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1
SUMMARY

Normally summaries are written to save the reader some time by giving him a short text with the most important information contained in a longer text (or film etc.)

At school summaries are usually one means of testing

a) if a student understands a text

b) if a student can formulate the main idea of a text relatively independently, i. e. his own words.

Typical tasks and questions

In tests you find such tasks under the headline ‘comprehension’. The most common formulations for summary tasks are:

Sum up the text at hand.

Summarize the text from line 30 to 95.

Write a summary of the text. Do not exceed 150 words.

How to proceed: 

Always…
· …read the text to be summarized twice; first extensively, then slowly.

· …check for unknown words.

· …ask yourself what the theme of the text is.

· …find the main points that are linked to this theme and mark them.

· …arrange them in a logical order (maybe with the help of a topic outline).

· …open your summary with a sentence stating author. title and source (if mentioned) and then clearly express the main idea of the original text.

· …stick to the essential information and generalize by avoiding examples, enumerations, detailed data and adjectives.

· …use present tense for summarizing literary texts.

· … reread your summary and check both content and language.

Never…

· …write from the point of view of the author (do not write “the author says”).

· …”interpret” or analyse the text.

· …comment on the text.

· … exceed 20-30% of the original length of the text (unless indicated otherwise)

2
TOPIC OUTLINE

An Outline is a formal kind of note making. Writing an outline can be useful when you are examining the structure of a text. It should make the structure clear.

It is also a good way of preparing a text you are going to write or a presentation you are about to make.

Outlines show a hierarchy of ideas and facts.

TITLE

Main idea 1


-
Support 1


-
Support 2



a
example 



b
example

Main idea 2


-
…

There are different types of outlines. 

- a topic outline is based on words or short phrases

- a sentence outline uses simple but complete sentences.


3
COMMENT

Comments are normally intended to express your personal opinion. 

Aim and therefore structure of a comment can vary.

· pros and cons: You look at a problem from two opposite sides. You can take sides or remain neutral.

(“Discuss whether the internet is a curse or a blessing.”)

· support or criticism only: you express your opinion (“in a role”)

(“Justify the headmaster’s decision to ban cell phones at school.”)

How to proceed:
1. Define the problem/subject.

2. Gather and select arguments.

3. group them according to

· their relevance and importance

· their logical connection.

Writing a comment:

1. Say what the problem/subject is.

2. Introduce your opinion in a general evaluation of the problem.

3. Present your arguments in detail. Give reasons for your view.

4. Finish your comment with a conclusion that

· expresses your opinion

· summarizes your findings or 

· outlines possible consequences.

Structure:

In all comments the way ideas and arguments are connected is vital. This is done by using connectives and a clear paragraph structure. > USEFUL PHRASES
Connectors are not enough to make a logical structure. It is necessary that you divide your text into smaller units, paragraphs. Each paragraph should develop a single idea. Mostly the first sentence of a paragraph is the topical sentence that states what the paragraph is about. The rest of the paragraph adds details, information and examples.

In the “pros and cons” comment you can either first list all the pro then the con arguments or deal with them in an alternating structure.

4
REVIEWS

A review is a summary and a critical evaluation. Its purpose is to inform the readers about what to expect from a book/ movie/ album and to give an idea of the wider context. A good review should have the specific reader in mind whom the author is trying to address. 

Film Review

How to proceed

· Obviously, you have to watch the film first. Since the complexity of films will present a challenge to your understanding and reflections, your work should be organized from the start.

· Before watching the film, look at the blurb (Klappentext) to get an idea of what to expect.

· Start a watching log including excerpts, chapter summaries, section summaries, quotations, character constellations, notes on plot, characters, cinematography, questions etc.

· With the help of the watching log you can start formulating your notes into a report.

Writing the film review

· Title of the review– can indicate if it will be positive or negative, you can play with words to make it funny or different.

· Introductory paragraph.  Use a “hook” (an opening paragraph that catches the reader’s attention).  For example:

	a) describe a scene, incident, or bit of dialogue from the film,

	b) reminder of this director’s last movie (or other movies of the lead actors), or 

	c) connect the movie to something happening in society today.


· First paragraph – you can start to summarize film and give early suggestions about your general view of it (positive/negative) if you cannot come up with an intelligent hook as introductory paragraph.

· Start or continue summary of film, don’t give details about the ending or else no one will go and see the film!!

· Analysis - This may include consideration of the ways in which dialogue, setting, plot, sound track, theme, symbols, acting, costumes, make-up, cinematography (camera movements and angles), visual effects/special effects and sound effects may contribute to the film’s effectiveness.
· Characterization – talk about the characters, did you like them? Did the actors play them well? What did you like or didn’t like? Will certain audience members not like certain characters? Why not? …

· Final comments – general comments that summarize your view of the film either inspiring the reader to go out and see the film or warning them not to go.

Book Review

How to proceed

· Obviously, you have to read the book first. Since the length of the book will present a challenge to your understanding and time-management, your reading time should be organized from the start.

· Before reading the book, look at the blurb (Klappentext) to get an idea of what to except.

· Start a reading log including excerpts, chapter summaries, section summaries, quotations, character constellations, notes, questions etc.

· With the help of the reading log you can start formulating your notes into a report.

Writing the book review

· Title of the review– can indicate if it will be positive or negative, you can play with words to make it funny or different.

· Give the author’s name, the title of the book, place and date of its publication, and the publisher’s name. You will find this information in the imprint (Impressum). 

