
NATIONAL EXAM

Tips for my students

Writing

Read the rubric carefully. Before starting spend some time on planning. 

Read the task carefully and answer the following questions

· What are you writing? - a letter, a report, a composition, an essay, etc.

· Who are you writing? – to a friend, to someone you do not know, to the public, etc.

· What kind of register should you use? - formal, informal

· Do you need to include specific information? - to answer questions, to give some information, to discuss about something, etc. 

· Does it have a word limit? - more is better than less!

A great way to make sure you have answered the question is to get into the habit of using a highlighter pen and highlighting all the key words in the question you are answering

Use the space in Rough Notes box to make a plan. Remember to write a topic sentence at the beginning of each paragraph.

You must always use a formal style in your National Exam:  võrdle


Informal





Formal 

Shorten forms (don´t, isn´t, can´t)


Long forms (do not, is not, cannot)

Linking words (So, … But … Because ..)

Linking words (However, … Therefore )

Phrasal verbs (go with children)


Complicated forms (take children)

Look at the prompts; you must use all of them. 

Do not include irrelevant information. You lose your points.

Task 1

· Read the rubric carefully

· Make use of all prompts

· Don´t only mention, but also support ( laienda!)

· Don´t copy the rubric ( muuda ülesandes antud fraaside sõnastust)

· Do not write any addresses if it is said so, but  the date is obligatory

Task types ( some of them)

· Letter of complaint

· Informative letter 

· Protest letter

· Letter of enquiry

What is assessed in letters:

· Paragraphing (lõigud) – should be seen clearly, use a spare line between paragraphs or an indent. One idea per paragraph, a paragraph should start with a topic sentence.

· Length

Required 120 words

101 – 132 words – OK

50 – 100 words – deduct 1 point (task completion)

Fewer than 50 words – task completion 0

· Grammar - a wide range of grammatical structures to get top points.

· Vocabulary - language appropriate for the task, no contracted words, no slang

· Opening and closing phrases

· Content points – make sure you have used all the prompts

· Spelling - a capital letter at the beginning of a sentence, I ( “mina” alati suur täht!)

· Tone / register - formal

· Linking words - use of linking devices (balance carefully)( siduvad-lisavad sõnad)

· Punctuation - a full stop to finish sentences, do not use exclamation marks

Structure:

4th March 2010 

04 March 2010 

March 04, 2010 

March 4th 2010 

04/03/2010

If the date is already there (and there it is!), don´t copy it once more. Please trust the authors of the exam paper!

Appropriate salutation and sign-off. If we know the name of the person we are writing to, we start with Dear Mr Smith / Dear Mrs Brown. If we do not know the name, there is only one version: Dear Sir / Madam. The use of a comma after the opening expression is not obligatory any more. However, if we use a comma after the opening expression, it should also be used after the closing expression. The rule for the closing expression is quite straightforward: if we know the person ´s name, we close the letter with Yours sincerely, if we do not know the name, we write Yours faithfully.

Acceptable salutations – Dear Sir/Madam, Dear Sir or Madam (if the receiver is unknown); Dear Mr Smith, Dear Mrs Smith, Dear Ms Smith, Dear Miss Smith (the formula is Dear + title + surname).

Unacceptable salutations ( ära kasuta!!!)– Mr Smith, Dear editor, Dear Mr John Smith, Hi!, Hello!

Endings – Yours sincerely (if you know the name of the receiver), Yours faithfully (if you do not know the receiver)

Opening sentence

Introduction – reason for writing

You must say why you are writing. Look back at the rubric, read it carefully once more!

If there is:




the easiest way to start is:

Give some information - 
I am writing to give you some information …

Ask some information - 
I am writing to ask some information …

Write a complaint - 

I am writing to complain about …

Thank someone - 

I am writing to thank you for

Write a protest letter - 
I am writing to protest against 

Request: You have read the advertisement … write a  letter in answer to the advertisement…

I am writing in answer to your advertisement …

Conclusion – hope for further action. In a letter of complaint - clearly what action should be taken.

Closing sentence (e.g. I am looking forward to hearing from you soon). NB! Olenevalt kirjast!

A thank you letter includes the following parts: expressing thanks for the first time, explaining what you are thanking the person for, expressing thanks for the second time.

