UNIT 11 

GIVING DIRECTIONS
Cloze Exercise

	1 November 2001

Dear Ms. Delany,
I have just been ________ that the meeting is going to go into extra sessions, ________ I will not be returning________ Monday________ I had originally planned. As there are a few things which I will need________ next week’s session, I would greatly appreciate________ sending them to me at the above address________ soon________ possible.
First, please send the report on “Census Statistics” which is in the top left-hand drawer________ my desk. It would also be helpful to have the file on “Demography Studies” which, I believe, is________ the second file cabinet________ the door, third drawer________ the top under “D”.  If it’s not there, it may still be somewhere________ top________ the desk I was using just before I left.
If any urgent correspondence has arrived, please forward________ with the above-mentioned items.  If you think it can wait, put it________ the correspondence file________ I return.
I apologize________ any inconvenience this may cause you and thank you, ________ advance, for your kind help.
                                                                                                        Yours sincerely,
                                                                                                         Paul Kraatz


Task 11.2________   Writing task (no key provided)
(Giving Directions)
ASSIGNMENTS:
1.________    You are going to sub-let your apartment for the summer.  As the tenant will arrive after you have left you must leave some
instructions for this person.  Write a message which you will leave in your apartment for the summer sub-letter.  Explain such 
things as where to find certain items, how various things in the apartment work, how to care for any plants, pets or other items
 in the house that need attention.
2.________    You are away on mission and realize that you need some important information and documents which you have left in your office at Headquarters.  Write a letter to someone in your office requesting that they send the necessary items and explaining where they can be found
1 November 2001

Dear Ms. Delany,
I have just been told / informed that the meeting is going to go into extra sessions ,and / ,so / ;therefore, I will not be returning on Monday as I had originally planned.  As there are a few things which I will need for next week’s session, I would greatly appreciate your / you sending them to me at the above address as soon as possible.
First, please send the report on “Census Statistics” which is in the top left-hand drawer of my desk.  It would also be helpful to have the file on “Demography Studies” which, I believe, is in the second file cabinet by / near the door, third drawer from the top under “D”.  If it is not there, it may still be somewhere on top of the desk I was using just before I left.
If any urgent correspondence has arrived, please forward it with the above-mentioned items.  If you think it can wait, put it into the correspondence file for when I return.
I apologize for any inconvenience this may cause you and thank you, in advance, for your kind help.
Yours sincerely,

Paul Kraatz
