UNIT 10         GIVING AN OPINION
Letter writing
(Giving an opinion) (NB – all alternatives are acceptable)
	Dear Sir/Madam,
I have just (heard/learned/been informed) that the Staff Council is studying the possibility of establishing Day Care Facilities for children of UN staff members and I would like to (state my opinion/give my views) on this subject.
(First/To begin with), it is well known that in recent years the UN has made a firm commitment to working for the rights of women, and I believe one of the most basic of these is the right to be employed.  Of course, this is only possible for women with small children if suitable childcare is available.
(However/Nevertheless), as you are aware, good quality childcare in New York is not only very difficult to find, but also very expensive.  I know that many of my colleagues, out of necessity, have had to settle for arrangements that are not completely satisfactory. This situation naturally creates a certain tension that makes it difficult for people who are both conscientious workers and conscientious parents to work the most effectively.
(Therefore/Consequently), if parents could feel secure in knowing that their children were happy and well-cared for, I am sure their minds would be more at ease, their morale higher and their efficiency on the job greatly improved.
(Finally/In conclusion), in view of the fact that creating childcare facilities would not only be a very clear demonstration of the Organization’s support for the rights of women, but would also contribute to the overall efficiency of the staff by reducing tension that interferes
with good job performance, I would like to give my (wholehearted approval/unqualified support) to this proposal.
I hope that my views will be (taken into consideration/given serious attention/useful to you).
Yours truly,
Ted Sullivan


Task 10.1        Cloze test (Key provided)
(Giving an opinion)
	Dear Sir,
I have just __________ that the UN is considering the __________ of establishing a flexi-time policy __________ would allow staff members to fix their own working hours provided __________ they worked         8-hour day, and I would like to give my __________ on the subject.
__________, it is well-known that some people are “morning people” and __________ have trouble getting started early in the day. Therefore, permitting people to begin the working day when they wished would allow for these personal differences.
__________, as you are aware, there is a great problem __________ traffic __________  in the morning and __________ evening rush hours for people who drive to work.  If some could come a little earlier or later than usual, they might be able to avoid __________ problems. Also, __________ who rely __________ public transportation could take advantage __________ the “off hours” to commute to work in more comfort.
__________  , a flexi-time schedule would probably result __________  having each office “covered” for a longer period of each day, thus perhaps allowing more work to be __________  .
For the __________ reasons, I would like to give my wholehearted __________ to this proposal and I hope my views will be given serious __________  .
Yours truly,
Sandra Claus


Task 10.3        Writing task (no key provided)
(Giving an opinion)
ASSIGNMENTS:

Write a letter of opinion that you have to or would like to write for work or in your life.

OR

If you cannot think of a real example, write on ONE of the following topics.
1.         You have heard that there is a proposal to relocate the UN Headquarters in another country, outside the United States.  
Write a letter to Mr. John Ward, Chairman of the “Site Search Committee” expressing your views on where the new Headquarters should be located and why.
2.         It has been proposed that the UN eliminate the “geographical distribution” requirement presently used for filling UN posts.  
Write a letter to the Chairperson of the Staff Committee expressing your views on this matter.
3.         As an economy measure, it has been suggested that, in the future, annual leave be granted to staff members only once every three years rather than once every two years as is now the policy.  Write a letter to the Chairperson of the Staff Committee expressing your opinion of this proposal.
4.         It has been proposed that in order to keep the UN from becoming a rigid, conservative bureaucracy no more “permanent contracts” be granted to staff members.  Instead, such a policy would require that all people serve the UN just for a fixed term and then return to their home countries.  Write a letter to the Chairperson of the Staff Committee expressing your views on this subject.
Task 10.1        Cloze test (Answer Key)
(Giving an opinion)
	Dear Sir,
I have just heard that the UN is considering the idea / possibility of establishing a flexi-time policy which / that would allow staff members to fix their own working hours provided that they worked an 8-hour day, and I would like to give my opinion / ideas / thoughts on the subject.
Firstly, it is well-known that some people are “morning people” and do not have trouble getting started early in the day. Therefore, permitting people to begin the working day when they wished would allow for these personal differences.
Secondly , as you are aware, there is a great problem with traffic jams / hold ups / congestion in the morning and in the / the evening rush hours for people who drive to work.  If some could come a little earlier or later than usual, they might be able to avoid such / these problems.  Also, those who rely on public transportation could take advantage of the “off hours” to commute to work in more comfort.
Thirdly / Lastly , a flexi-time schedule would probably result in having each office “covered” for a longer period of each day, thus perhaps allowing more work to be achieved / accomplished .
For the above reasons, I would like to give my wholehearted support to this proposal and I hope my views will be given serious consideration .
Yours truly,


