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QUERIDOS JÓVENES:

Siempre he pensado que la juventud constituye una de las etapas más importantes en el desarrollo del 
ser humano; es la edad donde forjamos el carácter y visualizamos los más claros anhelos para nuestra 
vida adulta. Por eso, desde que soñé con dirigir los destinos de nuestro estado, me propuse hacer 
acciones concretas y contundentes para contribuir al pleno desarrollo de nuestros jóvenes sonorenses.

Hoy, al encontrarme en el ejercicio de mis facultades como Gobernadora Constitucional del Estado de 
Sonora, he retomado los compromisos que contraje con ustedes, sus padres y –en general con las y los 
sonorenses– cuando les solicité su confianza para gobernar este bello y gran estado. Particularmente 
lucharé de manera incansable para que Sonora cuente con “Escuelas formadoras de jóvenes 
innovadores, cultos y con vocación para el deporte”. Este esfuerzo lo haré principalmente de la mano 
de sus padres y sus maestros, pero también con la participación de importantes actores que 
contribuirán a su formación; estoy segura que juntos habremos de lograr que ustedes, quienes 
constituyen la razón de todo lo que acometamos, alcancen sus más acariciados sueños al realizarse 
exitosamente en su vida académica, profesional, laboral, social y personal.

Este módulo de aprendizaje que pone en sus manos el Colegio de Bachilleres del Estado de 
Sonora, constituye sólo una muestra del arduo trabajo que realizan nuestros profesores para 
fortalecer su estudio; aunado a lo anterior, esta Administración 2015-2021 habrá de 
caracterizarse por apoyar con gran ahínco el compromiso pactado con ustedes. Por tanto, mis 
sueños habrán de traducirse en acciones puntuales que vigoricen su  desarrollo humano, 
científico, físico y emocional, además de incidir en el manejo exitoso del idioma inglés y de las 
nuevas tecnologías de la información y la comunicación.  

Reciban mi afecto y felicitación; han escogido el mejor sendero para que Sonora sea más próspero: 
la educación.

LIC. CLAUDIA ARTEMIZA PAVLOVICH ARELLANO
GOBERNADORA CONSTITUCIONAL DEL ESTADO DE SONORA
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El Colegio de Bachilleres del Estado de Sonora (COBACH), desde la implementación de la Reforma Integral de 
la Educación Media Superior en 2007, de forma socialmente responsable, dio inicio a la adecuación de su Plan 
de estudios y a sus procesos de enseñanza aprendizaje y de evaluación para reforzar su modelo de Educación 
Basada en Competencias, y así lograr que pudieran sus jóvenes estudiantes desarrollar tanto las competencias 
genéricas como las disciplinares, en el marco del Sistema Nacional del Bachillerato.

Este modelo por competencias considera que, además de contar con conocimientos, es importante el uso que 
se hace de ellos en situaciones específicas de la vida personal, social y profesional. Dicho de otra forma, el ser 
competente se demuestra cuando, de forma voluntaria, se aplican dichos conocimientos a la resolución de 
situaciones personales o a la adquisición de nuevos conocimientos, habilidades y destrezas, lo que hace que se 
refuerce la adquisición de nuevas competencias.

En ese sentido el COBACH, a través de sus docentes, reestructura la forma de sus contenidos curriculares y lo 
plasma en sus módulos de aprendizaje, para facilitar el desarrollo de competencias. En el caso del componente 
de Formación para el Trabajo, además de las competencias genéricas, fortalece el sentido de apreciación hacia 
procesos productivos, porque aunque el bachillerato que te encuentras cursando es general y te prepara para 
ir a la universidad, es importante el que aprendas un oficio y poseas una actitud positiva para desempeñarlo.

De tal forma que, este módulo de aprendizaje de la asignatura de Writing scripts for communication, es una 
herramienta valiosa porque con su contenido y estructura propiciará tu desarrollo como persona visionaria, 
competente e innovadora, características que se establecen en los objetivos de la Reforma Integral de Educación 
Media Superior.

El módulo de aprendizaje es uno de los apoyos didácticos que el COBACH te ofrece con la finalidad de garantizar 
la adecuada transmisión de saberes actualizados, acorde a las nuevas políticas educativas, además de lo que 
demandan los escenarios local, nacional e internacional. En cuanto a su estructura, el módulo se encuentra 
organizado en bloques de aprendizaje y secuencias didácticas. Una secuencia didáctica es un conjunto de 
actividades, organizadas en tres momentos: inicio, desarrollo y cierre.

En el inicio desarrollarás actividades que te permitirán identificar y recuperar las experiencias, los saberes, las 
preconcepciones y los conocimientos que ya has adquirido a través de tu formación, mismos que te ayudarán 
a abordar con facilidad el tema que se presenta en el desarrollo, donde realizarás actividades que introducen 
nuevos conocimientos dándote la oportunidad de contextualizarlos en situaciones de la vida cotidiana, con 
la finalidad de que tu aprendizaje sea significativo. Posteriormente se encuentra el momento de cierre de la 
secuencia didáctica, donde integrarás todos los saberes que realizaste en las actividades de inicio y desarrollo. 

En todas las actividades de los tres momentos se consideran los saberes conceptuales, procedimentales y 
actitudinales. De acuerdo a las características y del propósito de las actividades, éstas se desarrollan de forma 
individual, grupal o equipos.

Para el desarrollo de tus actividades deberás utilizar diversos recursos, desde material bibliográfico, videos, 
investigación de campo, etcétera; así como realizar actividades prácticas de forma individual o en equipo. 
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La retroalimentación de tus conocimientos es de suma importancia, de ahí que se te invita a participar de 
forma activa cuando el docente lo indique, de esta forma aclararás dudas o bien fortalecerás lo aprendido; 
además en este momento, el docente podrá tener una visión general del logro de los aprendizajes del grupo.

Recuerda que la evaluación en el enfoque en competencias es un proceso continuo, que permite recabar 
evidencias a través de tu trabajo, donde se tomarán en cuenta los tres saberes: conceptual, procedimental y 
actitudinal, con el propósito de que apoyado por tu maestro mejores el aprendizaje. Es necesario que realices 
la autoevaluación, este ejercicio permite que valores tu actuación y reconozcas tus posibilidades, limitaciones 
y cambios necesarios para mejorar tu aprendizaje.

Así también, es recomendable la coevaluación, proceso donde de manera conjunta valoran su actuación, con 
la finalidad de fomentar la participación, reflexión y crítica ante situaciones de sus aprendizajes, promoviendo 
las actitudes de responsabilidad e integración del grupo. 

Finalmente, se destaca que, en este modelo, tu principal contribución es que adoptes un rol activo y 
participativo para la construcción de tu propio conocimiento y el desarrollo de tus competencias, a través de 
lo que podrás dar la respuesta y la contextualización adecuadas para resolver los problemas del entorno a los 
que te enfrentes, ya sean personales o profesionales.
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Se trata de la evaluación que se realizará al inicio de cada 
secuencia didáctica y que te permitirá estar consciente de 
tus conocimientos acerca del tema que abordarás.

EVALUACIÓN DIAGNÓSTICA

Es la relación de palabras nuevas o de las cuales pudieras 
desconocer su significado. Es útil para conocer nuevos 
conceptos, ampliar tu vocabulario y comprender mejor 
las lecturas.

GLOSARIO

En este espacio realizarás una evaluación de tu propio 
trabajo, misma que deberá ser honesta para que puedas 
identificar los conocimientos que has adquirido y las 
habilidades que has desarrollado, así como las áreas que 
necesitas reforzar.

AUTOEVALUACIÓN

En este apartado encontrarás el espacio para calificar 
tu desempeño, que será por parte de tu profesor, tus 
compañeros (coevaluación) o tú mismo (autoevaluación).

EVALUACIÓN DE ACTIVIDADES

Durante el semestre, tu profesor te irá indicando qué 
evidencias (trabajos y ejercicios) debes ir resguardando 
para integrarlos en un portafolio, mismos que le 
entregarás cuando te lo indique, a través del cual te 
evaluará.

PORTAFOLIO DE EVIDENCIAS

Son reactivos que aparecen al final de un bloque, al 
realizarlos reforzarás los conocimientos adquiridos 
durante el bloque y desarrollarás tus habilidades.

REACTIVOS DE CIERRE

Esta actividad resume los conocimientos adquiridos 
durante un proceso, ya sea una secuencia didáctica, un 
bloque o lo visto en un semestre completo. Es la suma 
teórica y práctica de tus conocimientos y es útil para 
fortalecer tu aprendizaje.

ACTIVIDAD INTEGRADORA

Este tipo de evaluación se hace con uno o varios de tus 
compañeros, en ella tú los evalúas y ellos a ti. Les permite, 
además de valorar sus aprendizajes, colaborar y aprender 
unos de otros.

COEVALUACIÓN

Es el listado de referencias que utilizaron los profesores 
que elaboraron el módulo de aprendizaje, contiene la 
bibliografía, las páginas de internet de las cuales se tomó 
información, los vídeos y otras fuentes que nutrieron los 
contenidos. Te permite también ampliar la información 
que te proporcione tu profesor o la del módulo mismo.

REFERENCIAS

La rúbrica es una tabla que contiene niveles de logro 
o desempeño especificados en estándares mínimos 
y máximos de la calidad que deben tener los diversos 
elementos que componen un trabajo. Sirve como guía 
para saber qué debe contener un trabajo y cómo debe 
ser realizado. 

RÚBRICA DE EVALUACIÓN

El glosario icónico es la relación de figuras que encontrarás en diversas partes de tu módulo. Enseguida, se 
muestran junto con su definición, lo que te orientará sobre las actividades que deberás realizar durante el 
semestre en cada una de tus asignaturas.

ACTIVIDAD 1
SD1-B1

Con este gráfico identificarás la Actividad dentro del texto, 
incluyendo la indicación y especificando si debe realizarse 
de manera individual, en equipo o grupal.

Individual

Equipo Grupal
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“Una competencia es la integración de habilidades, conocimientos y actitudes en un contexto específico”. 

Para dar continuidad a los trabajos propuestos por la Dirección General de Bachillerato (DGB), en los 
programas de formación para el trabajo de la Capacitación de Inglés para las Relaciones Laborales y con el 
propósito de responder a las necesidades de información que requieres como estudiante, el presente módulo 
de aprendizaje tiene como objetivo acercarte, en un solo documento, tanto a contenidos y elementos teóricos 
como a ejercicios y proyectos prácticos para dotarte de los conocimientos y competencias que hoy en día se 
requieren en el sector productivo y de servicios, y de esta manera, integrarte al mercado laboral conforme 
a las exigencias de la globalización, o bien, continuar con su formación profesional en una institución de 
educación superior.

En este contexto, tu módulo de aprendizaje fue rediseñado por docentes del Colegio de Bachilleres del Estado 
de Sonora, para lograr elaborar un documento que articulara los contenidos propuestos por la DGB para 
el componente de formación para el trabajo  con las Normas Técnicas de Competencia Laboral (NTCL), del 
Consejo de Normalización y Certificación de Competencia Laboral (CONOCER), dando como resultado este 
material acorde con las tendencias de las competencias laborales que demanda el empleo en Sonora y el país.

En cuanto a su estructura, el módulo de aprendizaje aporta los elementos necesarios para adquirir los 
conocimientos y desarrollar las habilidades, actitudes y valores en ti que, en conjunto, te hagan ser competente 
en un determinado oficio que los sectores productivo o de servicios demanden, y que se determinen con base 
en estándares nacionales e internacionales de calidad; te provee de herramientas para lograr que adquieras 
los conocimientos necesarios y nuevos; te apoya en tu crecimiento y desarrollo. Por otra parte, es también 
un instrumento de gran utilidad para los docentes que imparten la capacitación de Inglés para las Relaciones 
Laborales, pues estandariza los contenidos en todos los planteles del Colegio.

En resumen, los módulos de la capacitación para el trabajo de Inglés para las Relaciones Laborales, están 
diseñados para formarte en un proceso de mejora continua de calidad educativa, y de los elementos necesarios 
para que te dediques y desempeñes de forma óptima a un oficio o, si así lo decides, continúes una profesión.
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1

2

Analiza los diversos problemas que pueden ocurrir en el ámbito laboral y 
propone soluciones efectivas 

Utiliza correctamente frases formales, para desenvolverse en el ámbito 
laboral, y en situaciones diversas. 

