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Heinemann Guided Readers

A GUIDE FOR INTENDING WRITERS
at

BEGINNER LEVEL

PART ONE

The Heinemann Guided Readers Series is a list of graded reading books at
five levels:

Starter

Beginner

Elementary

Intermediate

Upper

The titles provide foreign learners of English at varying levels of language

learning with reading materials which are interesting, enjoyable and easy to
read.

Making a Start
For the intending writer at any level the best way to get a good idea of what
is required is to read as many titles as possible. Beginner Level books are all
original stories. As they are reading the Beginner Level books, intending
writers should keep asking themselves what is special about the story and
about the language used in the story.

Examples of Beginner Level titles to refer to, are:

Rich Man, Poor Man T.C. Jupp (1976)

Money for a Motorbike ]. Milne (1976)

This is London P. Prowse (1977)

The Sky’s the Limit N. Whitney (1977)

Anna and the Fighter E. Laird (1977)

What Makes a Successful Graded Reader?

When we are assessing potential HGR materials at any level, whether it is
original writing or a proposed title for simplification at Elementary Level
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upwards, the following points are considered:
* Does it have as wide a range of appeal as possible?
Check: genre
theme
ages of protagonists
sex of protagonists
empathy with protagonists
moral stance

* There should be thoughtful control of:
information load
structure and lexis
cultural reference
background information
the number of characters/subplots
a linear plot
within the level of English learning for the target audience.
When choosing a rewrite from a previously published classic or modern
novel, or assessing an original story, the following questions are taken into
consideration:

2 Will the genre sit well in the existing list? (Filling a gap, or repeating a
successful formula.)

2 |s it of a suitable length? (Many classic novels are extremely long and
simplification is impractical.)

2 [s the story well-constructed and/or will the framework of the existing
novel be strong enough to stand deconstruction and simplification?
— Is there a beginning, a middle and an end?
— Are there patterns of drama and tension ys. narrative flow?
— Is there a recognizable style to the writing and can it be simulated in

the simplified form? (Should it be simulated?)

& How many characters are there? Can these be reduced to a manageable
half-dozen or so without breaking the plot line?

a Does the plot flow in a linear progression or are there
flashbacks/forwards?

o Are there any redundant subplots?
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What form does the narrative take? (Ist person, 3rd person, etc.)
Will the cultural background setting be so alien that the audience will be
de-motivated?! Or can background notes, glossaries and sensible,
sensitively presented textual aids (as well as in-text glossary and
artwork) give the reader successful access to an unfamiliar setting if the
graded level/format of the book permits these things?
Are there characters in the story who the audience can relate to?
(Heroes and anti-heroes.)
Is the characterization strong and do the characters complement one
another?
Are the actions and emotions of the characters valid?
Are there themes in the plot!
Are all the characters performing useful, active roles?
Are there opportunities for the reader to experience good dialogue as
well as good narrative!
Will the author be known to the target audience?
Does the author have a moral standpoint and will it appeal to the market
audience? -
How does the book rate on the PARSNIPSt scale? (One can be
provocative but should beware of being too controversial.)
How long is the story? (Will it fit the Series’ extents, levels, etc?)
How does the book affect the emotions of the reader?
— Does it create anger at a portrayal of injustice?
— Is it thrilling?
— Is it romantic? (Or sexually explicit?)
— Can the reader sympathise through a shared experience? (Will
your target audience have experienced this?)
— Is it nostalgic? (NB Nostalgia is very culturally specific, and can be
ageist and sexist, beware.)

(f See Content and Theme section)

The writer must try to avoid:

*
*
*

assumptions on behalf of the reader
compression of information
abstractions
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over-complex (e.g. gothic) styles of writing (They are almost impossible
to simplify.)

Markets

The best stories, from our point of view, are obviously the ones which sell
in most markets on a world-wide basis. But it does happen that a teacher
with experience of a particular country or area where we know there is a
large market readership comes up with a story that suits that market. In
such cases, we are certainly ready to consider publishing for that market.

