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Linking words and relative clauses

First, read the information about linking words and phrases. Then read through the email
and underline 18 linking words/phrases in it, not including ‘and’, ‘but’ and ‘or”.

Linking words and phrases join one idea to another. They help the reader to understand the structure
of your argument. There are two types:

» Words in the middle of a sentence that join two clauses: and, but, because, so etc. 7
s Words/phrases at the beginning of a sentence: However, Therefore, In relation to etc. These are often

followed by a comma.

Subject: Arrangements for sales conference
Marcia — many thanks for sending the details of the 165 participants coming to our sales conference in
November, Here is my report on the arrangements that will be necessary.

1 Accommodation

In previous years we have used the Belmont Hotel. In general, we have always had good feedback from
delegates on the Belmont. However, it is quite far from the conference centre, and in addition they have
increased their prices recently. As a result, | am going to get an alternative quote from the York Hotel this
year.

2 Conference Centre

In relation ko numbers, the hall seats 200 people, so there shouldn't be any problem. Nevertheless, if we
get a lot of late bookings we may need a bigger hall. [ will monitor the situation closely. Obviously, if people
book after the deadline we may have to write back and say we are full.

On another point, we need to make sure that the amplification system is working properly, as fast year
several delegates complained that the sound was too low at the back of the hall.

3 Speakers
Both outside speakers are confirmed. In particular, the well-known author Sandra Breft has agreed to give

a talk on ‘Motivation', and Fm sure it will be very well received.

4 Food and drink

Last year this was a problem. Firstly, we had a lot of complaints about the food. Secondly, there was some
confusion among delegates about whether they should stay in the conference cenire for lunch or go outside.
In fact, if delegates do want fo go outside and get some fresh air it is not a problem. So this year | am going
to get quotes from catering companies for two options, that is fo say one for coffee breaks and snacks only,
and the other for lunch as well. Alternafively, we could just use the caié in the conference centre and not
employ an autside firm, but | don't think that will create a good impressian.

| think that’s all. Let me know if there’s anything else, especially if you suddenly get a lot of late bookings.
Bruno
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Complete the table with the words from the boxes.

Alternatively  eg. Prﬁa-l-l-y * For instance  Instead of Moreover  Nevertheless
On another point  On the otherhand ~ On the whole ~ Seeemdly ~ Usually

Showing a sequence: - Firstly 1 'Second/gf 2 Fma//y
Talking generally: In general R . S
Making a contrast: However SR ¢ B
Adding another point: In addition T oo seeees e 8 .

Giving an example: For example 2

Giving an alternative: Either ...or ... 11 e

Above all  Actually  As a matter of fact  For this reason  i.e.  In particular
Obviously  Of course  Regarding  Thatis tosay  Therefore  With reference to

7

Saying what the real situation is:  In fact - 3 T C: S
Saying something is obvious: Clearly 1 SR € S
Giving the most important point:  Especially L7 oo I8 e
Rephrasing in a different way: In other words 19 o 20

Giving a result/consequence: As a result 21 . 22,
Introducing a new topic: In relation to OO B

Note: you can find more practice with linking words in units 23, 24 and 30.

Rewrite each pair of sentences as one sentence, including the word in brackets. Begin as
shown, and make any necessary changes.

1 The Board issued a report. It describes options for our long-term strategy. (that)
The report .that. e, Board. issued . deseribes. opdions. for..our. long-term..strategy.
2 The Board issued a report. It describes options for our long-term strategy. (which)
The Board ..is3ued..4. tepont. which describes. options. far.our. long-term. strategy.
3 We interviewed three candidates. They were all very good. (who)
WE INEEIVIEWEM ..ottt sttt eses s e
4 We interviewed three candidates. They were all very good. (that)
5 Marketing want to postpone the product launch. I feel this is a mistake. (which)
MATKETING WAL ..o e
6 We might need to dismiss some workers. These workers are listed below. (who)
THE WOTKETS ...ttt sttt
7 One team’s results were particularly good. This team should be given a bonus. (whose)
TTRE TRAM ...ttt st et
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