COMPETENCIAS PROFESIONALES DE EGRESO

Durante el proceso de formación de los dos módulos, el estudiante desarrollará las siguientes competencias 
profesionales, correspondientes a la capacitación de Inglés para Relaciones Laborales: 
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Using proper 
punctuation and 

spelling

Writing 
Process

Bussines-related texts

Reading 
strategies for 

reading 
comprehension

Scanning and 
skimming

Writing
Process

Indentifying 
bussines-related texts



Objetos de aprendizajeal finalizar el bloque Competencias a desarrollar

 ■ El estudiante identifica correctamente 
los signos de puntuación.

 ■ El estudiante conoce las reglas para el 
uso de signos de puntuación.

 ■ El estudiante identifica las distintas es-
tructuras de los enunciados.

 ■ El estudiante utiliza conectores para es-
tablecer coherencia y cohesión en sus 
escritos.

 ■ El estudiante utiliza distintos tipos de 
párrafos.

Tiempo asignado: 14 horas

 ○ Uso de la coma, el punto, el punto y 
coma, y dos puntos.
 ○ Uso de los signos de interrogación y 
exclamación.
 ○ Oraciones simples.
 ○ Oraciones compuestas.
 ○ Oraciones subordinadas.
 ○ Oraciones compuestas-subordinas.
 ○ Parrafos tópicos.
 ○ Párrafos de contraste/comparación.
 ○ Párrafos transcicionales.
 ○ Párrafos de conclusión.

 ■ El estudiante utiliza los signos de pun-
tuación correctamente en sus escritos.

 ■ El estudiante utiliza una variedad de 
oraciones para transmitir sus ideas de 
manera clara y atractiva.

 ■ El estudiante utiliza los distintos tipos de 
párrafos en sus escritos.

Desempeño del estudiante

Using proper punctuation and spelling
BLOCK 1
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DIAGNOSTIC EVALUATION

Read the following statements carefully, and determine if each one is a complete sentence, or if it is a just a 
fragment. Write your answer on the line:

1. I arrive at work at 8:00 a.m.    
 

___________________________________

2. Elisa was named “Employee of the Month.”  
 

___________________________________

3. In the middle of the night.    
 

___________________________________

4. I have an important project, and it’s due 
tomorrow.  

___________________________________

5. The law firm Wolfram & Heart, the biggest law 
firm in Los Angeles. 

___________________________________

Below, you will find a text about a manager in a call center, Tom, and the problems he faces when one of his 
employees doesn’t show up for work. You will notice something unusual about this text: it doesn’t contain any 
punctuation marks at all! Fill in the proper punctuation marks at the proper places in the text: commas, periods, 
question marks, exclamation marks, and quotation marks.

NOTA
You will also probably notice on your own that there aren’t any capital letters. They have been omitted so as to 
not give away some of the answers!

Tom, a harried call center manager.
 This is Tom Givens he is a call center manager for a local company he manages a call 
center with over 152 employees one of the biggest every day the call center receives calls from 
customers for credit card companies all over the world the call center employees help them with 
their doubts requests and complaints
 Why is Tom so stressed today it is because Cindy didn’t show up to work today she called 
in sick Cindy is the Mastercard specialist she knows everything about Mastercard credit cards the 
reason her absence is a problem is that today of all days there was a malfunction in the Master-
card computer systems customers are being charged for purchases they never made many costu-
mers are calling and they are very angry
 Unfortunately for Tom today is a day when he could have really used Cindy’s expertise.

Now, with the help of your teacher, read your text out loud following the proper punctuation pauses and intona-
tions.



17

Writing Scripts for Communication

BLOCK 1   Using proper punctuation and spelling
17

 
Activity 1

 
Activity 2

I identified each 
sentence and 
fragment correctly.

I placed only 5 or 
less punctuation 
marks correctly

I mistook a 
fragment or a 
sentence.

I placed between 5 
and 15 punctuation 
marks correctly.

I didn’t get any 
correct.

I placed 20+ 
punctuation marks 
correctly. 

I identified the 
question correctly.

I identified the 
exclamative 
sentence correctly.

EVALUATION CHECKLIST FOR DIAGNOSTIC ACTIVITES:

Check the ones that apply:

INTEGRATING ACTIVITY

At the end of this block, you will produce a text which includes examples of proper usage of punctuation marks 
and paragraph transitions.
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Didactic Sequence 1
USING PROPER PUNCTUATION AND SPELLING

Start Up Activities

Writing is one of the four main skills of language. It is an extremely important tool 
for communication. Even more, writing is one of the main pillars of civilization; think 
about all the very important ideas, information, traditions, and customs that we have 
been able to preserve and pass along generations thanks to writing. 

This points us to one of the great advantages of writing: it is an asymmetric means of 
communication: that is, two people don’t have to be at the same place at the same time 
for communication to occur; think about it: you can write a message for your friend 
today, and he can read it tomorrow. Something that you write today has the potential to 
be read a hundred years from now!

You should keep in mind, though, that writing is much more than simply transcribing 
your spoken speech into written words. Written speech has its own rules, which must be 
followed in order to communicate effectively. Try the following, turn to a classmate and 
say “hey” while conveying different emotions: surprise, anger, and nervousness; now, 
write the word “hey” on  a piece of paper and make it convey the same emotions. How 
did you do? It’s not that easy if you only use a single word, is it?

Always remember: writing IS NOT the same as speaking. All throughout the remainder 
of this course, and whenever you write something, keep in mind the following differen-
ces between the two forms of speech (source: www.omniglot.com)

NOTA
“But I always write like I speak!”
Some people argue that how they write doesn’t really matter. 
Spelling, punctuation, and grammar are irrelevant as long as they 
are understood; or they may argue that with the advent of social 
media and text messaging, the old rules no longer apply. Those 
people are wrong.

While it is true that language evolves, if you ignore the establi-
shed rules, you run a great risk of being misunderstood; further-
more, in more formal situations, such as applying for a job, poor 
written language skills reflect very poorly on you. Nobody wants 
a CEO who can’t write correctly.

•Writing is usually permanent and written texts cannot usually be 
changed once they have been printed/written out. Speech is usually 
transient, unless recorded, and speakers can correct themselves and 
change their utterances as they go along.
•A written text can communicate across time and space for as long as the particular language 
and writing system is still understood. Speech is usually used for immediate interactions.
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•Written language tends to be more complex and intricate than speech with longer sen-
tences and many subordinate clauses. The punctuation and layout of written texts also 
have no spoken equivalent. However some forms of written language, such as instant 
messages and email, are closer to spoken language.

Spoken language tends to be full of repetitions, incomplete sentences, corrections and 
interruptions, with the exception of formal speeches and other scripted forms of speech, 
such as news reports and scripts for plays and films.

•Writers receive no immediate feedback from their readers, except in computer-based 
communication. Therefore they cannot rely on context to clarify things so there is more 
need to explain things clearly and unambiguously than in speech, except in written co-
rrespondence between people who know one another well.
Speech is usually a dynamic interaction between two or more people. Context and sha-
red knowledge play a major role, so it is possible to leave much unsaid or indirectly 
implied.
•Writers can make use of punctuation, headings, layout, colours and other graphical 
effects in their written texts. Suchthings are notavailable in speech
Speech can use timing, tone, volume, and timbre to add emotional context.
•Written material can be read repeatedly and closely analysed, and notes can be made 
on the writing surface. Onlyrecordedspeech can be used in thisway.
•Some grammatical constructions are only used in writing, as are some kinds of voca-
bulary, such as some complex chemical and legal terms.
Some types of vocabulary are used only or mainly in speech. These include slang ex-
pressions, and tags like y’know, like, etc.

The Basics

How often do you write? Even if you have no desire to become the next great laureate 
novelist, you probably do a fair amount of writing every day: in school, you take notes 
for your classes; at home, you might write down messages for your family, write down 
a shopping list, etc; you also probably write on social media websites such as Facebook 
or Tumblr, and send emails and text messages to your friends.

When you write in those situations, you probably take an informal approach; however, 
what about more formal situations, such as writing a final term paper? Writing a project 
pitch for your bosses? Writing a formal letter to the editor of a newspaper? In those si-
tuations, you shouldn’t take an informal tone; you should also pay close attention to the 
formalities of writing: spelling, punctuation, and grammar. Without them, your written 
speech won’t be easily understood.

It is important to remember that writing is a skill; like any skill, if you want to be good 
at it, or if you want to improve it, it is necessary to practice it constantly. According to 
Kent University’s Career and Employability website (https://www.kent.ac.uk/careers/
sk/written-communication.htm), there are three important elements to writing:

•	 structure	(the	way	the	content	is	laid	out)
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•	 style	(the	way	it	is	written)
•	 content	(what	you	are	writing	about)

In this block, we will concern ourselves with the most basic markers of structure: sen-
tence structure and punctuation. Both are closely related.

Sentence structure.

Independent and dependent clauses.

NOTA
Clauses? Wait, what?
Don’t worry about the term clause. Just remember:clause = sentence.

Sentences are the most basic structure in our text. They can create meaning and context all 
by themselves. A sentence is also called a clause. The main characteristics of a clause are:
1.It has a subject and a verb.
2.It is a complete idea; it makes sense.
3.It has a context and a meaning on its own.

Statements that meet these requirements are called Independent clauses.  You can un-
derstand them even if they are by themselves; they provide their own meaning and 
context. Notice how the following statements meet these requirements.

Mr. Johnson is the vice-president in charge of production.
I love my new job.
The office will be closed during the holidays.

Dependent clausesare part of a sentence. They do not make sense on their own; they 
need to be joined to an independent clause to have context. Notice how the following 
statements make sense, but offer no context to complete the idea. Such incomplete sta-
tements are also called fragments.

NOTA
Write dependent clauses like the ones used as examples in a word processor, such as 
Microsoft Word. The autocorrect function will tell you that they are fragments and that 
you should consider revising them.

Therefore, he makes a lot of money.
Because it is very fun.
Since we’ll be on vacation.

In order for the above dependent clauses to have a context and be complete ideas, they 
must be joined to independent clauses. By themselves, they are incomplete; joined to an 
independent clause, they have full meaning and context.

Mr. Johnson is the vice-president in charge of production; therefore, he makes a lot of money.
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I love my new job because it is very fun.
The office will be closed during the holidays since we’ll be on vacation.

Any statement that does not contain a verb or a subject (or both) is a fragment; in order 
to correct them, they must be joined to an independent clause. Such a fragment is called 
a phrase. The following statements are examples of phrases:

NOTA
Remember: by themselves, phrases are fragments; however, if you use them as part of a 
complete sentence, they usually enrich it by providing detail information about where, 
when,how, etc.

In the morning.
On January 7th, 2010.
Every moment of every hour.
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In a small group of three people, come up with your own definition for the following concepts:

What is a clause?

__________________________________________________________________________________________

_________________________________________________________________

What is an independent clause?

__________________________________________________________________________________________

________________________________________________________________

What is a dependent clause?

__________________________________________________________________________________________

________________________________________________________________

What is a fragment?

__________________________________________________________________________________________

________________________________________________________________

What is a phrase?

__________________________________________________________________________________________

________________________________________________________________

ACTIVITY 1
SD1-B1

SELF-EVALUATION CHECKLIST

Activity 1
 
I understand what a sentence is. ______ 

I Understand what a fragment is.______ 

I understand the differences between dependent and independent clauses. ______ 

I understand how to correct a fragment. ______
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Different Types of Sentences
The Simple Sentence

The simplest type of sentence is the simple sentence (pretty obvious, uh?). The simple 
sentence is an independent clause with a subject and a verb. Consider the following 
examples:

•The office is very spacious.
•I don’t come in until 11:00 o’clock.
•There is a meeting tomorrow.
•Jennifer finished the costs report.

All of the sentences above are simple sentences. They are one complete idea with a 
subject and a verb. Sentences with compound subjects or verbs also count as simple 
sentences. For example:
•Jean and Michael are working very hard.
•Apple and Microsoft have been competitors for many years.
•Anne reviews and documents every project.

A simple sentence is a very direct and straightforward idea.

The Compound Sentence

Two sentences must always be separated by a period. If you want to join them, you can 
use a conjunction; a conjunction is a word that connects two parts of a sentence. When 
a coordinatingconjunction joins two separate ideas on the same level, you get a com-
pound sentence. The word and is the most well-known coordinating conjunction. In the 
chart below, you can see all of the coordinating conjunctions, which are used to form a 
compound sentence.