· State of what kind of book it is (novel, drama, science fiction, etc.).

· State what it is about (no more than two sentences).

· Give an outline of what happens in the book, showing the development of the main conflict, its solution and its impact on the character(s).

· You can quote one passage that you find most typical of the book’s tone and/or message, most interesting, most amusing/ horrifying, etc.

· Explain why you like or do not like it, what it deals with, why you would recommend or not recommend it.

5 NEWSPAPER TEXTS

Newspaper texts fall into different types, e.g. 
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a news bulletin is concise, strictly factual and uses short sentences.

· a news story is the most common type of newspaper text. 
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(see below)

· a feature deals with a topic by focusing on a particular person or group of people. It often starts with an individual case to discuss the different related aspects of the topic. Thus it leaves the reader the task to draw his or her own conclusions. The feature is based on first-hand reporting and often also begins with the description of a place or person.
· an editorial (leader) is a highly subjective form of expression

intended to influence the readers. It expresses the opinion of the newspaper’s editor or editorial team.
Structure of a news story

Headline

Start with a catchy headline. Keep it very short and interesting. Grabs the reader's attention, stimulates curiosity. It may or may not tell the reader what to expect to find in the text, but it must be relevant, even if the reader doesn't understand why until he/she has read the article.

First Paragraph/ Lead

In your first one or two sentences tell who, what, when, where and why. Be brief and clear. But also try to ‘hook’ the reader by beginning with a funny, clever, or surprising statement – even perhaps beginning with a question. 

Body (next paragraphs)

Explain in detail what happened in short, concise sentences. Include several quotes from people you interviewed. Be objective; don’t express your own opinion. Quotes from other people can be used to express opinions. 

Last paragraph

End your article with a strong summary statement. Many people only read the first paragraph and last paragraph of an article. End it with a quote or powerful catchy phrase that will get a response from the reader, so they will remember your article, and perhaps even be called to action. Wrap it up somehow (don't leave the reader hanging. Please don't say...."In conclusion" or "To finish..." (yawn!) 
How to write the news story

Write clearly and concisely, avoiding unnecessary words.

Write in the third person (he she, it, they). Don’t ever write in first person (I) in a news story. First person is only permissible if you are writing an editorial, a feature or a letter to the editor.

Don’t forget to check for accuracy. Misquoting someone can be embarrassing to them and you. Make sure people’s names and titles are correct. On a PC: Also run a spell check. 
6
FORMAL LETTER

The following are conventions for formal letters:
· Your name and address go into the top right-hand corner. The date is written below your address.

· Name and address of the receiver appear on the left-hand side of the page starting on the line below the date.
· subject line
· Begin you letter with “Dear Mr Cline,” or “Dear Mrs Smith,” if you know the name, use “Dear Sir or Madam,” if you don’t know if you are writing to a man or a woman.

· In the first paragraph (beginning with a capital letter!) give the reason for your letter (inquiry, complaint).

· At the end use a closing phrase, e.g.

· I look forward to hearing from you soon.

· Thank you very much in advance.

· Finish your letter either:

· Yours faithfully (+ your name) if you don’t know the person’s name

OR:

· Yours sincerely (+ your name) if you know the person’s name.

· DO NOT

· use short forms (He’s/ They’re)

· fillers (well, anyway, er)

· colloquialisms (guy, kid, lad, cop)

· DO USE

· more complex sentence structures (gerund, relative clauses)

· more sophisticated (French origin) words , e.g. continuously / all the time,  euphemistic descriptions, e.g. in case of unpleasant experience/ trouble

7
LETTER TO THE EDITOR

A special kind of formal letter is the Letter to the Editor of a newspaper. It comments on an article, event or opinion that has recently appeared in this paper. You do not answer the author of the article but the paper’s editor, usually these are two different people!

How to write a letter to the editor

· Begin your letter with “Dear Sir” or “Dear Madam” or to be on the safe side “Dear Editor,” and end with just your name and place of residence.

· At the beginning state which article you are referring to (“ In his article of 8th August 2007, “The Wolf is Back”, the author (or name) said…”/” With reference to your article of …”)

· Keep in mind that a letter to the editor is meant to be published, so make it short and to the point. Use formal language but avoid complex sentences and poetic language.

· Express your opinion clearly but politely by 

· using conditionals (“I would appreciate..”)

· asking questions instead of giving too direct statements (“Why didn’t the President…?”)

· using the passive voice (“We were not told of the dangers…”)
· Do not ask for a reply (and don’t expect one).

· Irony is allowed, too, but make sure it is clear as such.

8
LETTER OF APPLICATION

A letter of application is a formal letter which is usually the cover letter for the application for a job, special position or internship. You usually enclose a C.V. and documents on your qualifications.

Therefore you need to give the most important information on yourself with regard to the job but you mustn’t state all the information that can be found in the enclosed documents or would be clarified in a job interview.

Of course, you need to pay attention to the correct layout as well as correct spelling, politeness and standard phrases.

Information that should be given:

· purpose of writing (reference to job ad, telephone conversation etc.)