The markets fall, generally, into the following pattern:
* Northern and Southern Europe

Middle East

South-East Asia and Japan

North, South and Central Africa

Latin America

UK and Eire

Eastern Europe

Australasia and North America

*

K e e W W

Readership Age Groups

The content of the stories is not restricted to any particular age group since
it is not possible to identify beginner learners by age; some are children and
some are adults who face the same problems as younger learners of English
when looking for suitable reading materials. Beginner Level readers range
from 12 year olds up to mature students.

Wherever appropriate, we draw teachers’ attention to the age suitability
of a particular story in the Heinemann Guided Readers catalogue. If your
plot can be appreciated by both a younger and an older audience, perhaps
on two levels of sophistication, all the better.

It is hoped that the books will be of equal interest to both sexes.
However, writers should keep in mind that stories of interest to girls are
especially welcome and they should include female protagonists whenever
suitable.
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Genre

All the stories at Beginner Level are originals. It has been found to be
impractical to simplify existing popular novels or classics to this low level of
language.

It is not easy to suggest to writers any particular genre. We have tried to
include as wide a spectrum of types of stories as possible in our Series -
human interest, travel/background, non-fiction, short stories, humour,
mystery/horror/ghost, western, romance, crime/detection,
adventure/thriller/spy, classic, science fiction/fantasy. A current copy of the
HGR catalogue will show which genre categories our stories fall into, level
by level.

Sometimes it is possible for us to suggest to writers the kind of genre we
are looking for to suit a particular market - e.g. detective stories seem
popular in Northern Europe and ghost/horror/mysteries have a strong
following in Southern Europe. Human interest stories seem perennial
favourites whatever the regional market.

The approach that seems to appeal to a wide range of age groups and
cultures is the situation where a protagonist, who the readers can identify
with, is involved in an adventure or social encounter. This approach works
best when there is a dramatic twist or climax to the dénouement. Writers
should be encouraged to think of as many original ideas as possible.

You may get some ideas for plots from stories written for young native
English readers. But writers should avoid stories which involve animals
speaking and behaving like humans. Few overseas markets find these
anthropomorphic stories appealing, despite the success for English boys and
girls of, for example, The Wind in the Willows (K. Grahame), Watership Down
(R. Adams) or The Jungle Book (R. Kipling).

Content and Theme

A similar caution should be extended towards stories that are archetypally
British. For example, a story that assumes too great a familiarity with British
life and institutions may put off the foreign learner living overseas. The
background and setting of, for example, a story with a strong historical
British setting would have to be thoroughly explained before the students
felt comfortable with the cultural and historical references they were
expected to recognize. Beginner Level books are only 32 pages long and
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extra explanations of this kind would inevitably detract from the
spontaneity of the story and put an unfair burden on the reader. At the
same time, there is often not the language available at this level to give a
satisfactory explanation.

An important feature of the Heinemann Guided Readers is that many of
them have a theme, however simple. And this aspect of the HGRs - the
storyline presenting a theme as well as developing a plot - has been noted
and praised by many reviewers of the Series.

It is worth mentioning at this point, certain subject areas which can cause
sensitivity if used as a theme of a story in an EFL book. Writers should be
aware of the cultural, social and religious conventions of countries where
their books may be sold.

In the UK and Northern European markets, most subjects are acceptable
but in the more conservative and religious markets there are various topics
we must be very careful with. The following list was prepared as a guideline
for authors of textbooks. From experience, we know that a writer will be
hard-pressed to produce an entertaining story if he/she tries to avoid all
these topics but the intending HGR writer should be aware of these
sensitive issues:

The PARSNIPS code

Politics

Pork (Middle East)

Alcohol

AIDS

Anarchy

Racism

Rape

Religion

Sensitivity to people’s cultures, beliefs and traditions, and their territorial
borders (don't mark disputed frontiers on the maps)

Names (don’t mention any well-known people without permission)

Narcotics

Nudes and flesh (Middle East in particular)

Israel and six-pointed stars (Middle East)

Pornography
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Sex

Sexism

Science (when it involves altering nature i.e. genetic
research/engineering)

Stereotypes

Terrorism

Violence, the police, the military, weapons, capital punishment

Our overseas representatives and agents are briefed in advance so that
they can carefully place a title knowing that it will not offend on the matter
of theme and content.