The acronym FANBOYS is an easy 
way to remember all of the coordi-
nating conjunctions.

When you have two separate ideas 
you want to connect, you can use 
one of the “fanboys.” Remember, 
you must place a comma before the 
conjunction. For example:
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SEPARATE CLAUSES. COMPOUND SENTENCE.

We are very busy at work.

The bosses are visiting us this week.

We are very busy at work, and the bosses are 
visiting us this week.

I need to finish this project for tomorrow.

I will pull an all-nighter.

I need to finish this project for tomorrow, soI will 
pull an all-nighter.

We could hire a temp for this project.

We could increase our workload by 12%

We could hire a temp for this project, or we 
could increase our workload by 12%

There is a big soccer match this evening.

I need to stay in and work.

There is a big soccer match this evening, butI 
need to stay in and work.

 

Another way to create a compound sentence is to connect two ideas using a semicolon 
punctuation mark. This works best if the two separate clauses are very closely related, 
i.e., they are speaking about the same topic. For example:

Every year, we get a Christmas bonus.

This year I’m getting a 15% bonus.

Every year we get a Christmas bonus; this year 
I’m getting a 15% bonus.

A compound sentence is a great way to create a relationship between two ideas: making 
them equal, pointing out a difference or contrast, indicating a result, or a cause.

The Complex Sentence

In a complex sentence, you join an independent clause to a dependent clause using a 
subordinating conjunction.

 

NOTA

“Independent?” “Dependent?” WHAT?

Don’t worry about it; just remember: clause = sentence. An independent clause is a 
sentence that can stand alone; a dependent clause, on the other hand, cannot stand alone, 
and by itself it is considered a fragment.
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Below is a list of the most common 
subordinating conjunctions, grouped by 
function:

In a complex sentence, the clause that begins 
with a subordinating conjunction is called 
the dependent clause; it is called so because 
it depends on the other clause, the main 
(independent) clause, for its context and 
meaning.

Dependent clause Main clause
I usually prepare my own lunch beforeI head in to work.
The boss congratulated me heartily afterI landed a big contract.

I wear my best suit wheneverI have a meeting with clients.

One thing to keep in mind is that the order of the clauses doesn’t matter. You can begin 
a complex sentence with the dependent clause or the main clause. The only difference 
is that complex sentences that begin with the dependent clause place a comma before 
the main clause. For example:

Our pizza chain delivers your pies wherever	you want them,

is the same as:

Wherever	you want them,	our pizza chain delivers your pies.

The complex sentence is a great way to establish conditional ideas about time, place, 
pre-requisites, etc.

The Complex-Compound Sentence

 As its name suggests, the complex-compound sentence is a combination of 
a complex and a compound sentence; that means that you have three or more clauses 
joined by a subordinating and a coordinating conjunction. You can use almost any 
combination. For example:

• I have a problem with a co-worker, and it is affecting our productivity since we 
have trouble working as a team effectively.

• We should really work on solving the situation; nothing will get done properly 
until we sit down and iron out this problem.
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Read the following sentences carefully, and identify each of them as simple, compound, complex, or complex-
compound.

Do you have your presentation ready? ________________________________

Jenny got a promotion, but she didn’t get a raise. ________________________________

We have to come in early today because there is a big 
order to pack; we will work all day. _________________________________

Make sure you label all the outgoing packages correctly 
with a permanent marker. _________________________________

I know you are tired; I’m tired too. _________________________________

After we finish our work, the company will take us out 
to lunch. _________________________________

We have to finish by two o’clock, so we better hurry! _________________________________

Wow! I’m very hungry. _________________________________

It was a very tiring day at work, and tomorrow will be 
the same. _________________________________

I try to do my best every day as if every day was my 
last; I want to do a good job. _________________________________

I ended up very tired, yet I feel satisfied by a job well 
done. __________________________________

ACTIVITY 2
SD1-B1

• Although I’m still having some issues with Jim, we are now working very well 
together, so our productivity is up!

• The office feels relaxed; it is a great working environment, and all of us 
are putting in our best effort even though we didn’t have a solid start. 

A complex-compound sentence is a great way to write a long, detailed idea with 
plenty of detail and clarifications.
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The rules of Punctuation

Punctuation is the element that gives order and structure to written speech; when you 
talk, you use the cadence of your speech, the tone of your voice, and your body language 
to punctuate what you say; however, when you write, the only way to punctuate your 
speech is to use the correct punctuation marks.Punctuation marks are the symbols we 
use to separate or to join sentences correctly.

Failure to use punctuation marks can create confusion as to what you want to say, and 
obscure your message. Consider the following sentence:

Please give this document to Juan must check the document before sending it.

Lack of proper punctuation makes the message difficult to understand. Are we supposed 
to give the document to Juan? Is he supposed to check it or are we supposed to check 
it? The above sentence needs to be revised, and punctuation marks should be added; a 
correct version would read:

Please, give this document to Juan. He must check the document before sending it.

Of course, there may be several ways to puntctuate that sentence, depending on the 
effect we want to create:

Please! Give this documente to Juan! He must check the document before sending it.

Please, give this document to Juan; he must check the document before sending it.

The most important thing to remember is that placing a punctuation mark creates a 
structure in our written speech. We should know where and when to add a punctuation 
mark such as a period, a comma, or a semicolon; if we don’t know the proper punctuation 
rules we run the risk of cutting off a sentence before it becomes an idea and creating a 
fragment. Remember, a fragment is an incomplete sentence.

The other problem we can run into if we don’t place punctuation marks correctly is 
called a run-on. A run-on means two or more sentences that are not properly joined. 

For example:

John is coming late to the office and the boss 
is asking about him furiously.

John is the senior manager in charge of the 
evening shift, he is in charge of overseeing all 
evening-shift employees.

Corporate HQ called looking for John They 
want to talk about the proposed changes to 
the evening schedule.

Both of the above sentences are considered 
run-ons; that is, they are not joined correctly 
according to the rules of punctuation. A run-
on can obscure the meaning of your writing 
as much as a fragment.
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Just as important, in order to master the four basic types of sentence structures, you 
need to be familiar with the use of punctuation marks. It is impossible to write a proper 
simple, compound, complex, or complex-compound sentence without using punctuation 
marks correctly.

Likewise, it is impossible to write a paragraph correctly without using punctuation 
marks; as you can see, they are the basic mortar which holds the building of a text. 
Without punctuation marks, any text you write will be an unintelligible mess. Not the 
image you want to present of yourself to the people who read your texts!

Over the next few pages, you will go over the most important rules of punctuation; the 
best way to learn them is by practice. Be sure to read intensively, and to practice your 
writing following the rules you learn here.

The End Marks

End marks are what separate sentences from each other. Without end marks, sentences 
can become confusing, and whatever you are writing will become garbled and confusing. 
There are three end marks: the period, the exclamation mark, and the question mark.

The Period

Here are some simple rules for  using periods.

Use a period after a complete sentence.

• Example: A hangover is the wrath of grapes.

Use a period after a command.

• Example: Please close the door behind you.

Use a period after most abbreviations.

• Examples: Dr., Ms., Jr.

Don't use a period after the individual letters in an acronym. 

• For example, write NATO, not N.A.T.O.

Use a period after an initial.

• Example: John F. Kennedy

• Use a period after each Roman numeral, letter, or number in an outline.

Example: I.

 A.

 B.
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1.

  
2.

Always place a period inside a quotation mark that ends a sentence.

• Example: The sign read, “The Office is closed until further notice.”

The Question Mark

 A question mark always marks the end of a direct question. Here are some 
simple rules to use it properly:

Use a question mark after a question.

• Example: Do you have a pen I could borrow?

Place the question mark inside of closing quotation marks if it is part of the quotation.

• Example: In an office, I heard someone asking, “Isn't Johnson getting fired?”

Place the question mark outside of the closing quotation marks if it is not part of the 
quotation.

• Example: Was it your co-worker who said, “You guys are always coming in 
late”? (In such a circumstance, it's okay to drop the period from the quotation.)

The Exclamation Mark

In written speech, the exclamation mark represents the use of emotion or passion. It 
could be any emotion, such as anger, joy, fear, etc.

Use an exclamation mark at the end of a sentence that denotes passion or emotion.

• Example: I can’t believe I got a promotion!

• Example: I’m very nervous about the meeting with the president of the company!

Use an exclamation mark after an interjection, if you wish to denote emotion.

• Example: Wow! That was cool.

• Example: Hey! Don’t forget to come in early tomorrow.

Place the exclamation mark inside of closing quotation marks if it is part of the quotation.

• Example: Brian was very happy. He was screaming, “I’m the new manager!”

Place the exclamation mark outside of the closing quotation marks if it is not part of the 
quotation.

• Example: Don’t tell me, “I don’t know where your check went”!
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Development Activities

Read the following sentences carefully, and add the appropriate end mark.

1. Are you available to start work immediately_____

2. There is an induction course for new workers_____

3. I bet you are feeling pretty happy about your new job, congratulations _____

4. This is a very coveted position in our company____

5. Did you turn in your resume to the HR department______

6. Let me tell you this: it is very important that you turn in your paperwork______

7. Another question: were you assigned a parking space________

8. Cool____Where is the parking space_____

9. Ooooh______ You got a nice parking space_____

10. See you tomorrow______ Make sure you get here bright and early_____

ACTIVITY 3
SD1-B1

As a group, with the help of your 
teacher, check how many correct 

answers you have. If there are any 
discrepancies in the answers, discuss how 
you arrived to your answer and why you 

think it is the correct one.

Number of correct answers: 
______________

ACTIVITY 4
SD1-B1
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The Comma

The comma is probably the most used punctuation mark. It helps you divide, organize, and 
clarify the different parts of your sentence. It can also help you divide compound sentences and 
complex sentences. However, you must remember that a comma is not an end mark; therefore, it 
cannot end a sentence, and it cannot usually separate two sentences by itself. Follow these simple 
rules to use commas properly.

Use a comma to separate clauses in a compound sentence.

• Example: I had a meeting with the boss, and we took care of the problem.

• Example: Jane and Mary were assigned to the Tanhauser Building project, but 
they are only staying for a limited time.

If the sentences are very short, the comma may sometimes be omitted.

• Example: I called and he answered.

• Example: The project is over but we have a new one.

Likewise, a simple comma may be used to divide two short sentences that are obviously 
parallel (that is, they are two sides of the same thing).

• Example: One day you’re on top, the next you are on the bottom.

• Example: He hates me one day, he loves me next. 
Use a comma to separate elements of the same type: items in a list, a series of phrases, 
etc.

• Example: Before we get to work, we need a few things: paper, erasers, 
calculators, and snacks.

• Example: There are some qualities a good worker must have, such as being 
punctual, working hard every day, and being a team player.

Use a comma to separate an introductory element such as a phrase or adverb from the 
main sentence.

• Example: To begin, we will review the profit reports for the 1st quarter.

• Example: Yesterday, we had an important meeting about the new marketing 
campaign.

• Example: To discuss the next item, I will ask mr. Gómez to come forward.

Be aware that if the introductory element directly precedes the main verb, you do not 
need to use a comma.

• Example: To discuss the next item turn to page 15 of the report.

• Example: Staying up late every night isn’t a good idea.
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Commas also set off interrupting elements, such as example introductions, transitional 
words or phrases, and parentheticals (words or phrases that are not essential to the 
meaning of the sentence).

• Example: You could file the sale from any terminal; for example, this one.

• Example: We need to hire more people, on the one hand, but we also need to 
save money.

• Example: Google, which was founded just 10 years ago, has become one of the 
largest corporations in the world.

Use a comma to separate an appositive from the main sentence; an appositive is a re-
naming of the subject.

• Example: The new boss, Mr. Johnson, is a very determined individual.

• Example: This new book on office management, Being a Leader, has been very 
informative.

Use a comma to separate the elements of an address or a date. Don’t forget that in 
English, the order of the elements may differ from the order in Spanish.

• Example: Send this letter to Juan Villalba, 34 Romeo st., Hermosillo, Sonora 
83240.

• Example: I have to deliver this package to Mr. Ruiz, Chavez building, 3rd floor, 
IT department. 

• Example: The party will be on Tuesday, November 27th, 2015.

NOTA: Please notice that we never place a comma between the number and the street, 
or between the state and the zip code; likewise, you never place a comma between the 
month and the cardinal number.