· introduce yourself briefly

· describe your relevant experience (or why lack of experience is compensated by other skills)

· describe your skills that are relevant for the job and how you meet the requirements for the job (e.g. languages, training, talents)

· say when you’re available for an interview

> Formal Letter 

9
CV (Curriculum Vitae)

A Curriculum Vitae lists the main facts about an applicant in a table.
Peter Fischer
---------------------------------------------------------------------------------------
Uferweg 5, 78787 Sturmstadt, Germany
phone: 0456899111 , email: peter@fischer.de
-----------------------------------------------------------------------------------------
 personal information



Birthday:
February 29th, 1983



Birthplace:
Nottingham



Nationality:
English
 Education


            Uwe-Seeler-Gymnasium, Sturmstadt, Abitur (A-Levels)
                           Sep. 1993- July 2002


 Professional experience
           Student teaching: tutoring subjects English, French and Maths to  

                7 and 8 graders

                        Internship at Graphic Design Company: Worked for 4 months in        

                            my holidays at Graphic Solutions, Sturmstadt. My duties included 

                            creating promotion cards, leaflets, 
 Language Abilities
          Native Speaker of German

             Nine years of English at school, including advanced class,  

                Cambridge Certificate of Advanced English in 2001, one year in        

                Kansas City, USA

            Five years of French at school

            three years of Spanish at school
 Computer Literacy
           Windows XP, Word, Power Point, various graphic programs
 
            network advisor of school’s lan network
 Hobbies and Interests 

           football (junior instructor license in 2000)

           member of local environmental club “Grüne Füchse”

10
DIARY ENTRY
Keeping a diary can help you sort out your feelings about people or events around you. Kept regularly, it can serve as a memory-book for anything that is on your mind. It is kind of a “silent friend” you can talk to when there is no one around. You can also keep a diary for a fictional character. The latest form of a diary is the web log (a.k.a. blog)
How to write a diary entry:
· Each entry is headed by the date, sometimes additionally by the time of writing.

· When you are supposed to write a diary entry for a fictional person, e.g. Lady Macbeth (Shakespeare, Macbeth), you should try to slip into the role. The following questions may help you to find the right tone, style and ideas to write about and connect with the situation:

1. What is the person’s character like? 

2. What is the situation like at the moment of writing?

3. What is the reason for writing?

4. What do you know about the events right before/after the diary entry?

5. What do you know about the person’s past/family/job/friends/…?

6. What might be the person’s hopes/fears/dreams/next actions?

· The style of the entry depends on the person’s character. But usually a diary is a “stream-of-consciousness” style, i.e. a loose collection of thoughts, ideas and plans. Consequently the use of adequate fillers and colloquialisms adds to a person’s style.
11
INTERIOR MONOLOGUES
A passage of writing presenting a character's inner thoughts and emotions in a direct, sometimes disjointed or fragmentary way.

When dealing with fictional texts, you might be asked to focus on the explanation of a character’s mind, i.e.

· to slip into the role of one of the characters

· to put into words what goes on in the character’s mind.

These processes in the human mind or consciousness could be important:

Past:

· memories

· recollections

· experiences

Present:

· feelings

· thoughts

· emotions

Future:

· daydreams

· ideas 

· plans

As these processes are nonverbal, an author has to ‘translate’ those into language if he/she wants to show what goes on in a character’s mind. 

You are not completely free to imagine the character’s ways of thinking and “speaking”. You must consider the personality as described in the story (e.g. his/her attitude, kind of language); sometimes you need to draw conclusions from the indirect characterization in the text. 

Make use of:

· first – person point of view

· mainly uses present tense

· jumping quickly from one thought to the next

· exclamations

· incomplete sentences

· short forms

· questions

12
INTERVIEWS
In an interview, the interviewer asks questions and the interviewee answers them. The task of the interviewer is to explore the topic and the interviewee’s opinion on it through a sequence of questions (possibly pre-formulated in a questionnaire). Although sometimes asking provocative questions, he/she basically has to stay neutral and calm at all times.

Structure:

Like in an argumentative dialogue, structure is essential, so the interviewer should:

· open the interview with a short introduction of the topic and the interviewee.

· connect answers and questions.

· show flexibility by picking up interesting aspects mentioned by the interviewee.

· end the interview by thanking the interviewee for the interview. 

Questions:

Plan an interview with a two-column table for questions and answers. Always start writing the questions as they match the answers. Vary your interview with a good mix of

· short, direct questions

· questions which you prepare with one or more “mini-sentences” as statements 

· fact–finding questions

· confrontational or even provocative questions

· indirect clues to certain experiences to offer the interviewee the chance to talk about certain things related to the topic.

Answers must stick to the given role. Typical phrases of oral communication (opening, interjections, fillers) can be used by interviewer and interviewee.

Use spoken language.

The speaker should:

· give short answers (e.g. Yes, I am /No, I’m not)
· use “fillers” to play for time (e.g. Actually / as a matter of fact / What I’m trying to say is,… / etc.)

· emphasize key statements (e.g. In fact, I didn’t quite say that – what I meant, was… )

Act and react.

E.g. the speakers could:

· interrupt politely (Just a sec’… / Did I understand you correctly?)

· sometimes change the subject (What’s also interesting is, that…)

· give “turn-taking” signals, e.g. by a question tag (…, isn’t it?), by asking for an opinion or a pause indicated by three dots.

· respond to what they have heard.

More typical phrases  > USEFUL PHRASES
13
ARGUMENTATIVE DIALOGUES
In an argumentative dialogue the two participants usually give their opposing opinion on a topic. In an exam, the dialogue is partly based on the given text, so it’s likely that the first opinion on the topic is to be found in the text. 

Structure your dialogue.