In our materials, we aim to maintain a 50/50 female/male split. Please try
not to attribute stereotypical characteristics, occupations or exclusively
subservient roles to women. (For example: hysterical woman driver,
devoted secretary, fragile flower.) Members of both sexes should be

. represented as whole human beings with human strengths and weaknesses.

Allow women

*  to be praised for boldness, initiative and assertiveness

*  to exhibit self control

Allow men

*  to be praised for gentleness, compassion, to respond emotionally
Avoid

generalisations about abilities according to sex

Control of Information and Length

The Heinemann Guided Readers were developed as a reaction against too
much emphasis being placed on mechanical controls of vocabulary and
structures. We felt that more attention should be paid to the control of
information (cultural and background references, as well as the complexity
of plot, subplots and number of characters) and that the information should
be presented in portions of a manageable length, with repetition of new or
difficult language where necessary, so that the reader has a chance to
assimilate it successfully and therefore increase their enjoyment. We believe
that limiting the vocabulary and structures alone will not enable the reader
to understand and appreciate a text which presents a wealth of unfamiliar
information.
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At Beginner Level, the load of information in terms of complexity of plot
and of characterization must be kept to a minimum and the length of the
text restricted accordingly.

Books at Beginner Level are 32 pages long. This allows the writer 29
pages of storyline and illustration, except in non-fiction, where Beginner
Level books have a 28 page allowance in order to accommodate a contents
list.

The basic vocabulary for a book at this level would be about 600 words.
But no vocabulary list is given because many writers are inhibited by such
lists and spend hours of their time referring to them and querying them. In

addition to the basic vocabulary, words necessary to the story may be used.

The writer should use common-sense and include words he/she thinks are
simple and fairly well-known. He/she should use words which he/she feels
are necessary to the story, providing that the meaning is made clear
through context, repetition and use of illustrations.

Sentences are restricted, in general, to one main clause. However, two
main clauses joined by and, or and but are also occasionally allowed. More
complicated phrases are also permitted, e.g. A few months later ... (See
Language Scheme Chart, PART THREE).

The Book Plan
Two Beginner Level book plans are included in PART TWO of this
document (Figs. B(i)(ii)). These miniplans show the page layout used at
Beginner Level for the two types of books at this level, fiction and non-
fiction.

Weriters are strongly urged, when working out the development of their
story, to make use of a larger version of this book plan to storyboard their
plot.

The Use of lllustration

The illustrations share with the text the burden of getting across the
required loads of information. The illustrations in Beginner Level books are
in full colour and should act as a genuine aid to the reader’s understanding

of the story.The artwork can be presented in a variety of ways.(See PART
TWO.)
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Style

Style, as far as readability is concerned, is just as important as language
control. A story which is badly written is as difficult for a foreign learner to
read as for a native user of English.

Without tension and drama to give pace, atmosphere to give texture, and
good motivation and characterization of the people in the plot to give
credibility the story is dull and lifeless.

At Beginner Level it is difficult to avoid the repetition of sentences
following the pattern: SUBJECT+VERB+COMPLEMENT. But even following
this pattern, some variety can be provided by the use of rhythm and
repetition. Take the following paragraphs from page 10 of The Sky’s the
Limit (N. Whitney):

Each day, they opened hundreds of these orders. They put the
orders into groups: one group for ‘X’ products, one group for L’
products, and one group for ‘A’ products. The orders came from all over
the world. Some of the orders were very big.

‘We’re working very hard,” said Max to Frank one day.

Yes,” replied Frank. ‘Letters, letters, letters! Hundreds of them!
What do they mean, Max? What do they want? What are they asking
for?’