The semicolon

 The semicolon often works as a midway between a comma and a period. It is 
a very useful punctuation mark for when you are writing more than a few sentences. 
You can use it to clarify and organize information; it can be used to separate sentences 
correctly in a paragraph; you can use it to connect ideas; indeed, it would have been very 
difficult to write this paragraph without using semicolons!

Use a semicolon to properly join two sentences that are closely related. In this instance, 
the semicolon is acting as a conjunction, and it creates a compound sentence. Notice that 
you do not use a capital letter after a semicolon.

• Example: The next year will be very important for the company; it will be a 
growth year.
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• Example: Mr. Robles, the manager, would like to see you today at 12:00; please 
bring the budget reports to the meeting.

One very common use is to place a semicolon when we want to use a transition word 
or expression:

• Example: We have been planning a new marketing campaign for our products; 
as a matter of fact, we are working on a T.V. commercial right now.

• Example: Consumers love our products; nonetheless, we must always innovate.

Uses a semicolon to join a sentence with an elliptical phrase, that is, a phrase were 
important words were omitted because they are provided by the first sentence:

• Example: All the top executives gathered in the boardroom to discuss a business 
plan for the next five years; also, some urgent extraordinary business.

• Example: The CEO was received with thundering applause by most of the 
shareholders; with tepid clapping by a minority.

NOTA: If the sentence and the elliptical phrase are short, a comma may be used instead.

Some of the shareholders loved the CEO, celebrated him.

Use a semicolon to properly join a series of items, phrases, or clauses, if the series 
themselves contain a comma. This is very useful to avoid confusing or ambiguous 
paragraphs. Notice how the placing of a semicolon creates discrete pockets of 
information:

• Example: We have several packages of materials to distribute: the paper, 
scissors, glue, and glitter go to the Marketing department; the laser toner, USB 
sticks, AV cables, and printing paper go to the IT department; finally, the coffee 
filters, coffee packs, styrofoam cups, and assorted cookies cases go to the break 
room.

• Example: Please send the Cease & Desist letter to the following addresses: 
Joanna Smith, Firefox Apt., Apt. 2, McClintock Dr., Tempe, Az 85432; Julian 
Alvarez, 145 El Pedregalst., Culiacan, Sinaloa 80211; CharlenneLongowl, 77 
Midnight blvd., Juneau, Alaska 99801.
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Read the following sentences and write a comma in the appropriate place(s).

1. Mr. Johnson will be arriving today and he will be accompanied by his assistant.

2. Dr. Morales the new Director of Oncology began his tenure yesterday.

3. The HR department has requested a meeting with Dr. Morales Mr. Johnson and his assistant.

4. The topic of the meeting will be the review of the Oncology department by Mr. Johnson so you better 

have everything ready.

5. After that all three of them will have lunch in the hospital cafeteria.

ACTIVITY 5
SD1-B1

ACTIVITY 7
SD1-B1

As a group, with the help of your 
teacher, check how many correct 

answers you have. If there are any 
discrepancies in the answers, discuss how 
you arrived to your answer and why you 

think it is the correct one.

Number of correct answers: 
______________

ACTIVITY 6
SD1-B1

Read the following sentences and add commas and semicolons wherever necessary.

1. The government is creating a program to support young entrepreneurs they hope it will encourage 
young people to create their own businesses.

2. In the current economic climate it is risky to start a new business however you can never eliminate risk 
completely.
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As a group, with the help of your 
teacher, check how many correct 

answers you have. If there are any 
discrepancies in the answers, discuss how 
you arrived to your answer and why you 

think it is the correct one.

Number of correct answers: 
______________

ACTIVITY 8
SD1-B1

3. There will be three requirements: a valid photo ID an enrollment form and a 3-year business plan.

4. My friend Alan who has just graduated from a business major is planning to submit a proposal for 
consideration.

5. He wants funds to develop a smartphone app: Hillobook. It will allow you to meet and talk to other 
people in Hermosillo it will alert you when another user is nearby it will also allow you to send 
messages to other users.

6. Of course there are some problems with his ideas first of all there are already many social apps such as 
Facebook that allow you to do that second the market is already cornered third Alan doesn’t really know 
anything about developing smartphone apps.

7. Nonetheless Alan is not the type to give up easily indeed he already recruited two other students Bri and 
Marcos.

8. Alan is also considering renting some an office for their project so they have a professional space he 
wants to print out some business cards though he only has a name so far finally he needs to 
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Didactic Sequence 2
PARAGRAPHS AND TRANSITIONS

Start Up Activities

Paragraphs and Transitions
In the last segment, you learned and practiced how to produce correct sentences, as 
well as to identify the different types of sentences there are. That is the minimum, most 
basic skill you will need to write a good text. The next step comes in learning to write a 
paragraph; you can’t have aa proper text without paragraphs (as you may have already 
noticed, this book is full of paragraphs).

Beware, though! Writing a paragraph is not the same thing as writing some sentences 
together. Unfortunately, too many people think that writing a paragraph simply means 
that you never skip a line on the notebook; as we will see, there is much more to it.
In order for a text to be good, to transmit your ideas clearly and effectively, it must have 
three very important things: unity,coherence,and cohesion.

Paragraph Unity

Unity is a very important characteristic of good paragraph writing. Paragraph unity 
means that one paragraph is about ONLY ONE main topic. That is, all the sentences – 
the topic, supporting sentences, the detail sentences, and (sometimes) the concluding 
sentence -- are all telling the reader about ONE main topic. If your paragraph contains a 
sentence or some sentences that are NOT related to the main topic, then we say that the 
paragraph "lacks unity," or that the sentence is "off-topic."

Look at the following paragraph, which is about the goals of the Russian Space Pro-
gram. Does it have perfect unity? Try to find the sentence that is off-topic:

This paragraph is generally good, but the sentence, Several weeks later, Leonov's space 
walk was followed by that of U.S. astronaut Ed White, does not have anything to do 
with the major goals of the various Russian space projects. That is, it is an "off-topic" 
sentence, so we can say that the paragraph somewhat lacks unity. In order to improve 
the paragraph, we should omit this sentence, even though it is historically accurate.

Each of the Russian manned space exploration projects had specific major goals. For example, the Vostok project 
was designed to test whether or not human beings could survive and function in outer space. For another exam-
ple, the Voshkhod project was intended to find out whether people could work in the weightless environment of 
space. One Voshkhod cosmonaut experimented with weightlessness by taking a "spacewalk." That is, he floated 
in a space suit outside his Voshkhod spacecraft, connected to it by a tether. The cosmonaut to do this was Alexei 
Leonov.  Several weeks later, Leonov's space walk was followed by that of U.S. astronaut Ed White. Finally, the 
Soyuz project, with three cosmonauts, had goals of testing spacecraft and space flight skills so that people could 
fly long missions in Earth orbit.
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Paragraph Coherence

Coherence refers to a certain characteristic or aspect of writing. Literally, the word 
means "to stick together." Coherence in writing means that all the ideas in a paragraph 
flow smoothly from one sentence to the next sentence. With coherence, the reader has 
an easy time understanding the ideas that you wish to express.
Please consider the following paragraph:

Pay attention to the bolded words as far back as, when, after, Today. These are called 
Major connections, and they help connect the different parts of the paragraph to each 
other and to the main idea; as you can see, this paragraph has four parts that support the 
main idea: (1) early childhood; (2) elementary and middle education; (3) college and 
post-college career; (4) present day career.

The bolded words this, those, whereare called Minor connections, and they help connect 
ideas inside each of the parts of the paragraph. Please keep in mind that a connector can 
be major or minor depending on what you use it to connect.

Below, you can see small list of words that can be used as connectors, as well as what 
function they serve.

Paragraph Cohesion

As was noted before, cohesion refers to the grammatical aspects of writing; however, 
that in itself affects much more than simple rules of grammar. Remember: the type of 
sentence you choose, the punctuation scheme you utilize, all of it will affect the flow 
of ideas all through out the text. Cohesive writing does not mean just “grammatically 
correct” sentences; cohesive writing refers to the connection of your ideas both at the 
sentence level and at the paragraph level. 

Read the following paragraph carefully:

 
You can probably tell, just for reading it, that it is not a very good paragraph. It lacks 
cohesion; the ideas do not flow well. It uses only simple sentences, which creates a very 

I have always wanted to be an astronaut. As	far	back	as	I can remember, going to space has been in my mind. This 
has been my dream. When	I was in elementary school, I would spend all my free time drawing spaceships and 
rockets; in high school, I spent it	studying math and physics. Those	two things led to a Mechanical Engineering 
major in college. After	my education was over, I joined the Air force, where	I learned to fly jets. Today,	I am 
training for NASA’s space program.

The hotel is famous. It is one of the most well-known hotels in the country. The latest international dancing competition 
was held at the hotel. The hotel spent a lot of money to advertise the event. Because the hotel wanted to gain international 
reputation. But not many people attended the event.
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choppy text; moreover, incorrect punctuation in the last two sentences actually causes 
two big fragments: because the hotel what? But not many people attended the event as 
opposed to what?

Below, the same information is presented using varying types of sentence and correct 
punctuation. Connectors are used to divide the paragraph into coherent parts. It is much 
easier to read, and the ideas are clearer:

 
Again, here is the information presented in a different manner. Notice that as long as we 
have proper cohesion, we also have proper coherence; indeed, one is impossible without 
the other.

The hotel, which is one of the most well-known hotels in this region, wanted to promote its image around the world 
by hosting the latest international dancing competition. Although the event was widely advertised, not many people 
participated in the competition.

The latest international dancing competition was held at the hotel, which is one of the most well-known hotels in this 
region. The hotel spent a lot of money on advertising the event since it wanted to enhance its international reputation; 
however, it failed to attract many people.

In groups, take turns reading these paragraphs out loud. Together, determine if the paragraph has support, unity, 
coherence, and cohesion. Afterward, vote for the best paragraph, and come up with solutions for revising the 
weaker one. Notice that the sentences in each paragraph are numbered, so you have an easier time referring to 
them.

Be ready to share your ideas with the class.

Paragraph 1 

 1 The punishment of criminals has always been a problem for society. 2 Citizens have had to decide whether 
offenders such as first-degree murderers should be killed in a gas chamber, imprisoned for life, or rehabilitated and 
given a second chance in society. 3 Many citizens argue that serious criminals should be executed. 4 They believe 
that killing criminals will set an example for others and also rid society of a cumbersome burden. 5 On the other 
hand, other citizens claim that no one has the right to take a life and that capital punishment is not a deterrent to 
crime. 6 They believe that society as well as the criminal is responsible for the crimes and that killing the criminal 
does not solve the problems of either society or the criminal.

Paragraph 2 

 1 It is a fact that capital punishment is not a deterrent to crime. 2 Statistics show that in states with capital 
punishment, murder rates are the same or almost the same as in states without capital punishment. 3 It is also true 
that it is more expensive to put a person on death row than in life imprisonment because of the costs of maximum 
security. 4 Unfortunately, capital punishment has been used unjustly. 5 Statistics show that every execution is of 
a man and that nine out of ten are black. 6 So prejudice shows right through.

ACTIVITY 1
SD2 -B1
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Which paragraph has the best unity, coherence, and cohesion? Why?

__________________________________________________________________________________________

__________________________________________________________________________________________

____________________________________________________________

Study the losing paragraph carefully, and list some of the errors you perceive:

Unity errors: 

• _______________________________________________________________________

• _______________________________________________________________________

• _______________________________________________________________________

Coherence errors:

• _______________________________________________________________________

• _______________________________________________________________________

• _______________________________________________________________________

Cohesion errors:

• _______________________________________________________________________

• _______________________________________________________________________

• _______________________________________________________________________

Now, re-write the paragraph correcting the mistakes and improving it.
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Different types of paragraphs.

 Paragraphs are very much like tools. They help you accomplish a task more 
easily, provided you use them correctly; you wouldn’t use a hammer to place a screw, or 
scissors to cut a wire, would you? (if you answered yes, you have bigger problems than 
not knowing how to write.) Much like tools, different types of paragraphs can be used 
to convey the ideas you want to communicate.

 Keep in mind all that you have learned about unity, coherence, and cohesion; no 
matter the type of paragraph you write, it will need to have all three of them in order to 
be a good paragraph.

NOTA:  Notice how every paragraph begins with an empty space? This space is called 
an indentation. In English, every paragraph must begin with an indentation.