The first speaker should introduce the topic and say in general what e thinks about it. Organise your ideas in a pros – and cons – table, and number them in the order in which they are best discussed in the dialogue. Clearly end your dialogue (e.g. It’s been very interesting talking to you about this topic. See you soon.).

Use spoken language.

The speaker should:

· give short answers (e.g. Yes, I am /No, I’m not)
· use “fillers” to play for time (e.g. Actually / as a matter of fact / What I’m trying to say is,… / etc.)

· emphasize key statements (e.g. In fact, I didn’t quite say that – what I meant, was… )

Act and react.

E.g. the speakers could:

· interrupt politely (Just a sec’… / Did I understand you correctly?)

· sometimes change the subject (What’s also interesting is, that…)

· give “turn-taking” signals, e.g. by a question tag (…, isn’t it?), by asking for an opinion or a pause indicated by three dots.

· respond to what they have heard.

More typical phrases -> USEFUL PHRASES
14
DRAFTING AND WRITING SPEECHES
A speech can have different functions:

- instruction

- persuasion

- information

- entertainment

Usually a speech brings the speaker in direct contact with people, i.e. the audience. To gain the maximum effect a speaker has to consider the following:



role of the speaker 



occasion



audience

topic
purpose

Language and intellectual level must be appropriate to the occasion and audience.

The structure should follow the well-known sequence of 

introduction
establish contact with audience, focus attention, create an atmosphere/ expectation, introduce the topic   

means: greeting, provocative statement/surprising fact/quotation/anecdote/…

main part
(structured according to chronology, topical order, cause and effect, problem and solution or advantage/ disadvantage depending on the theme and purpose of the speech) 

means: give background information and examples, divide into clear sections (paragraphs), link the parts of your speech, repeat and emphasize important points

conclusion
(powerful and memorable repetition of main point/s, reference to audience).

means: end with short summary/quotation/call for action/look into the future/promise

When writing a speech you must consider the aforementioned aspects.

· use “fillers” to play for time (e.g. Actually / as a matter of fact / What I’m trying to say is,… / etc.)

· emphasize key statements (e.g. In fact, I didn’t quite say that – what I meant, was… )

Common elements are stylistic devices like alliterations, puns, anaphora, metaphors and similes, enumerations and rhetorical questions. Hyperboles and litotes as well as synonyms are frequently used. The speaker often also tries to create a feeling of solidarity with and amongst the audience (“we”, “us”, imperatives “Let’s face…”).

For more stylistic devices and their definitions (examples) > STYLISTIC DEVICES
15
LITERARY CHARACTER ANALYSIS
In a literary character analysis you collect all the relevant information on a character you gathered (and interpreted) whilst reading a piece of prose or drama. For this it is important to quote or refer to significant passages from the text. > QUOTING
How to proceed

Structure

These findings should be arranged in a coherent and meaningful structure including quotations from the text. Possible ways of organising an analysis:

· ZOOMING IN: Start with the outward appearance, general remarks about behaviour, continue with attitudes and feelings, relationship to others and end with observations about the characters function.

· 1st SIGHT: Use the first appearance of a character to start by describing the initial impression the character makes on the reader or on other characters, then go into depth or maybe correct that first impression if it is a dynamic character.

· QUOTE START: Use a telling quotation to start off with in order to give a general sketch of the character. Add more detailed information to portray the figure more closely and accurately.

· CONTRAST: If the character is the opposite of another one from the text this can also be a way of structuring your analysis.

Contents

In an analysis of a literary character the following aspects should be included:

· outward appearance: age, ethnic background, appearance, clothes

· behaviour, habits, language

· feelings/ attitudes 

· relationship to other characters

· position/ function in the text: protagonist, antagonist, major/ minor character, dynamic/ static, round/flat character , function within the constellation of characters

	aggressive

ambitious

arrogant

bold

bossy

brave

brutal

careless

clever

clumsy

crafty

crazy

cruel

cunning

decent
friendly

generous
	helpful

honest

inconspicuous

intelligent

jealous

lazy

lazy

loud

loyal
nosy

serious

shy

stubborn

determined

dominant

envious

greedy


	silly

spoilt

stingy

treacherous

trustworthy

vain

worried

outgoing

patient

quiet

reasonable

reliable

rude

self-confident

sensitive

mean
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ANALYSING STATISTICS
[image: image5.png]Mean eamings (2004 dollars)

The End of an Er

alling Earnings for

Workers with a Bachelor's Degree

5000

54000

2000

0000

43000

45000

44000

42000

40000

&

&

e P s




Numbers and statistics can serve several purposes: to present raw data, to show developments over a period of time, to compare different aspects (quantities, amounts, size, etc.). There are also various types of statistics: e.g. tables, line graphs, pie charts, bar charts.
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1. Name the source of the numbers and the topic after looking at the title and the legend.

2. Explain the components of the presentation (table, graph, or chart): e.g. period of time, columns, curves, horizontal and vertical lines, percentages, absolute numbers, quantities, etc.

3. Describe the contents and details: e.g. changes and developments over time, peak and low points, relationships and connections.

4. Draw a conclusion from the numbers. You should also be critical about the form of presentation: e.g. easily understandable form? Reliable source? Up-to-date numbers? Objective information or biased representation? 
5. You may then put your conclusion into a wider context.


