
Contents

Preface
Section I Tools
Tool 1 Using dictionaries 3

Introduction 3
1 Type faces 4
2 Symbols 5
3 Parts of speech 5
4 Phonetic symbols 5
5 Looking up words 6 ;
6 Looking up meanings 7
7 Word building 7
8 Comparatives and superlatives 8
9 Word division 9

10 Countables, uncountables, plurals, and quantity words 9
11 Appendices 10

Tool 2 Formulation and discussion 12
Introduction 12

1 Formulation 12
2 Discussion 14
3 Formal discussion 15

Tool 3 Reading strategies 17
Introduction 17

1 Text structure 17
2 Sentence structure 19
3 Text register 20

Tool 4 Summary writing 22
Introduction 22

1 The process of writing 22
2 An example summary 23

Tool 5 Report writing 27
Introduction 27

1 The pre-printed form 27
2 The short informal report 27
3 Formal reports 30



Tool 6 Letter writing 32
1
2
3
4
5
6
7
8
9

10

Introduction 32
Formal style 32
Formal letter layout 35
Formal letter layout components 35 
Envelope layout 36 
Letters of application 37 
Curriculum Vitae (C.V.) 40
Direct letters of application 45 
Memos 45
Telexes and telegrams 46 
Instruction writing 49

Section II Grammar
1 Verbs 53

Introduction 53
1 Forms and tenses 53
2 Simple tenses 54
3 Questions and negatives 54
4 Continuous tenses 55
5 Perfect tenses 55
6 Pluperfect tense 55
7 Active constructions-passive constructions 55
8 Modal verb forms 57

2 Adverbs 60
Introduction 60

1 Word order 60

3 Relative pronouns and clauses 62
Introduction 62

1 Uses 62
2 Reduced relative clauses 63

4 Linking words 64

5 Word order in sentences 66
Section III Materials

1 A new course for the Nile 68
2 Dutch windpower not in vain 71
3 Ground flours- avoiding hardcore problems 74
4 The Optical Computer 77
5 Port design using simulated ships 81
6 Inside a Robotics Lab: Avoiding Obstacles 85
7 The human factor - the errant elbow 89
8 QS in the market 93
9 Design for a quiet life 96

10 GLCThames barrier-protecting London 99
11 Multifuel Technology Heats Up 104
12 Inside a Robotics Lab: The Quest for Automatic Touch 108
13 MOSS speeds design of Saudi super highway 112
14 Fateful summer for German forests 116
15 Electronic education 119



16 What is PFA? 123
17 Will windpower work for you? 128
18 Cash incentives motivate safety 132
19 Decision time for tomorrow's TV 136
20 The solar effect 139
21 Humidifiers for central heating users 143
22 Advertisements for personnel 147

Acknowledgements of materials used 153