Checklist

· Appropriate salutation

· Appropriate sign-off

· Polite expression at the end

· Visible paragraphs

· One idea per paragraph

· All prompts used

· Prompts supported

· Pen-name used

· Linking words used

· No contracted forms

· No slang words

· Complex grammatical structures used

· Word-count

· Polite

Tips for the students:

· Read the task carefully and make sure you know what your letter is expected to contain.

· Consider carefully what is relevant information and what is not.

 Imagine yourself in the role of the addressee of your letter. Would you like to read lengthy stories about people´s cats, dogs and grandmothers or would you prefer short, matter-of-fact letters which contain the necessary information?

· Do not use contract forms. Slang and ungrammatical forms (ain´t, wanna, gonna) are not acceptable in any form of written English produced by an educated person. 

Task 2

Word count

180-220 words – Ok

140 – 179 words – deduct 1 point (Task completion)

100 – 139 words – deduct 2 points (Task completion)

Fewer than 100 words – 0 points (Task completion)

Essay

Essay is personal writing.

What is assessed in essays

· Addresses all aspects of the prompts

· Ideas are presented and supported

· Clear paragraphing. Each paragraph has one central topic

· Using linking devices

· All required elements present

· Wide vocabulary

· Register

· Spelling

· A wide range of grammatical structures, complex structure predominate.

· Punctuation 

Tips for the students:

· Read the topic of the essay and think carefully what it means.

· After you have understood clearly what the topic means, note down some key words or make a mind map of what you are going to write about. 

There is a special space for rough notes on the examination paper – use it but do not write the final version of your essay there.

· Do not discuss more aspects of a topic than you are asked to. 

Usually the task is to discuss three or four aspects. If you try to do more, your treatment of the topic will not be thorough enough, because you will run out of time and space and will also exceed the word limit.

· An essay must have an introduction and a conclusion. They need not be very long: two or three sentences are sufficient.

· Each paragraph should deal with one aspect of the topic and should start with an indented line.

· When you have finished writing, read what you have written once again to check the spelling.

Report 

A report is usually written to give some information to somebody who needs it. That means that the writer knows more about the subject than the reader. Make your report clear and simple. The aim is to give personal opinion of figures, not emotions.

A report should have the following parts:

· Introduction. 

State what you are going to write about. (The report is based on a diagram / responses to a questionnaire …). If the report is based on a survey, state when and by whom the survey was carried out.

· Body paragraphs. 

Present the facts in a logical, organised way. Use sub-headings if necessary. Do not write down the numbers. You are expected to generalise and comment on them

· Conclusion.

A report is impersonal. Avoid using personal pronouns unless you are asked to express your own opinion.

Marking:

· Addresses all aspects of the prompt (task completion)

· Introduction contains the aim / purpose of the report and the source of the information: e.g. a survey + target group

· Includes at least some data

· Discusses the reasons

· Makes recommendations

· Paragraphing 

Tips for the students

· Do not add irrelevant information 

· Use proper linking devices or subheadings, proper conclusion

· The aim is to give personal opinion of figures, not emotions.

· Make sure you know the relevant vocabulary:

Upward movement: to increase / rise (to) / go up, to grow / expand, to boom

An end to movement: to flatten out / level off

No change: to remain constant / stable, to stay the same / at the same level

Downward movement: to decrease / fall / drop / decline / go down, to slump / collapse

Degree of change. dramatically / considerably / significantly / moderately / slightly

Speed of change: rapidly / quickly / suddenly / gradually / steadily / slowly

For comparing and contrasting: compared to / with, in comparison, in contrast to.

In drawing your conclusions: due to, because of, as a result of, a consequence of, caused by

When you have finished the tasks, check whether you have

· used all the prompts

· used topic sentences at the beginning of each paragraph

· used formal style

· used correct grammar

· used correct linking devices

· kept the word limit

Top ten mistakes in the writing paper

· Not answering the question completely

· Forgetting to plan

· Taking too much time to answer one question

· Not allowing time to check the answer

· Using too much of the input material, copying phrases

· Try not to repeat the exact words and phrases from the question and remember to develop the points with your own ideas.

· Not knowing the text types

· Forgetting to use linking devices/ overuse of linking devices

· Basic vocabulary – create your own vocabulary list

· Simple language structures - analyse sample essays/letters/reports to identify a range of different structures. 