Useful phrases:

The graph/ pie chart …/ illustrates/ shows/ proves …

The numbers stand for/ represent…

to increase/ rise/ climb up (to/by)

to decrease/ fall/ go down/ drop/ decline

to remain stable/ constant

to reach a peak/ low

There is a/n growth/ increase

decline/ decrease/ reduction

dramatically/ drastically/ enormously/ substantially/ significantly/ considerably

moderately/ slightly/ a little

steadily/ constantly

suddenly/ abruptly

17 
WORKING WITH PICTURES (photos and paintings)
Describing the picture
Look at the picture carefully, then choose one of the following methods to describe it:

1) Start with the main subject, i.e. the dominant foreground, and describe it in detail. Then describe the background. This is a good method for a picture with one dominant image, e.g. a portrait, a seascape with one boat, a landscape with one castle, etc.

2) Start at the left of the picture and work across to the right. This is a good method for a picture which doesn’t have a marked difference between foreground and background or which displays a lot of activity.

3) Start at the top of the picture and work down to the bottom, or vice versa. This method is good for a picture where there is no marked difference between foreground and background and for pictures where the focus tails off towards the top or bottom.
-  -  -  -

4) What techniques did the painter or photographer use?

Take notes on a few key technical features:

· The artist used oils / water colours / light brush strokes / …

· The photographer used colour / soft focus / slow film / …

Interpreting the picture

What can you find out about the context?

· Find out when the picture was created and see if the historical and social context gives you a better understanding of the picture.

· Find out if a person or company asked the artist or photographer to make (i.e. commissioned) the picture for them.

· Is there anything in the artist’s or photographer’s biography that might help you to understand the picture?

Analysing the picture

What do you think the artist was trying to say, and how did he say it? 

Was the artist / photographer trying to make a point? Answering this could help you understand the message, if there is one.

· I think the artist’s / photographer’s use of … was intended to create … / was aimed at making … / conveys …

· The dominance of … / The way the light / shadows … directs the viewer’s attention to … 

· Because the foreground/ background is … , the impression is given that …
What effects does the picture have on you?

Once you have looked carefully at all aspects of the picture, reflect on the effect the picture has on you, and be honest about your feelings.

· Because of …, the picture touches me / leaves me unmoved / cold / …

· I think the … is a symbol of …

· The … helps to create a … atmosphere, which forces you to / has the effect of …

Points to remember:

· Describe the picture systematically, so that you do not leave out anything important. Do not jump around when describing the picture.

· Ask yourself the following questions while describing the picture:

· What does it say?

· How does it say it? Or: What effect does it have on the viewer?

· What does it mean? Or: Why was it made?


Riot police clash with the far-right radicals after they threw petrol bombs as they try to break up the annual gay parade in Budapest July 5, 2008. Several hundreds of demonstrators clashed with the police in the center of Hungary.

18
WORKING WITH CARTOONS
Describing a cartoon

- Name the source if you can.

Knowing the source of the cartoon (e.g. the newspaper or magazine in which it appears) can be helpful, as a conservative paper is more likely to be critical of a socialist politician than a liberal paper, and vice versa.

- Say who or what it is about or deals with (its theme or subject). If the cartoon is a caricature of a well-known person, it’s important to say who it is.

- Describe the important details in the cartoon.

You should only describe details which contribute to the message of the cartoon. They can most likely represent something related to the central topic.  Often they are symbols standing for something else.

- Don’t forget to study the words printed in the cartoon.

Read the labels, speech bubbles or captions and make sure you understand them.

Interpreting the cartoon

What can you find out about the context?

· Find out when the cartoon was created and see if the historical and social context gives you a better understanding of the picture.

· Is there anything in the life of the persons depicted that might help you to understand the cartoon?

Analysing a cartoon

-  A cartoon is usually topical, so you will need to say what it refers to.

- Are the figures presented in a positive or negative light? Be sure to say how it’s done.

- Examine whether the cartoon uses irony and if it does, what effect it has.

- Explain the point the cartoonist is trying to make by examining the source, the caption, speech bubbles and the picture together. If known explain the context of the issue or phenomenon.

[image: image1.png]



19 WORKING WITH FILMS
Besides writing about a whole film in a film review, you may be asked to analyse a particular film scene and pay attention to all the technical aspects of the shots. The aim of the analysis is to say what effect the director wanted to achieve by choosing the camera movements etc. 

If the film is based on a play, you might also have to comment on the director’s interpretation of the scene.

In order to analyse a film scene you need to pay attention to various aspects which can be structured in a shooting script:

	
	
	camera operations
	sound

	shot no. + length
	picture content

(describe or draw sketches)
	field size
	camera position
	camera movement
	camera angle
	dialogue
	music
	sound effects

	1

.. sec.
	
	
	
	
	
	
	
	





frame – a picture of a single moment of a film, video or television recording (the individual pictures you see on the strip of film)

framing – skill of placing people or objects within the edges of the film frame to achieve effects

shot – a single uninterrupted run of the camera

camera shots/ field size – different distances between camera and object: (extreme) close-up, medium-shot, full-shot, long-shot, distant-shot (often establishing shot), point of view shot (seen through the eyes of a character)

camera moves: pan shot (horizontal movement), tilt shot (vertical movement), tracking shot (camera follows moving object), zoom in /out (lens achieves effect of moving towards or away from object)

camera angles – camera shots from different directions and heights (e.g. from below, looking up, from the side)

cutting – changing from one shot to another: cross-cutting, jump cut, fade-in/out, dissolving (cf. editing)

montage – skill of joining shots together to get a particular effect  

sequence – a section of a film or broadcast which tells part of the complete story 

editing – the job a selecting and switching from one camera shot to another

soundtrack (noises, music, speech)


casting (choice of actors)


location – the place(s) shown in the film 

props - properties – all (hand-held) objects used 



costumes


lighting
Take keywords while and after watching the scene several times. Then fill in the table of the shooting script – keywords are fine. 