The introductory paragraph

 This is usually the first paragraph you write in a text or document. It states in 
a brief, broad manner what the reader will find in the body of the text. An introductory 
paragraph should not be very long or go into much detail. It’s just setting the reader with 
the gist of the text.

I am writing this letter to congratulate you on the excellent service your restaurant provides. The food is delicious 
and the staff are both knowledgeable and courteous; dinning at your establishment is an unique experience.

This is the induction manual for new employees at Large Co. Within, you will find a complete history of our 
company, our vision, and our mission; you will also find the rules and policies that an employee must follow, as 
well as a host of resources to make your introduction into the Large Co. family as easy as possible.

The Topic Paragraph

This is your basic paragraph; whether you are writing a letter to a friend, an essay for 
class, or a summary of your company’s operations for the last year, the topic paragraph 
is the one you will use to transmit a single idea and its supporting details. It is suitable 
for any idea.

In order to write a topic paragraph, you must start with a topic sentence. This is what is 
commonly referred to as the “main idea” of a paragraph. It is usually the first sentence 
of the paragraph, though this is not always necessarily the case. You can sometimes find 
the topic sentence at the end of a paragraph, or even in the middle.

A topic sentence should be very general and direct, i.e., it should just state an idea 
without too much detail.

• Example: Education is the key to success.
• Example: It’s very difficult to find a job in the current economy.
• Example: English is my favorite class.
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It’s very difficult to find a job in the current economy. The	latest	polls	show	that	unemployment	is	at	14%.	Many	
people	are	sub-employed	or	informally	employed.	Companies	are	not	hiring	new	workers.

It’s very difficult to find a job in the current economy. The latest polls show that unemployment is at 14%. Many 
people are sub-employed or informally employed. Companies are not hiring new workers. Conditions	are	not	
promising	for	people	in	the	job	market.

It’s very difficult to find a job in the current economy. The latest polls show that unemployment is at 14%. Many 
people are sub-employed or informally employed; you	can	see	this	by	the	increasing	number	of	people	who	sell	
things	or	wash	windows	at	traffic	lights;	many	who	do	have	a	job	may	have	an	additional	income	by	selling	
catalogue	products.. Companies are not hiring new workers. You	can	see	the	long	lines	of	applicants	dropping	
off	resumés	with	little	hope	of	callbacks.	 Conditions are not promising for people in the job market.

After the topic sentences come the supporting sentences; these sentences are much 
more specific, and must reinforce your main idea. You can use examples, anecdotes, 
statistics, illustration, stories, etc, to support your main idea. Let’s use one of the 
sentences above as a topic sentence for a paragraph.

Finally, you finish the paragraph with a concluding sentence. This sentence summarizes 
the information you have presented in the paragraph.

The resulting paragraph is functional. However, it is not the best it could be; there is 
one thing missing that makes for an engaging reading, and that is details. Whenever 
possible, you should add details to your paragraph, to make it interesting and help your 
reader visualize the information you are providing. Finally, add some connectors and 
sentence variety and you have a functional paragraph that is interesting to read.
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Your teacher will assign you three topic sentences. Write a topic paragraph for each sentence making sure you use 
at least three supporting ideas, appropriate detail, and a concluding sentence.

ACTIVITY 2
SD2-B1

Topic Sentence: _______________________________________________________

Topic Sentence: _______________________________________________________

Topic Sentence: _______________________________________________________
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The Comparing/Contrasting paragraph.

 This type of paragraph is very useful to establish what the key relation is 
between two (or more) items, people, or ideas. If you want to establish how two (or 
more) things are similar, then you are establishing a comparison; on the other hand, if 
you want to establish how two (or more) things are different, then you are establishing 
a contrast.

 Whether you are comparing or contrasting, you can do it two different ways: 
you can do it point-by-point, i.e., you discuss every point of comparison or contrast one 
by one; you can also do it by subtopic, i.e., you discuss every point related to one of the 
topics and then you move to the next one.

 Here is an example of a point-by-point comparison: 

Work and school are very much alike in at least three ways. First, both require an early start. Going to work 
requires getting up early to avoid the traffic rush, and going to school requires getting up early to be assured of 
a parking space. Second, promptness is important in both places. Being at work on time pleases the employer; 
being in class on time pleases the instructor. Third, both involve quotas. A job imposes various quotas on a worker 
to ensure maximum production--for example, a certain amount of boxes must be filled on an assembly line, or a 
designated number of calls must be made by a telephone solicitor. Likewise, school imposes quotas on a student to 
ensure maximum effort--for instance, a certain number of essays must be written in an English composition class 
or a specific number of books must be read in an American Novel course. It is not surprising that work and school 
share these five similarities, since one of the purposes of school is to prepare a student for the job of his choice.

Notice how the paragraph discusses the similarities one by one:

• Similarity of starting early.

• Importance of punctuality for both.

• Importance of good performance.

Also, notice how the paragraph has a topic sentence and uses connectors (first, 
second, third…) to keep coherence and cohesion. Notice how it uses detail to make its 
supporting sentences better. Finally, notice how it ends in a concluding sentence.
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Now, here is an example of a subtopic contrast:

 In describing the differences between two different cell phone providers, notice 
how it thoroughly describes the characteristics of VCI (charges, call features, late fees, 
etc) and then it describes the same points for the other provider, Qwest.

 Both structures, if used properly, achieve the same result: establish a comparison 
or a contrast. Choose the one that works best by considering the amount of information 
you want to convey, how difficult it is to relay, and what format would best suit it. 
For example, if you want to compare two dresses, you can probably use the subtopic 
structure or the point by point structure as you wish; however, if you wish to discuss the 
technical specifications of a two computer microprocessors, you would probably best 
use a point-by-point structure to arrange all the information in the most accessible way 
for the reader.

Although VCI and Qwest have some similarities, they are also very different. 
VCI charges a $150 connection fee that you pay $25 the first time, and $10 a month 
addition to your regular phone bill for 1 year. They charge $15 a month for local service 
plus tax; in addition, they offer call waiting, three way calling, and caller Id. There is no 
long distance offered in this package. The bill would total anywhere from $35 to $45 a 
month. If your bill is late they charge an additional $10 for a late fee; on the other hand, 
Qwest offers no connection fee for service and free local calls for the first three months 
with no deposit, just for hooking up service with them. They charge $15 a month for 
local service + tax with voice mail, call waiting, and caller Id. They also offer unlimited 
long distance for $20 a month. They charge no late fees for late payments; however, 
with long distance the bill would total about $50 a month. Both VCI and Qwest offer 
necessary service to the public; However, their service rates are different.
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Your teacher will assign you a topic sentence to compare two things. Write a brief outline of at least 3 points 
of comparison. Then, write a paragraph adding fully fleshed out supporting sentences, details, and concluding 
sentence. Use the point-by-point structure.

ACTIVITY 3
SD2-B1

Topic sentence:

Point 1:

Point 2:

Point 3
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Your teacher will assign you a topic sentence to compare two things. Write a brief outline of at least 3 points 
of comparison. Then, write a paragraph adding fully fleshed out supporting sentences, details, and concluding 
sentence. Use the subtopic structure.

Topic sentence:

Point 1:

Point 2:

Point 3

The transitional paragraph

 This paragraph can help you move your text from one topic to the next in a 
coherent, cohesive fashion. It is useful if you are writing at length about different topics 
in the same document. Think of a transitional paragraph as a connector on a structural 
level.

 For example, say that you are writing an email to your boss detailing two 
important issues: 1) the development of a new toaster prototype; 2) the construction of 
a new manufacturing plant. If you need to speak about several points for each topic, a 
transitional paragraph would help separate the two topics in a structured, easy-to-follow 
manner.

 Use any of the major connectors you would use between paragraphs: an example 
would be something like this:
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The conclusion paragraph.

 As its name implies, this is usually the closing paragraph of a document. The 
conclusion paragraph is a way to summarize all the information that has been presented 
in the document and drive your point home. It should also state any objectives you wish 
to accomplish, if that is the intention of your text.

 As an example, imagine you write a letter to a company with the following 
main ideas:

• You are very dissatisfied with your purchase.

• The customer support phone number was very unhelpful.

• You will not be buying from the company again.

• You wish for a refund of your money.

In your letter, you would develop all of those ideas, provide supporting ideas 
and details. A concluding paragraph for such a letter might be similar to this:

For all the reasons stated above, I will not buy from your company again; your product quality was poor and your 
customer service atrocious. I expect a full refund for my purchase. I expect to hear from you soon.

Remember, a good concluding paragraph reminds the reader of all the important points 
he should take away from the text.
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Read the following letter and write an appropriate concluding paragraph.

ACTIVITY 4
SD2-B1

Dear Ms. Johnson:

It has come to my attention that your company, The Cooking Store has been late with 
paying their invoices for the past three months.

In order to encourage our customers to pay for their invoices before the due date, we have 
implemented a discount model where we'll give you 2% off your invoice if you pay us 
within 10 days of receiving the invoice.

Write your paragraph here:

Preparing an outline

 Once you know how to write a solid paragraph, you need to put them together 
in the best, most coherent and cohesive way. Before you write your first draft, prepare 
an outline; an outline is a simple diagram of your ideas for the text. Consider it as a 
blueprint for the text.

 Say you wish to write a letter to the editor complaining about the lack of water 
in your city. An outline can help you make sure you stick to your main point and that 
you don’t waste time writing and erasing ideas of a page.
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If you wish, you can also add some supporting details for each main idea. 

An outline will give you a clear path for your writing. You will clearly visualize what 
you want to say, and you will have a blueprint against which you can check your writing 
to make sure you are on the correct path.

ACTIVITY 5
SD1-B1

Closing Activities

Your teacher will assign you a topic.

Write your topic here: ______________________________________________________________

Now, prepare an outline to write about this topic. You must include at least three paragraphs in the body of the 
text, not counting the introduction and the conclusion paragraphs.
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Now, write a text based on your outline. Remember, your paragraphs must follow the guidelines covered 
before. Topic sentences must have supporting sentences and plenty of detail. 

For this activity, you will be provided with an outline. From this outline, you will write a text that fully expands 
and explains the ideas stated there. You will construct your paragraphs carefully with attention to unity, coherence, 
and cohesion. You must also include an introduction and a conclusion. Finally, pay careful attention to sentence 
structure and punctuation.

INTEGRATING ACTIVITY

Outline: Why education  is important for a career.

Introduction

1. Education builds character.

2. Ways in which school is similar to work.

3. My future education.

4. Transition paragraph.

5. My ideal job.

6. Differences between ideals and reality

7. My plans for achieving my dream job.

Conclusion.

Remember to use everything you have learned about writing solid paragraphs and all that you have learned about 
punctuation and sentence structure. The end result will be a clear, concise text that is engaging to read.
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Write your text here:
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Focus/Organization

• The main idea or story sequence is clear.

• The piece fulfills its purpose and is appropriate 
to its intended audience.

•Ideas or events are presented in an effective 
order.

• The writing has unity and coherence.

Rate each point from 1 to 4:

Elaboration/Support/Style

• The opening engages the reader’s attention.

•All details are clearly related to the topic.

• Details are sufficient and appropriate.

•Word choice enhances the writing.

• Effective transition words are used

Rate each point from 1 to 4:

Grammar, Usage, and Mechanics

• The writing is free of misspellings, and words 
are capitalized correctly.

• Sentences are punctuated correctly, and the 
piece is free of fragments and run-ons.

• Standard English usage is employed.

• The paper is neat, legible, and presented in an

appropriate format.

Rate each point from 1 to 4:

INTEGRATING ACTIVITY - EVALUATION RUBRIC



Objetos de aprendizajeal finalizar el bloque Competencias a desarrollar

 ■ El estudiante identifica los distintos do-
cumentos de uso común en el ámbito de 
los negocios.

 ■ El estudiante identifica los propósitos 
comunes de dichos documentos.

 ■ El estudiante identifica el tono y voca-
bulario adecuados, así como las conven-
ciones utilizadas en los documentos de 
negocios.

 ■ El estudiante reconoce las distintas par-
tes que conforman cada documento y la 
información que deben contener.