These lines deserve close study. They show how it is possible to achieve
style and variety within such tight language controls.

Writers should aim for a story with a limited number of characters and a
linear plot and avoid flashbacks and -forwards as this can present problems
with the restricted use of tenses.

Classroom Use

HGRs have an important role to play in the EFL students’ learning process.
By improving their reading skills through extensive reading, students are
better equipped to perform intensive reading tasks and broaden their use of
English. HGRs are often purchased as class sets by a school, where the
chosen book is studied over the length of a school term. The books may be
required to be read out loud. For this reason, we ask writers to think
particularly about the points covered under the section Style (page |1). The
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narration and dialogue should flow along as naturally as possible within the
permitted use of structure and vocabulary. There should be a rhythm and
atmosphere to the story that makes it a pleasure to read.

The books are often set as homework and holiday reading. The writer
should therefore keep in mind how accessible the story might be for home
study.

Beginner Level stories are sometimes used for pair work or as dialogues
for plays written by the class.

Supplementary Materials

A number of Beginner Level titles are available on cassette. For information
as to which stories are paired together on one tape, please refer to a
current copy of the Heinemann Guided Readers catalogue.

The recordings are read by one voice, with sound effects to set the
context and to provide drama. The books form the recording script and for
this reason, it is important that the pictures and the words totally
complement one another. On those occasions where the artwork describes
an action or a setting that cannot be expressed in words, the background
audio setting and effects have to be unambiguous.

Worksheets are also prepared for each book (Fig. A). This development
has been at the request of teachers who wanted suggested supplementary
work on the books. Worksheets are prepared in-house by the editorial
team.

The Procedure for Submitting Manuscripts

Intending writers are asked to submit, initially, a single sheet synopsis of
their story together with the first four pages of text. These four pages
should show both the text and the illustrator’s brief laid out as suggested in
PART TWO of this document.

Heinemann ELT’s Guide to Authors and Style Guide are also available
on request. This gives notes on MS preparation and a brief guide to the in-
house production process.

When the synopsis and the sample pages have been approved, writers
will then be offered a contract and asked to complete their manuscript.
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BEGINNER LEVEL
The Wall by Stephen Colbourn

A Before Reading

1 Here is a picture of Jarrad. He has bad dreams when he is a young boy. Did you
have bad dreams when you were very young? What did you dream about?

2 This is Morpath, the Keeper of the Wall. Describe Morpath. Write three

sentences about him.

B While Reading

3 Read to the end of page 8. Are these sentences true (T) or false (F)?
Jarrad lived with his father and mother.

There was a wall near Jarrad’s village.

Morpath was kind to all the children.

Jarrad did not want to go to the wall.

Jarrad had a bad dream.

Morpath answered Jarrad’s questions.

Jarrad saw the wild people.

The wall was bright and shining.

HEINEMANN GUIDED READERS Beginner Level Fig. A
W Worksheet B
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4 Read to the end of page 15. On page 10 Jarrad sees a boy. Who is the boy?

5 The Wise Man talked to Jarrad about the wall and the wild people. Jarrad felt
much better the next day. Here are some of the things the Wise Man said to

Jarrad:

‘In my dreams they all look like you and me.'

‘They have never seen us. And so, they are afraid of us. We have never

seen them. And so, we are afraid of them.'

Find two more important things the Wise Man said to Jarrad.

6 Read to the end of page 23. Who said these things?

(a) 'All the houses must be built again.'
(b) 'l want to build a tall, thin house.'

(c) 'New ideas are bad.'

(d) 'Help Jarrad to build as high as the wall.'

C After Reading

7 What are these names?

RUAYMA  RARADIJ

ROPHTAM

8 This story does not have chapters. Think of 4 chapter headings.

Pages Chapter Chapter Heading
3to8 1

9to 15 2

16 to 23 3

24 to 32 4

9 Look ai pages 30-31. Here are the King of Muraya, Jarrad and the man from
the other side of the wall.

! The wall has disappeared.)