You will probably be asked to write a coherent text about the director’s intention (or interpretation and your opinion on how successfully he turned the piece of literature into a film.)
Designing a story-board



You may be asked to conceive of a film version that turns a certain piece of literature into a filmed scene based on a shooting script (see above).
20
ENCYCLOPEDIA ENTRY

An encyclopaedia entry states the most important facts (who, what, when, why, how, where…) about an aspect/ person/ event… You might most likely have come across this type of text when you searched for information using wikipedia. But mind you, wikipedia is not always a good example for this type of text.

How to proceed:

- Collect only the pieces of information relevant for the entry.

- Structure them.

- You must use formal, factual, precise language.

- The reader must be able to understand all the terminology you use.

- You should not include your own opinion.

An example:

GLOBAL WARMING is a natural and/or man-made process that refers to a world-wide increase of temperatures. GW nowadays usually refers to the steady rise of temperatures since the Industrial Revolution in the 19th century caused by the emission of so-called greenhouse gases….
21
MINI SAGA
Mini-sagas are stories of exactly fifty words. 

They were invented by Brian Aldiss, a distinguished author, in the 1980s. The newspaper The Daily Telegraph has run several competitions since, inviting everybody to send in stories and publishing the best ones. The genre, this “bonsai art form”, has become very popular with famous novelists as well as people who have never written before.

Here is an example by Barbara Parsons: 
“Please Sir”

Mr Brasted glared down at the miscreant. “Please sir, “it whined, “Don’t tell me dad!” Suddenly he saw himself, a lad, cringing before an angry headmaster. Heard himself pleading hopelessly: “Please sir, don’t tell father!” Mr Brasted cleared his throat. “Get out!” he barked. And smiled as the boy fled out.

You are probably asked to write a mini-saga on a topic you have dealt with in class or create a mini-saga based on the experiences of a character from a novel or short story.

How to proceed
· Decide on a particular experience or a decisive moment. There must be a humorous/ shocking/ surprising point to the “mini saga”.

· Write a short paragraph (don’t worry about the number of words yet) on the situation. 

· Create the last sentence which contains the climax.

· Shorten your text to 50 words.

· Find a title: Here is some advice from the inventor: 
“The rules are simple. The text must be fifty words exactly (hyphenated words receive lenient treatment) and the title should not exceed fifteen words. But long laborious titles often sink a promising story – if your story has a good point, a one-word title, the tip of the arrow, will help deliver it.”
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  BLURB
A blurb is a publicity note, e.g. the text you find on the back cover of a book. It is written to attract the people’s attention in order to sell the product.

A blurb contains a short description of the story but it isn’t a complete summary. It usually tells the beginning of the story and then stops to awake the potential reader’s curiosity.

There can also be a quote from the book (e.g. the opening paragraph or another poignant section) as well as quotes from reviews. The latter are usually only one or two sentence(s) long and are chosen from reviews published in well-known newspapers or magazines or by famous other authors.

Last, there may also be some short information on the author, especially telling about former successful books or interesting personal details in connection with the book.

How to proceed

· Decide on the elements your want (or have to) include.
· Write the texts and make sure that they tell enough without giving away too much.
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CONTINUATION OF A FICTIONAL TEXT
The continuation of a fictional text, e.g. a short story, must be based on the text you have read. Because your task refers to what happened before, you need a clear understanding of the actual text.
How to proceed:

- Read the story carefully and make notes on


* 
the point of view of the story


*
the atmosphere the author created


*
the characters’ behaviour, actions and attitudes


* 
the main conflict of the story


*
possible alliances, disputes etc. between characters


*
possible hints/ foreshadowing of what might happen


*
the language, syntactic structure and stylistic devices used

 in a note-taking chart is helpful.

- Then collect ideas for a possible ending based on your notes.
How to write a continuation:

- Even if you want to create a surprise ending, make sure that it is consistent with the story so far and that it is realistic.

- Stay close to the author’s style and language.
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ANALYSING A SHORT STORY
The American author E.A. Poe is often considered the father and first theoretician of the short story. For him “the short story is a story that is short” and can be read in one go in half an hour – two hours maximum.

Important features of a short story
· short fictional prose text (500-15,000 words)

· very short exposition (=introduction)

· the story usually starts shortly before the climax
· focus on an important event in the protagonist’s life

· no details about the setting, only the essentials, the most necessary information

· limited number of characters

· no development of the characters (=flat characters)

· covers a short period of time

· (often) open ending

Structure of a short story:

exposition ( rising action        ( climax   ( turning point ( falling action ( (open/ 

surprise  ending or

                                                                                                             solution(denouement)





How to proceed when you analyse a short story:

· How does the story start?

· What is the setting (time, place) like?

· Where and when does the action take place?

· How much time does the story cover?

· What does the place look like?

· What is the atmosphere (tone or mood of the text) like?

· How is the atmosphere influenced by the setting?

· What is the protagonist’s state of mind/mood/feeling/attitude?