Tiempo asignado: 14 horas

 ○ Cartas de oferta de venta.
 ○ Carta de solicitación y respuesta a So-
licitación.
 ○ Carta de términos y condiciones de 
servicio.
 ○ Carta de acuso de recibo.
 ○ Carta de queja y respuesta a queja.
 ○ Carta de portada para curriculum.
 ○ Vocabulario común y convenciones de 
documentos de negocios.
 ○ Memorandum.
 ○ Fax.
 ○ Email

 ■ El estudiante identifica cuál documento 
es apropiado para transmitir un mensa-
je.

 ■ El estudiante elige las frases y conven-
ciones necesarias para su documento.

 ■ El estudiante utiliza las reglas gramati-
cales aprendidas con anterioridad para 
elaborar documentos.

Desempeño del estudiante

Identifying Business-Related Texts
BLOCK 2
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DIAGNOSTIC EVALUATION

For this activity, you will be asked to write a letter to a company. First, choose your purpose in writing the letter: 
are you commending the company on its excellent service? Are you filing a complaint due to poor service or 
dissatisfaction with a product? Are you requesting information? Looking for a job?

Write your purpose here: ___________________________________________________________

 Now, write a letter to the company: include the address of the destinatary, since you don’t have an 
envelope. Don’t forget to apply all that you have learned before to the text. 
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In this block you will write an example of business documents.

INTEGRATING ACTIVITY

Written texts play an important part in the everyday operations of businesses. In order 
to for a business to run efficiently, there has to be a record of its operations. Imagine the 
chaos that would reign in any office where no one wrote things down: messages would 
be lost, meetings would be forgotten, and important instructions would be disregarded. 
Written documents are the best way to make sure everyone is on the same page.

Business can produce a very diverse array of documents such as business plans, budget 
reports, and spreadsheets; here, we will focus on two of the most common and most 
important documents for the day to day operations of any business: the business letter 
and the memorandum.

Didactic Sequence 1
IDENTIFYING BUSINESS-RELATED TEXTS

Start Up Activities
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Do a bit of online research: how do you write addresses in English? Then, write down the addresses of three of 
your classmates, friends, or family:

ACTIVITY 1
SD1-B2

In groups of three, discuss with your classmates: what characteristics should a business letter posses? What 
information is essential?

_________________________________________________________________________________________

_________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

ACTIVITY 2
SD1-B2

Address 1

Address 2

Address 3
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The Business Letter.

The business letter is outside line of the company; you will use it to communicate with 
clients, providers, and other companies. Always remember that a business letter repre-
sents your company, so care should always be taken that it is written in a professional 
manner. 

There are a number of types of business letters in English. Accomplished speakers of 
English also need to be able to write the following types of business letters to be suc-
cessful in business. Begin with a clear understanding of business letter writing basics. 
Once you've understood basic layout styles, standard phrases, salutation and endings, 
continue to improve your business letter writing skills by learning to write the following 
types of business letters.

NOTA: You will notice that the address is included in the following examples. This is 
an important part of a letter that people often overlook. Remember that address conven-
tions are different in English.

Making An Inquiry

Make aninquiry when you are requesting more information about a product or service. 
This type of business letter tends to include specific information such as product type, as 
well as asking for further details in the form of brochures, catalogs, telephone contact, 
etc. Making inquiries can also help you keep up on your competition. Use this letter 
template to ensure you receive a prompt reply.

An Example Letter
Kenneth Beare

2520 Visita Avenue
Olympia, WA 98501

Jackson Brothers
3487 23rd Street
New York, NY 12009
September 12, 2000

To Whom It May Concern:
With reference to your advertisement in yesterday's New York Times, could you please 
send me a copy of your latest catalogue. I would also like to know if it is possible to make 
purchases online.

Yours faithfully
(Signature)
Kenneth Beare

Administrative Director
English Learners & Company
from: http://esl.about.com/od/businessenglishwriting/a/w_make_enquire.htm
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Sales Letters

Sales Letters are used to introduce new products to new customers and past clients. It's 
important to outline an important problem that needs to be solved and provide the solu-
tion in sales letters. This example letter provides an outline, as well as important phrases 
to use when sending out a wide variety of sales letters. Sales letters can be improved 
through the use of personalization in some means in order to ensure attention.

Example Letter

Document Makers
2398 Red Street

Salem, MA 34588
March 10, 2001

Thomas R. Smith
Drivers Co.
3489 Greene Ave.
Olympia, WA 98502

Dear Mr. Smith:

Are you having trouble getting your important documents formatted correctly? If you are 
like most business owners, you have trouble finding the time to economically produce 
good-looking documents. This is why it is important to have a specialist take care of your 
most important documents.

At Documents Makers, we have the skills and experience to come in and help you make 
the best possible impression. May we stop by and offer you a FREE estimate of how much 
it would cost to get your documents looking great? If so, give us a call at and set up and 
appointment with one of your friendly operators.

Sincerely,

(signature here)

Richard Brown

President

From: http://esl.about.com/od/businessenglishwriting/a/w_sales.htm



Writing Scripts for Communication

59
BLOCK 2  Identifying Business-Related Texts

59

Example Letter

Jackson Brothers
3487 23rd Street

New York, NY 12009
Kenneth Beare
Administrative Director
English Learners Company
2520 Visita Avenue
Olympia, WA 98501
September 12, 2000

Dear Mr Beare

Thank you for your inquiry of 12 September asking for the latest edition of our catalogue.

We are pleased to enclose our latest brochure. We would also like to inform you that it is 
possible to make purchases online at http:\\jacksonbros.com.

We look forward to welcoming you as our customer.

Yours sincerely

(Signature)

Dennis Jackson

Marketing Director

Jackson Brothers

From: http://esl.about.com/od/businessenglishwriting/a/w_renquire.htm

Replying to an Inquiry

Replying to inquiries are one of the most important business letters that you write. 
Successfully replying to an inquiry can help you complete a sale or lead to new sales. 
Customers who make inquiries are interested in specific information, and are excellent 
business prospects. Learn how to thank the customers, provide as much information as 
possible, as well as make a call to action for a positive outcome.
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ACTIVITY 3
SD1-B2

Pick a local company of your preference. Now, redact a letter of inquiry asking about their products and/or services.

Write your letter here:
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For this activity, you will work in groups of three people. Imagine you are going to start a new business together. 
Decide what your new business venture will be, and what services or products it will offer; then redact a sales letter 
for potential customers

Write your letter here:

ACTIVITY 4
SD1-B2
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Account Terms and Conditions

When a new customer opens an account it is essential to inform them of account terms 
and conditions. If you run a small business, it is common to provide these terms and 
conditions in the form of a letter. This guide provides a clear example on which you can 
base your own business letters providing account terms and conditions.

Example Letter

Dear ____,

Thank you for opening an account with our company. As one of the leaders in this industry, 
we can assure you that our products and our services will not disappoint you.

I would like to take this opportunity to briefly set forth our terms and conditions for maintai-
ning an open account with our firm. Invoices are payable within 30 days of receipt, with a 2% 
discount available if your payment is remitted within ten (10) days of receipt. We consider 
this incentive an excellent opportunity for our customers to increase their profit margin, and 
therefore encourage the use of this discount privilege whenever possible. We do, however, re-
quire that our invoices be paid within the specified time, for our customers to take advantage 
of this 2% discount.

At various times throughout the year we may offer our customers additional discounts on our 
products. In determining your cost in this case, you must apply your special discount first, and 
then calculate your 2% discount for early payment.

As the credit manager, I will be happy to answer any questions you may have regarding your 
new account. I can be reached at the above number. Welcome to our family of customers.

Sincerely,

(signature)

Mark Johnson

Senior Accounts & Credit Manager

From: http://esl.about.com/od/businessenglishwriting/a/w_open_account.htm
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For this activity, you will work in groups of three. Imagine that you own a business. Write a letter of account terms 
and conditions so that new customers know what their obligations and rights are:

ACTIVITY 5
SD1-B2

Write your letter here:
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Letters of Acknowledgment

For legal purposes letters of acknowledgment are often requested. These letters are also 
referred to as letters of receipt and tend to be rather formal and short. These two exam-
ples letters will provide you with a template to use in your own work and can be easily 
adapted for a number of purposes.

Example Letters

Acknowledgment Of Receipt

[date] ACKNOWLEDGMENT OF RECEIPT

I hereby acknowledge the receipt of the following documents from the firm of [firm] :
____________________________

[Signature of Client]

Acknowledgment Of Letter

Dear ______

Because ______ is out of the office for the next two weeks I am acknowledging receipt 
of your letter dated May 20, l983. It will be brought to his attention immediately upon 
his return.

If I may be of any assistance during Mr. Jones' absence, please do not hesitate to call.
Yours Sincerely,

________

From: http://esl.about.com/od/businessenglishwriting/a/w_areceipt.htm
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Placing an Order

As a business person, you will often place an order - especially if you have a large su-
pply chain for your product. This example business letter provides an outline to make 
sure your order placement is clear so that you receive exactly what you order.

Example Letters 

May 23, 1999
Mr. Jack Brown,

Director
Used Books Online
Seattle, WA 98795

Dear Mr. Brown:

Would you please send me the following used books via COD? According to your Web 
site, orders need to include the title, author, and publisher.

Title: “Driving Home”
Author: Peter Lawford
Publisher: Jackson and Co.

Title: “Landscaping for Fun”
Author: Janet Patterson
Publisher: Nature Ltd.

Title: “Christmas Myth”
Author: Margaret Smith
Publisher: Smoothers

Thank you very much,

(signature here)

Fred Finkleham,

Professor, OUS

From: http://esl.about.com/od/businessenglishwriting/a/w__order.htm
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For this activity, you will write a brief letter placing an order to your partner, and he will do the same. Then, you 
must each write a letter of acknowledgment.

ACTIVITY 5
SD1-B2

Pair

Write your letter to place an order here

Write your letter of acknowledgment here:
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Making a Claim

Unfortunately, from time to time it is necessary to make a claim against unsatisfactory 
work. This example business letter provides a strong example of a claim letter and in-
cludes important phrases to express your dissatisfaction and future expectations when 
making a claim.

Example Letters 

Drivers Co.
3489 Greene Ave.

Olympia, WA 98502
August 17, 2001

Richard Brown, President
Document Makers
Salem, MA 34588

Dear Mr. Brown:

As someone who has worked with your company for over 3 years, we were very disa-
ppointed to see the documents you produced for our latest Drivers Co. publicity cam-
paign.

As our written agreement stipulated, we expected full color leaflets with fancy explana-
tory texts, but instead, we found that black and white photos had been included in the 
prepared leaflets. I think you will agree that a communication problem exists.

We would like you to send out a photographer to provide us with the promised color co-
verage, or provide us with a refund.

Yours truly,

(signature here)

Thomas R. Smith,

Director

From: http://esl.about.com/od/businessenglishwriting/a/w_claim.htm
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Adjusting a Claim

Even the best business may make a mistake from time to time. In this case, you may be 
called upon to adjust a claim. This type of business letter provides an example to send 
to unsatisfied customers making sure that you address their specific concerns, as well as 
retain them as future customers.

Example Letters 

Document Makers
2398 Red Street

Salem, MA 34588
March 10, 2001

Thomas R. Smith
Drivers Co.
3489 Greene Ave.
Olympia, WA 98502

Dear Mr. Smith:

I was very disappointed to read your letter of August 17 dealing with the issue of 
incorrectly produced publicity leaflets. As someone who values your business, I 
have already begun to find a solution to resolve this problem.

My top photographer will call you to arrange an appointment at your earliest pos-
sible convenience to re-take photos in full color. Also, we will deduct another 15 
percent of the bill for the misunderstanding. Thank you for your patience.

Sincerely,

(signature here)

Richard Brown

President

From: http://esl.about.com/od/businessenglishwriting/a/w_adjustment.htm
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Cover Letter: Example 1

2520 Vista Avenue Olympia, Washington 98501 April 19, 2001
Mr. Bob Trimm, 
Personnel Manager Importers Inc. 
587 Lilly Road

Dear Mr. Trimm:

I am writing to you in response to your advertisement for a Legal Assistant 
specializing in Port Regulatory Law, which appeared in the Seattle Times on 
Sunday, June 15. As you can see from my enclosed resume, my experience and 
qualifications match this position’s requirements.

I especially would like to point out that I graduated Cum Laude from The Uni-
versity of Tacoma and was hired directly upon graduation due to my expertise 
in port authority regulations.

During the four years that I worked for Shoreman and Co., I further deepened 
my knowledge of the fast changing regulatory laws in our state. My employer 
also thought highly enough of my abilities to promote me to head legal resear-
cher after my first year of employment.