W,
0

ﬂu
Y /11

What do Jarrad and the man say? Write in the speech bubbles. -

The Sky’s the Limit by Norman Whitney and Dangerous Journey by Alwyn Cox
are also Beginner Level Guided Readers. i

Beginner Level Fig. A
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PART TWO

A Beginner Level Specimen Book Plan
See Figs. B(i) and (ii).

Design and Layout
Heinemann Guided Readers have been designed to look as much like trade
paperbacks as possible so that the EFL learner does not feel patronised by
their reading material.

The design of Beginner Level books (Figs. C(i) and (ii)) was carefully
considered at the developmental stage. Students with a limited knowledge
of English find shorter books less intimidating and therefore have their
motivation increased by a sense of achievement when they successfully
complete these short books.

Many foreign learners are having to learn a new method of reading as
well as an unfamiliar alphabet when they start learning English. For this
reason, we feel that it is important that the text is presented in manageable
chunks and that the reading direction through a page (or double-page
spread) is easily followed, from left to right, down the page(s).

The typeface is open and clear with generous leading between the lines
to help with the reading flow. The sentences and the paragraphs are short
for the same reason.

Intending writers often ask how many words they should be writing. You
should aim for an average of 40 words per page, and a maximum total per
book of between 3300-3600 words. At this level there are 29 lines on a grid
(see Fig. D) where copy can be positioned. This can be broken down into
the following:

Beginner Level fiction Extent 32pp
Imposition

Title page = (Folio 1)

Note on language controls = (Folio 2)

Text storyline + a/w = Folios 3-31

Imprint = (Folio 32)
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Lines per page

Grid lines per page = 29

Average number of printed lines per page on pages with 50/50 text/a/w

= 14

Maximum number of printed lines per page = 29

Words per line

| Narrative typesetting:
(average words per line)
(average characters per line)

2 Speech bubble typesetting:
(average words per line)
(average characters per line)

Words per page/per book
Average words per page
Maximum words per book

10
54

5
21

140 (756 characters)
3600 (19700 characters)

Beginner Level non-fiction Extent 32pp

Imposition

Title page

Note on language controls
Contents page

Text + a/w

Reference section

Imprint

Lines per page

Grid lines per page = 29

Av. number of lines per page [50/50 text/a/w] = 14
Maximum number of printed lines per page = 21
Nearly every page on these books carries an illustration
Words per line

Average words per line
Average characters per line
Words per page/per book
Average words per page 140 (756 characters)
Maximum words per book 3300 (19650 characters)
Non-fiction titles have chapter and section headings

(Folio I)
(Folio 2)
(Folio 3)
Folios 4-29
Folios 30-31
(Folio 32)

10
54
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Writers are at liberty to choose whether or not they include chapter or
section heads for their fictional story. Page folios are clearly positioned on
each page so that the reader can practise their skills in searching for
information.

Artwork and Format

Artwork plays an important part in all Guided Readers. At Beginner Level
the artwork operates in partnership with text. The illustrations on fiction
titles are in full colour and a wide variety of artwork styles is used. Artwork
can take the form of traditional storytelling pictures, as well as maps,
diagrams and ‘realia’ (i.e. mocked-up ephemera) to give as comprehensive a
visual aid as possible. The style of the artwork is carefully chosen to suit the
tone and genre of each book (humorous, realistic, fantasy, satirical, etc.).
The illustrations in non-fiction titles are full colour photographic with
captions. Intending writers should try to look at as many titles as possible to
get an idea of the diversity.

Beginner Level books should be conceived on a ratio of approximately
60% illustration to 40% text. The artwork can be used in various forms:
| A double page spread, comprising a single page of text facing a single
page of artwork (Fig. E(i)).

2 A single page with artwork positioned immediately after its text
reference. The artwork can be !/;, I/3 or 2/5 of a page in size (Fig. E(ii)).

3 A double-page spread, where the artwork is carried across the gutter
of the book and dialogue is presented within single inverted commas in the
text. (Fig. E(iii)).