· Which level of language is used?

· What is the narrative point of view?

· What is the relation of narrative parts (telling) to dialogues (showing)?

· How does the author leave his readers at the end of the story?
· How does the title fit the story/ message?
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ANALYSING STYLE
“Style” is the characteristic way in which a writer (or orator) expresses him- or herself. An individual style is a combination of many different factors, such as typical sentence structures, a favourite or distinctive vocabulary, kinds of imagery, attitude to subject matter. 

Analysis of style results in the explicit statement of the author’s message.

If you have to analyse the style of a particular text, it helps to look at the following elements:

Register (“the kind of language appropriate to a particular situation”; “level” 
of language; grammar/vocabulary) e.g. slang, colloquial, neutral, formal; legal, religious etc. language
Syntax (“the arrangement of words into phrases and sentences”; sentence structure) e.g. simple or complex sentences, active/passive 

Rhetorical devices e.g. metaphor, alliteration, paradox, rhetorical question (> Stylistic Devices)

Tone (“general spirit or character of a text which reveals the author’s attitude to his/her message/topic”) e.g. ironic, humorous, sentimental, angry, pompous, witty, monotone, dull
How to proceed:
- Start with an introductory sentence giving author, title, source and topic of the text.
- You may summarize the contents in one or two sentences if you haven’t done a summary for the task before.

- Start by analyzing register and syntax. 
- Continue with your findings on the tone and, last, stylistic devices. Describe the effect of your examples.

All your findings must be proved by quotations and text references. They need to be interpreted with focus on the author’s message: What does he want to achieve with his text? 

Quite often it is useful to look at the likely addressees of the text or speech.

- Finish with a conclusion in which you state the message precisely.

Useful vocabulary for analysing style

The text is divided into / consists of / is made up of … paragraphs / sections.

The vocabulary is colloquial/simple/concrete/elevated/abstract/…

The words (mainly) belong to the word field / area / themes of … 

The repetition of the words … stresses / emphasizes / underlines / conveys a feeling of / contributes to / creates a  … atmosphere.

The word / idea of … is contrasted with / contrasts with  …  / there is a strong contrast / antithesis between … and 

The word … suggests / implies…
The author uses / employs / makes use of … (in order) to … 

The author’s use of alliteration / … draws attention to … / His metaphor / …  intends to …

serious / matter-of-fact / sober / calm 

melancholy / sad / depressed / disappointed / resigned 

cheerful / joking / playful / ironical  

bitter / angry / cynical / accusing / critical of

The … tone reveals / reflects the author’s opinion / idea / attitude …

The author aims to convey / to get across / express the message / idea that / …

The author presents / attacks / ridicules / exposes / makes fun of / wants people to…
A

USEFUL PHRASES

USEFUL PHRASES FOR A CONVERSATION

Opening a conversation:

· Hello / Hi

· What are you doing? / What are you up to?

· Do you mind if I join you?

· Excuse me …

· Have you got time to …?

· I’m sorry (to trouble you), but …

· Could you … (please)?

· Did you see … on TV yesterday / at the weekend / …?

· Did you read / hear about …?

Expressing your opinion


· In my opinion / view

· To my mind

· I think  (wrong: I mean)

· I am sure / certain that

· I think / believe / feel that

· It seems to me that

· There should be / ought to be

· I would (not) like to ...

Changing the subject

· (Oh) by the way

· Before I forget

· I just thought of

· There’s something else I wanted to say/ask

· Oh, now I know what I wanted to say/ask

· I know this has got nothing to do with what we are talking about but

· Could I just say … (before I forget)

Interrupting

· Wait a minute

· (I’m) sorry to interrupt you, but

· Sorry, may I interrupt you for a second …?

· Sorry, but did you say …?

· Can I just say / add that …?

· Yes / You’re right / I agree but ...

· Hang on.

· I hope you don’t mind but  ...
Expressing surprise

· I don’t believe it!

· That’s strange/ funny.

· Are you being serious?

· Are you pulling my leg?

· Really?

· Sure?

Using fillers

· Well

· Actually

· You know / see

· Let’s see / say

· I/you mean / I see what you mean

· Now let me think/see

· In fact

· I wonder

· The thing is

· Right then

· Like

Returning to the original subject

· As I was saying

· (Now) what was I saying / what were we talking about?

· To get back to what we were talking about

· Let’s get back to

· (Yes, well) anyway

Ending a conversation

· OK, then / Right / So

· Well, anyway

· Would you excuse me now, please …?

· Sorry, but I’ve got to go.

· I’ll see you soon / tomorrow / next week.

· That’s the way it goes: / That’s life.

· You can’t have everything, can you?

· I hope everything goes well.

· Take care.

USEFUL PHRASES FOR COMMENTING AND STRUCTURING
	Starting 
	Adding 
	Summarising
	Contrasting
	Drawing conclusions

	· First of all...

· To start with...