I look forward to an opportunity to personally discuss the position with you. I 
will call you within the next five days to arrange an interview.

Sincerely,

Kenneth Beare

From: http://esl.about.com/od/writingintermediate/a/w_cover_ex1.htm

Cover Letters

Cover letters are extremely important when applying for a new position. Cover letters 
should include a short introduction, highlight the most important information in your 
resume and elicit a positive response from your prospective employer. These two exam-
ples of cover letters are part of a larger section on the site providing all the information 
you will need on taking an interview in English during your job search.
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Useful phrases and vocabulary for writing business letters.

Below, you will find some useful expressions for writing your own business letters. 
Remember, these are just conventional expressions; it is up to  you to write the content 
of the letters.

Salutation

• Dear Mr. Brown 
• Dear Ms. White 
• Dear Sir 
• Dear Madam 
• Dear Sir or Madam 
• Gentlemen

Starting

• We are writing to inform you that...to confirm...
• We are writing to request...
• We are writing to enquire about… 
• I am contacting you for the following reason...
• I recently read/heard about.... and would like to know....
• Having seen your advertisement in..., I would like to...
• I would be interested in (obtaining / receiving)...
•  I received your address from ----- and would like to...

Referringtoprevious 
  contact

• Thank you for your letter of March 15. 
• Thank you for contacting us. 
• In reply to your request… 
• Thank you for your letter regarding ... 
• With reference to our telephone conversation yesterday... 
• Further to our meeting last week ... 
• It was a pleasure meeting you in London last month. 
• I enjoyed having lunch with you last week in Tokyo. 
• I would just like to confirm the main points we discussed 
       on Tuesday.

Making a request

• We would appreciate it if you would ... 
• I would be grateful if you could ...  
• Could you please send me ...  
• Could you possibly tell us / let us have ...  
• In addition, I would like to receive ... 
• It would be helpful if you could send us ... 
• I am interested in (obtaining / receiving) ... 
• I would appreciate your immediate attention to this matter. 
• Please let me know what action you propose to take.
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Offering help

• Would you like us to ...? 
• We would be happy to ... 
• We are quite willing to ... 
• Our company would be pleased to ...

Giving good news
• We are pleased to announce that ... 
• I am delighted to inform you that .. 
• Youwill be pleasedtolearnthat ...

Giving bad news 

• We regret to inform you that ... 
• I'm afraid it would not be possible to ... 
• Unfortunately we cannot / we are unable to ... 
• After careful consideration we have decided (not) to ...

Complaining 

• I am writing to express my dissatisfaction with ... 
• I am writing to complain about ... 
• Please note that the goods we ordered on ( date ) have not yet arrived. 
• We regret to inform you that our order n° ----- is now considerably 
overdue. 
• I would like to query the transport charges which seem unusually 
high.

Writing	Business	Letters

Apologizing

• We are sorry for the delay in replying to ...
• I regret any inconvenience caused (by) ...
• I would like to apologize for the (delay, inconvenience)...
• Once again, please accept my apologies for ...

Orders

• Thank you for your quotation of ...
• We are pleased to place an order with your company for..
• We would like to cancel our order n° .....
• Please confirm receipt of our order.
• I am pleased to acknowledge receipt of your order n° .....
• Your order will be processed as quickly as possible.
• It will take about (two/three) weeks to process your order.
• We can guarantee you delivery before ...(date)

• Unfortunately these articles are no longer available /  
are out of stock.

Prices

• Please send us your price list.

• You will find enclosed our most recent catalogue and price 
list.

• Please note that our prices are subject to change  
without notice.

• We have pleasure in enclosing a detailed quotation.
• We can make you a firm offer of ...



Capacitación para el Trabajo: Comunicación

Colegio de Bachilleres del Estado de Sonora
7272

Referringtopayment

• Our terms of payment are as follows  ...

• Our records show that we have not yet received  
payment of ...

• According to our records ...
• Please send payment as soon as possible.
• You will receive a credit note for the sum of ...

Enclosing documents
• I am enclosing ...
• Please find enclosed ...
• You will find enclosed ...

The Memorandum

The memorandum—commonly referrerd to as a “memo”—is the second type of common 
document in a company. Whereas a business letter is directed outside the company, the 
memorandum is directed inside the company. It is a way for all the different hierarchical 
levels and different departments to share information.

The word “memorandum” means something that should be remembered or kept in mind. 
A very simple definition of  memo is that of a document intended to inform a group of 
people about a specific issue, such as an event, policy, or resource, and encourage them 
to take action. 

Just like a letter, a memorandum has a distinct structure that helps identify it as such, 
and supports its purpose of informing people in a simple, straightforward way. Let’s 
look at a sample memo: 
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To: Customers of Chloe’s Cupcakes

From: Dan Lionel, Public Relations Liaison

Date: May 12, 2012

Subject: Publication of Nutrition Facts

Due to extensive customer feedback, we at Chloe’s Cupcakes would like to 
demonstrate our commitment to making healthy choices by publishing nutrition 
information for all of our baked goods. Although our stores would not be required by 
law to provide the nutrition facts of our products, we agree that customers should have 
access to as much information as they desire before making a purchase.

We are confident that that you, the customer, will feel better about choosing 
Chloe’s Cupcakes once you are aware of these facts. We are committed to use the 
best locally grown ingredients in our baked goods, and we freshly prepare all of our 
desserts each morning. Moreover, we have a line of vegan treats that substitute some of 
the highest-calorie ingredients in non-vegan goods with healthier options—while still 
delivering great flavor. For those customers who are looking to splurge, we have an 
exquisite selection of decadent treats too, including our famous crème brûlée macaroon 
sundae.

All of our nutrition information will be available online, along with a list of 
ingredients and possible substitutes for those with dietary restrictions. We will also 
provide pamphlets in stores with the same information, to be updated periodically. As 
it is cumbersome to obtain accurate nutritional analyses of handmade food products, 
we are unable to guarantee access to nutritional information for seasonal flavors and 
promotional items.

Best,

Dan Lionel
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A memo consists of five segments: 

• The heading, where you write all the necessary tracking info: who wrote it, 
what is the subject, who is the recipient.

• The opening segment, where give an explanation of why you wrote the memo.

• The summary segment is where you discuss what you expect the reader to do 
about it.

• The discussion segment is where you give the reader reasons to do it; you either 
remark the advantages of following the stated course of action, or remark the 
disadvantages of not doing so. If the memo is very short, you can combine the 
summary and discussion segments.

• The closing segment: here, you outline what the reader can do after he has acted 
on the information presented on the memo, and make your closing remarks.

1. The heading segment. Specify who the memo is for and who sent it. The heading 
segment should also include the complete and exact date the memo was written, 
and the subject matter (what the memo is about). A sample heading would look like: 
To: Name and job title of the recipient

From: Your name and job title

Date: Complete date when the memo was written

Subject: (or RE:) What the memo is about (highlighted in some way)

• Always address readers by their correct name; do not use nicknames.

• When constructing the heading, be sure to double space between sections and 
align the text.

2. Consider who the audience should be. In order to get people to read and respond to 
the memo, it’s important to tailor the tone, length, and level of formality of the memo 
to the audience who will be reading it. Doing this effectively requires that you have 
a good idea for whom the memo is intended. Think about your audience’s priorities 
and concerns are, and try to imagine why the information you are presenting would 
be important to them.

• Try to anticipate any questions your readers might have. Brainstorm some 
content for the memo, such as examples, evidence, or other information 
that will persuade them.

• Considering the audience also allows you to be sensitive to including any 
information or sentiments that are inappropriate for your readers.

3. Introduce the problem or issue to your readers in the opening segment. Briefly 
give them the context behind the action you wish them to take. This is somewhat 
like a thesis statement, which introduces the topic and states why it matters.

• Include only as much information as is needed, while still being convincing 
that a real problem exists.
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• As a general guideline, the opening should take up about ¼ of the total length 
of the memo.

4. Suggest ways to address the issue in the summary segment. What you are 
summarizing here are the key actions you would like your readers to take.

• This can also include some evidence to back up your recommendations.

• In a very short memo, it might not be necessary to include a separate 
summary segment. Instead, this can be integrated into the next segment, the 
“discussion segment”.

5. Support your course of action in the discussion segment. Be persuasive. State how 
the readers will benefit from taking the action you recommend, or be disadvantaged 
through lack of action.

• Give evidence and logical reasons for the solutions you propose. Feel free to 
include graphics, lists, or charts, especially in longer memos. Just be sure 
they are truly relevant and persuasive.

• Start with the most important information, and then move to specific or 
supporting facts.

• The general guideline for length is that the summary and discussion segments 
combined should comprise about ½ of the memo.

6. Close the memo with a friendly ending that restates what actions you want 
the reader to take. You might want to include a statement like, "I will be glad 
to discuss these recommendations with you later on and follow through on any 
decisions you make.”

• Give the reader a sense of solidarity and optimism if possible.

• Emphasize a particular next step that they can take.

• This should generally take about ⅛ of the total length of the memo.

7. Review and edit your memo to make sure that it is clear, concise, persuasive, 
and free of errors. Check that you are consistent in the type of language that you 
use, and eliminate unnecessary scholarly words or technical jargon. Review for 
spelling, grammar, and content errors. Pay particular attention to names, dates, or 
numbers.

• Check that it is not excessively long, and cut out any extraneous material.
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For this activity, you will write a brief memorandum to your fellow students. Your memo must include all five 
segments; however, since the memo will be short, you may combine the summary and discussion segments into a 
single paragraph. Your teacher will assign the topic.

ACTIVITY 6
SD1-B2

Write your memo here:
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For this activity, you will work in teams of three. Imagine you are the board of a large company, and you have 
come to the decision to close a manufacturing plant in your city due to falling profits. Write a memo for the 
workers of the plant advising them of the impending closure, and what they need to do to collect their severance 
pay. Don’t forget the tips about ending in an upbeat note if possible.

ACTIVITY 7
SD1-B2

Write you memo here:



Capacitación para el Trabajo: Comunicación

Colegio de Bachilleres del Estado de Sonora
7878

Modern technology has revolutionized the way businesses are created and run. One of 
the mayor shifts introduced has been modern telecommunications, from the introduction 
of the telegraph to the advent of real-time video calls, technology has enabled business 
and corporations to coordinate and manage their operations more efficiently.

Email has come to all but replace the traditional pen-and-paper letter in day-to-day 
communications (though for many legal documents, a hardcopy is still required.)

When you compose an email, observe the same rules you would when writing a regular 
letter:

• Take time to write it. Do an outline; make sure you transmit your message 
clearly.

• Make sure your email has an introduction, a body, and a conclusion. 
Don’t confuse your email account with your twitter account. Develop the 
text properly, applying everything you have learned and studied about 
writing business documents.

• Proofread your email. Make sure you didn’t commit any errors when writing 
it or when typing it.

Also, when writing an email, there are a few things to consider in addition to the content 
of the text:

Do you have a professional email address? In many workplaces, you will receive a 
company email address that usually follows the firstname.lastname@mycompany.
com pattern. However, if you have to create your own email address, keep it much in 
the same vein. Do not use difficult, or unprofessional email handles:
 
KrazyLoco41@emailprovider.com 
JuAN_PeReZ@emailprovider.com 
PrEtty_Princ3ss_LUVU@emailprovaider.com 

All of the previous are difficult to read and remember, and they do not project a 
professional image.

Write a clear subject line. Remember the old adage, “time is money.” In our modern 
digital age, time is more precious than ever, and can’t be wasted reading junk email. 
Make sure you write a clear subject line for your email:

RE: Proposal for 2014 budget.

RE: Schedule and agenda for Friday’s departamental meeting.

RE: I would like to submit my resume for your company.

Finally, remember that, while email is orders of magnitude faster than traditional email, 
it is still not instantaneous. The person you sent your email to may not have access to a 
computer, may be too busy to answer back immediately, or may have missed your email 
(did you write a clear subject line?); alternatively, you may have mistyped the address, 
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or they may have been some other delivery failure. Leave yourself a margin to expect 
a response.

Sending a fax.

Do you know what a fax is? If you are a young person, it is probable that you have 
never heard of this device. In a way, modern digital technology has been replacing 
older technology, such as fax machines. However, you may run into a fax machine 
occasionally, so let’s discuss it briefly.