4 A single page of continuity strip, where the dialogue is presented in
speech bubbles. (Fig. E(iv)).

5 A single page of continuity strip, where the narrative is presented as
captions. (Fig. E(v)).

6 Photographic illustrations integrated with text in non-fiction books,
where the captions are positioned beside the illustration. (Fig. E(vi)).

To give us a good idea of how your material will be supported by
artwork, we suggest that you key your ideas onto the manuscript,
highlighting them in some way. If you give us any ideas that you have for
visuals, together with any reference material you feel might be useful for the
artist, this will help us prepare a full artwork brief later.
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For non-fiction titles, please supply a detailed list (including sources and
references) presented on a separate sheet together, if possible, with two
Xerox copies of the images you have in mind. From this information the
editor and picture researcher will prepare a selection and obtain illustrative
material and the permission for its reproduction.

It is also very helpful to mark up the dialogue that will appear in speech
bubbles. It is worth remembering that long speeches will not fit into speech
bubbles. So much space will be taken up by the bubble that this will mask
the underlying picture and destroy the readability of the scene. Bear in mind
that a larger piece of artwork will have more impact and is more efficient
than a collection of small pictures.

Weriters often find that the film technique of storyboarding each page
works well when they are plotting a storyline over the extent of a book.
Particularly in those sections where continuity strip format is being used,
thinking through where your ‘actors’ are positioned on the ‘stage’ and how
the flow of the narrative and dialogue bubbles move around it with the aid
of a storyboard leads to a clearer linear plot and a greater awareness of
how the reading material is being paced through the page.

Manuscript Presentation

Submitting material as a typewritten manuscript

* Make sure you keep a copy of your material before sending it off - don't
send us the only copy!

* Your manuscript should be typed on one side of good quality A4 paper,
in double-line spacing and with wide margins so that it can be marked
when edited.

* Please make sure that the typewriter or printer produces clearly legible
type as your manuscript will be photocopied and will need to be clear. If
you are using a dot matrix printer please set these on double-strike or
document quality as dot matrix can often be grey and illegible.

* Leave quadruple space between paragraphs and do not indent the first
line of opening paragraphs.

* Do not break words at the end of lines and please observe the
conventions of one letter space after commas and full stops.

* Avoid making addltlons/amendments to your manuscript in blue pen as
this does not copy well.
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« Please send your MS by recorded delivery or registered post.

Submitting your material on disk

The majority of writers are now preparing their material using word
processors or computers. If you wish to write your manuscript in this
way it will probably be possible for us to ‘capture’ your text onto our
machines. However, some disks can be difficult and expensive to
translate, so if you intend to use a word processor, check with us first so
we can see how easy it will be to translate your software for use on our
equipment.

Compatible systems

We can accept and translate, in-house, word processed files from
MACKINTOSH, MSDoS and AMSTRAD systems. If you have another
system it is still worth sending a sample disk (see below), as we can
arrange translation elsewhere. We will translate into MS Word. (We
currently hold Mac System 7, Program 5.1.)

Sample disks

To begin with, we would ask you to send us 2 copies of a sample disk,
that are clearly labelled. (See Writing on disk 6, below) This should contain
a few sample pages that are characteristic of your work. At the same
time, we will need hard copy of this sample file. We will then assess the
disk(s) and check the hard copy to make sure we are getting the same
information as you hold on your system. You will be informed as quickly
as possible if the test is successful or if there are any problems we need
to discuss.

Writing on disk

I Files on disk should be saved in ASCII.

2 Disks should be 3'/;" and can be high or double density.

3 Check that you are not communicating any viruses.

4 Disks should contain only the manuscript you intend to supply us
with. Do not include files relating to other projects or your own personal
files. Please try to avoid using overwritten disks in case some files have
been missed in the cleaning.
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5 For security we ask you to supply us with 2 copies of all disks, in
case one proves faulty. Make sure you keep a copy of your material on
disk yourself!

