ook foreacd to receiving vour valuable commenis,

It id's Diear Mr X 7 Ms X, Yours sincerely, (0 [Fit's [hear Prmcipal, Y owrs futhlfuliy,
Chrris Wang

KA LEEEA Ms June LeunsiB B hitte//www.juneleung.com>>
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