A fax machine is simply a telecopier. Much like a copier, it scans and prints out a copy 
of a document; unlike a copier, it does not print out the copy locally; instead, it sends 
the copy to different machine at another location over the telephone lines. As you can 
imagine, this technology is being replaced by the internet. Still, there are some reasons 
why a fax machine may still be in use:

1.Global coverage and acceptance
Even well into the Internet age, sending and receiving documents via fax is recognized as essential in business 
communications worldwide. Although Internet-based alternatives do exist, none have managed to overthrow the 
fax machine. Worldwide there are over one-hundred million fax devices in use today. For a global perspective, 
click here.

2. Simple
Traditional fax machine design is straightforward and intuitive – feed the pages that you want to send into the 
machine, enter a fax number, and sit back and wait for the confirmation.
Nowadays fax is as easy as sending an email because a fax server solution allows sending and receiving faxes 
from any device via email. 

3. Traceable
Outgoing faxes generate notifications which are delivered to the sender informing him/her about the status of 
the fax delivery (sent/failed). A successful notification is only generated when the remote device signals that 
everything was received and reproduced correctly.

Fax servers go even further since they can be configured to log and archive copies of all inbound and outbound 
faxes. By integrating multifunctional peripheral devices (MFPs) with a fax server, all of your fax messaging can 
be logged and archived in a central location, optimizing both administration and security while also providing 
consistent and professional coversheets for outbound faxes.

4.Legally binding
The intrinsic nature of the T.30 fax protocol, accurately reproducing documents between two remote points, meets 
the legal requirements of custodianship – that no third party could reasonably intercept and/or make changes to the 
document between the sender and the receiver. Fax server software often includes support for digital signatures 
which further ensures the integrity of the fax data.

5. Assured delivery
Unlike with email and mobile text messaging, with faxes the receiving fax machine must acknowledge that the 
document was received successfully. Your notification is proof that your document has been successfully delive-
red to the recipient.
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6. Ease of integration
Fax servers can be integrated with every office messaging environment either on-premi-
se or in the cloud, including Microsoft Exchange, Lotus Domino and Novell GroupWi-
se. You may also extend the capabilities of your CRM, ERP and DMS with fax capabi-
lities through fax server connectors. Legacy systems and non-Windows platforms may 
also interface with fax servers through standardized protocols such as SMTP (email) 
and Samba (Unix/Linux file and print services).

7. Secure
The T.30 fax protocol is a point-to-point communication system and any malicious at-
tempt to intercept or alter the data will be detected by either the sending or receiving 
party and ultimately cause the transmission to fail. This is the basis of the “legally 
binding” nature of faxed contracts and the primary reason why fax technology is still 
around today.

8. Ubiquitous
By establishing a foothold well before the age of the Internet, fax machines and servers 
are a ubiquitous technology available to every business and organization throughout the 
world. Many business processes, such as transferring medical records and financial in-
formation, are linked exclusively to fax and have no universally recognized alternative.

9. Fax over IP
Many companies have turned to voice-over-IP technologies. By using this infrastructure 
for fax-over-IP you save telephony costs by eliminating the public switched telephone 
network as much possible and using Internet-based least cost routing. Although typica-
lly not as fast as modern fax machines and fax cards, fax-over-IP solutions can exist in 
a virtualized environment with no dependency on hardware. This aligns with the virtua-
lization initiatives being deployed by many organizations today, spurred on by VMware 
and Microsoft’s Hyper-V technologies.

10. Fax is established
When writers/bloggers make lists of practices and technologies that have reached the 
end of their usefulness they often mention business cards, newspapers, optical discs and 
credit cards. And everyone mentions fax machines. Indeed, the humble fax machine as 
we know it may fade away. But fax as a communication standard for national and inter-
national commerce is deeply entrenched and not going anywhere any time soon. People, 
like organizations, often forget about the importance of fax until there is a telephony 
glitch or a fax server goes down, then their reliance on the technology comes into sharp 
focus.

From: http://www.fenestrae.com/10-reasons-why-fax-still-important

A fax machine is just a means of transmission; you must still prepare and write the do-
cument as you would any other.
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Closing Activities

For this activity, your teacher will assign each person in your group a different type of business letter (inquiry, 
claim, adjusting claim, sales). Then you will prepare an outline to write a long, detailed letter. 

Write your outline here:
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Now, you will then write a detailed letter on a piece of paper and deliver it to your teacher. Your teacher will then 
hand out the letters to the class. You will then write a long, detailed response to the letter you receive. (Obviously, 
it can’t be to your own letter.)

Write your outline here:



Writing Scripts for Communication

83
BLOCK 2  Identifying Business-Related Texts

83

Write your outline here:

For this activity, you will write a cover letter for a company in which you would like to work. Research online to 
whom applicants must send their cover letters and resumes, and redact one. Your cover letter must do a good job 
of captivating the reader from the start; it must address your qualifications for the job, and what you expect from 
working for the company. 

In addition, consider that many people are competing with you. They will probably share many of your characte-
ristics such as education and skills. Make sure to include a paragraph where you talk about why you are different, 
why they should choose you and not any other.
First, start with an outline of your letter:

INTEGRATING ACTIVITY
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Now, write the letter based on your outline. As always, remember to follow all rules of grammar and punctuation,  
and to write your paragraphs observing the guidelines that have been discussed in class.

Write your text here:



Objetos de aprendizajeal finalizar el bloque Competencias a desarrollar

 ■ El estudiante producirá distintos docu-
mentos cubiertos durante el curso.

 ■ El estudiante producirá textos coheren-
tes, cohesivos y con unidad temática.

 ■ El estudiante seguirá el proceso de ela-
boración de textos: planeación, borra-
dor, revisión, copia final.

Tiempo asignado: 14 horas

 ○ Esquema de borrador.
 ○ Cartas de negocios.
 ○ Memorandum.

 ■ El estudiante planeará como expresar 
sus ideas de manera meticulosa.

 ■ El estudiante aprenderá a revisar sus 
propios textos para detectar errores.

Desempeño del estudiante

Writing Process
BLOCK 3
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Didactic Sequence 1
WRITING PROCESS

Start Up Activities

So far, you have practiced with the basic structures and frameworks of writing: sen-
tences, paragraphs, punctuation, and rules such as unity, coherence, and cohesion; you 
have also practiced producing short form documents such as letters or memos. It is only 
by writing that your skills can ever improve.

Now, it’s time to take a look at the process of writing itself. As you have probably al-
ready noticed, writing is not a straightforward endeavor; you don’t simply start writing 
down whatever is in your head and just keep going until you are finished (and if you 
are doing that, please stop). On the contrary, you constantly stop to rethink an idea, or 
look for the right word; you go back and erase something that just didn’t feel right; you 
get stuck on because you are not sure how to continue. Writing can be a tricky process.
 
Still, there is no need to be afraid of the writing process. Some people think that they 
“can’t” write; that they weren’t “born” with the ability. Writing is a skill, not a natural 
ability. You can learn it, just as you can learn karate, knitting, or driving a car; sure, 
some people will be better at it, but then again, that is true of any skill. You just have to 
be as good as you can be.
 
To make sure that we are doing our best work possible, it helps to break down the wri-
ting process into stages:

1.Pre-writing.
This is before you set pen to paper. Consider this the planning stage of your writing 
process, where you set goals for your writing.
•Set a purpose. What are you trying to achieve with your writing? Do you want to com-
municate an idea to a mass audience? Convince people of something? Ask forgiveness 
for a mistake? Make sure you have a clear purpose so you can make the best choices 
for your writing.
•Choose a style and tone. Consider your audience. Should your tone be formal or infor-
mal? Should you try to be funny or be very serious? Should you write them a letter, a 
memorandum, an informative pamphlet?
•Do some preliminary research. Nothing can impede good writing as not knowing your 
subject! Before you write about something, do some research on the topic. 
•Try to anticipate your audience’s needs. When you write, try and imagine the people 
reading your text will ask about it. For example, if you write a memorandum regarding a 
new project manager, it is easy to imagine some of the questions people may have: “why 
was he chosen?” “What are his credentials?” “How does this affect my own work?” All 
of these hypothetical questions can help you write a better, more informative document.
Once you have done all this, it’s time to start writing!
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2.Writing
This is it. It’s time to start writing. In this stage, it is important that you keep all the 
decisions you made during the pre-writing stage in mind.
•Prepare an outline. This always helps. Write down your main idea, which should be set 
by your purpose; then, write down some topic sentences about it. You can briefly add 
some details that you want to include for each; Notice if there are any particular types 
of paragraphs that are well suited to your purpose (comparing / contrasting, extra-exam-
ples, etc). You should also make sure that all the ideas you write down are in accordance 
with your set purpose.
•Write out your first draft. Make sure you stick to the ideas in your outline. Flesh them 
out fully, with plenty of illustrations and details.
Congratulations, you have your first draft! However, your job is not done. Usually, the 
first draft is not the best possible text you could produce. There are always tiny details 
that escape our attention.

3.Editing
Editing is the part of the writing process where we refine what we have written. It is a 
crucial part, and can really help your writing shine. 
•Proofread your text. Read over your text looking for any glaring errors: misspelled 
words, verbs in the wrong tense, misplaced or missing punctuation marks. Then, read it 
again, just in case you missed any. Check that you are using conventions correctly: does 
your letter include a proper greeting? Is the heading of your memo correct?
•Check your development. Are your ideas presented clearly? Do they correspond to 
your purpose? Do you have sufficient examples and details? Check the major and mi-
nor connectors. Do they help you go from one idea to the next? Is it clear what the 
relationship between ideas is? Is there anything missing? Did any of the ideas end up 
contradicting your main thesis?
•Check your structure. Is your introduction strong and engaging? Does it present a clear 
idea about the document? Does make the reader want to continue? Check the progres-
sion of ideas: are they presented in the most logical manner? Should you change the 
order of ideas to make it flow better?
•Check tone and style. Is your tone and style consistent? 
•Peer editing. Give your text to someone else to read. Have them point out any major 
grammatical errors they discover. Also, have them comment on the cohesion and cohe-
rence of your text. It doesn’t matter how thorough we are, there are always details that 
elude us. That is why it’s a good idea to have another pair of eyes look at your text.

4.Rewriting.
After you have completed the editing stage, it is time to redact the text to correct mis-
takes and add improvements. Consider this a necessary step in improving your writing 
skills. Think about a book or movie that you like. Do you think that somebody sat down 
and wrote it in a single day? Or that what you are reading or watching is what was origi-
nally written? A text can go through many drafts before it reaches its final form.
Naturally, the longer and more complex the text is, the longer and more complex the 
editing process will be. One revision is the minimum that you should put your texts 
through, to make sure that there are no obvious glaring mistakes, and that you have a 
coherent, cohesive text.
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Practice makes perfect
You may have noticed that this section differs a little bit from the previous sections. It’s 
because this is meant for you to practice what you have already learned, and put it to the 
test. From now on, consider this a workshop. A space where you make real use of the 
skills and abilities you have learned.

On the following pages, you will be given space to practice the writing process along 
with your teacher and your peers. You will be given topics and asked to write documents 
based on those topics. Remember to adhere to the writing process to practice and hone 
your skills. You will do the prewriting process to produce a first draft, then submit it to 
peer review; afterwards, you will be ready for a second, improved final draft.

Give it your best, not only when writing but also when reviewing a draft by one of your 
peers. This will help you hone your skills, and give you a solid foundation in working 
with documents.

Below you will find a mark with proofreading symbols. These are simple symbols that 
can help you mark mistakes, make clarifications, or comment on things in your text or 
another person’s text.



Writing Scripts for Communication

89
BLOCK 3  Writing Process

89



Capacitación para el Trabajo: Comunicación

Colegio de Bachilleres del Estado de Sonora
9090

Topic:

Preliminary research / Word bank Outline
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1st draft:



Capacitación para el Trabajo: Comunicación

Colegio de Bachilleres del Estado de Sonora
9292

2nd  draft:
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Topic:

Preliminary research / Word bank Outline
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1st draft:
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2nd  draft:
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Topic:

Preliminary research / Word bank Outline
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1st draft:
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2nd  draft:
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Topic:

Preliminary research / Word bank Outline
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1st draft:
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2nd  draft:
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Topic:

Preliminary research / Word bank Outline
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1st draft:
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2nd  draft:
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Topic:

Preliminary research / Word bank Outline
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1st draft:
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2nd  draft:
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