· Initially

· To begin with
	· Secondly,

· In addition

· besides

· moreover

· furthermore

· additionally

· also 

· on top

· last but not least finally
	· All in all 

· To sum up
	· In contrast to

· As opposed to

· Although

· In spite of

· Whereas

· On the one hand, ... On the other hand, ...
	· That’s why

· Therefore

· Consequently

· Thus

· So

· As a result

· In conclusion

	Emphasizing
	Making concessions
	Giving examples
	Showing an  attitude
	expressing a condition

	· Above all

· Especially
	· However

· Yet

· But

· Admittedly
	· for instance

· such as

· for example
	· Surely

· Luckily

· Certainly

· Obviously

· Clearly

· Undoubtedly
	· as long as

· even if  

· in any case

· provided that

· unless


B
STYLISTIC DEVICES
Rhetoric, from the Greek techne rhetorike (" the art of speech"), was originally a discipline concerned with the skills of public speaking as a means of persuasion. Techniques were developed which helped to structure and elaborate an argument and to move the emotions or appeal to the intellect, thus making the listener more ready to accept the speaker's point of view. Another effect of rhetorical devices is that they draw the audience's attention to what is being said.

Rhetorical devices are not only employed in non-fictional texts like political speeches, advertising, newspaper commentaries etc. but also in poetry. A poet tries to convey a very subjective impression or experience to the reader. As a poem is usually relatively short each word counts; the choice and the arrangement of the words are important in themselves. Form and contents are intertwined.

You can distinguish two categories of rhetorical devices: figures of speech and figures of thought.

	Figures of speech
(refer to arrangement and order of words)
	Figures of thought
(refer to the sense, the literal meaning is changed)

	sound devices
alliteration: after another angry attack
assonance: later – waiter
consonance: well - ill
onomatopoeia: splash 

structural devices
anaphora: repetition of the same word/ expression at the beginning of successive sentences
rhyme: using words that repeat syllable sounds
antithesis: contrasting words, phrases or ideas often accompanied by a parallel in the syntactic structure: It is one small step for a man, but one giant leap for mankind.
parallelism: two or more sentences or elements in a sentence are given the same syntactic form to create a pattern of humour, emphasis, e.g. To think clearly, to speak slowly, to listen carefully and to run quickly are necessities of the job.
chiasmus: reversal of the order of words in the two halves of  a sentence: Love’s fire heats water, water cools not love.
hendiadys: Come back safe and sound.

enumeration: listing of words or phrases with the last usually connected by “and”.
climax: row of statements from the weakest to the strongest: Friends, Romans, Countrymen!
bathos (= anticlimax): 
ellipsis :leaving out important grammatical items that are clear from the context : And he to England shall along with you.
enjambement : Running on of the sense beyond the line of a poem into the next.
	hyperbole (exaggeration): There were millions at the party.

irony: exists when someone says the opposite of 

what he/ she really means. It is used to create humorous effects but also more often just to emphasize something and to create deeper insight.

litotes (understatement): not bad -> good

metaphor: He's a clever fox.

simile: He's clever like a fox.

metonymy: the Crown -> the monarchy
synecdoche (pars pro toto): There's a new face  in class.
periphrasis (circumlocution): using many words instead of a few or simple ones: Her olfactory system was suffering from a temporary inconvenience. (=Her nose was blocked).
euphemism: using polite expressions for something unpleasant
paradox: sweet sorrow
oxymoron: black snow, I fear and hope
personification / allegory: Death is knocking at  his door.

rhetorical question: a question to which the answer is obvious
allusion: East of Eden
apostrophe: What shall I do? - Oh God!
pun (= wordplay, often based on homonyms / homophones): The trouble with monks is that they never get out of their old habits.


C
QUOTING

Quotations are words, phrases or passages picked from other texts. They can be used to support something you want to say. 

In direct quotations the exact words are repeated and marked by quotation marks.
In indirect quoting the sense of a text is cited without quotation marks. In a school exam line numbers are enough.
How to quote correctly:

	“But Globalization 3.0 differs from the previous eras not only on how it is shrinking and flattening the world and in how it is empowering individuals. Globalization 3.0 is going to be more and more driven […] by a much more diverse – non-Western, non-white [primarily Asian] – group of individuals.”

(Friedman 2006, p.11, ll. 12ff.)
	· Quotation marks indicate the repetition of someone’s words.

· Square brackets and dots signal that something of the original has been omitted.

· Square brackets show that something has been added.


At the end of a longer paper or the handout for a presentation you need to list the authors of books and articles you consulted (in alphabetical order, surname first).
Listing a book source
	Author’s or editor’s name
	Friedman, Thomas L.

	Title of the book
	The World Is Flat.

	Place of Publication
	New York

	Name of publisher/s
	Picador

	Year of publication
	2006


Friedman, Thomas L.: The World Is Flat. New York: Picador, 2006.

Listing a newspaper source

	Author’s or editor’s name
	Adam, David

	Title of the article
	Worse Than We Thought

	Name of the paper
	The Guardian

	Date of publication
	February 3rd, 2007

	page numbers
	1


Adam, David. Worse Than We Thought, The Guardian (International Edition), February 3, 2007. page 1.

Listing an online article

	Author(’)s(‘) or editor’s name/s
	Sengupta, S., Bradsher, K

	Date of publication
	2008, Nov 29

	Title of the article
	A Day of Reckoning as India Toll Tops 170

	Title of the web page
	nytimes.com

	Available from: URL
	http://www.nytimes.com/2008/11/30/world/ asia/30mumbai.html?_r=1&hp,

	Accessed: Year Month Day
	2008, Nov. 30.


Sengupta, S., Bradsher, K. 2008, Nov 29 . A Day of Reckoning as India Toll Tops 170 . The New York Times. Available from: http://www.nytimes.com/2008/11/30/world/asia/30mumbai.html?_r=1&hp, Accessed: 2008, Nov. 30.
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