é All disks should be clearly labelled, indicating:

i3 date
. working title of the book
*

the file names of the documents as they appear on your
word processor or PC, together with details of your
hardware and software.

7 A completed copy of the Word Processor File Description Form
(see Fig. F) should accompany your disk(s) at sample stage and whole text
stage. File names should be as simple and as logical as possible just in case
someone unfamiliar with the project has to access the files in an
emergency.

Presenting the material

l Keep to a simple, single line spaced layout. Please don’t present a
highly styled manuscript on disk. All design features will be added later. In
special cases where graphics, tables, footnotes, letters with accents, etc.
are required, these should be extracted from the text and saved in a
separate keystroke file - EPS (Encapsulated Postscript File) which is
outside the main working document. File management is easier if these
special requirements are kept separate. Indicators, e.g. [Fig. 1] should
be placed in the text at appropriate places so that everything can be
married up later.

2 Only use CAPITAL LETTERS when it is grammatically correct to
do so, i.e. proper names and at the start of sentences.

3 Do not use CAPITALS or bold underline for headings. Leave
them in Roman with initial caps. Mark your special requirements on the
hard copy and we will code these at the editorial/design stage.

4 Unless you are using Microsoft Word do not leave bold in the
text (e.g. click, thud) but indicate on the hard copy that these will need
special treatment. Italic words or sentences should be highlighted on the
hard copy in the same way.

5 Leave only a single space after a full point. Do not add an extra
space after italics. There should be no space either side of brackets ().

Beginner Level 18



6 Leave a consistent number of lines between the end of one chapter
and the beginning of the next.
7 All copy should be unjustified with generous margins to allow us

space to edit on the hard copy. Although the style of the HGRs is for
justified right-hand margins, if you set this up yourself it will cause us
problems when we start styling your material to fit our design grids.
(Please refer to the Design and Layout section in PART TWO of this
Guide for Writers for information about line lengths and wordage on
manuscripts at this level.)

8 Please be careful with your typewriting habits. Don’t use | for (1)
or O for (0).
9 Don’t hit the return key at the end of every line - the WP software

will do the wrapping.

10  Try to avoid using the spacebar to s p a ¢ e out words in, for
example, a tabulated list.

Il Indent paragraphs. Do not use a line space between paragraphs.

12 Please tell us what you have done with dashes and hyphens. If your
word processor or computer offers only a hyphen, use: SPACE HYPHEN
SPACE if you want to indicate a dash; use the hyphen with no space
either side to hyphenate a word. Allow the software to do hyphenated
word breaks at the end of lines or ‘hard’ hyphens will be created where
they are not needed. If your word processor or PC offers a variety of
dashes, i.e. hyphen, en-dash (short) and/or em-dash (long), use: either the
en- or the em-dash but don'’t alternate.

13 Supply a printout of the files on your disks when you supply disks.
This hard copy should correspond exactly to the files. If you make late
corrections without printing out the hard copy again, you should mark
the hard copy where the alterations have been made. This is acceptable
for minor changes, but if a lot of alterations have been made we request
that you print out the files again.

On receipt of your disks and hard copy, we will:

1 check and clean your disks in case of viruses
2 edit and proof-read your hard copy
3 imput all editorial changes onto disk
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4 run a search-and-replace function to update on spelling, repetitive
name/copy changes, space-check on editorial features (full stops, hyphens,
brackets, etc.)

5 send you a copy disk of the edited version of the MS or a hard
copy for you to view.

On approval of the final, edited version of your MS, the disk will be:

6 styled and coded

i paginated to place artwork cues

8 checked again.

9 Once introductory notes and end matter (where appropriate) have
been added, final changes made, artwork scanned in and captions keyed
up and tagged a copy of the disk with a hard copy printout and the
master disk will be sent to be originated onto film.

If you are in any doubt about any of the procedures involved with supply of

text in disk form, please do not hesitate to contact your editor so that any
problems can be sorted out as early as possible.
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~ZINEMANN GUIDED READERS

BEGINNER LEVEL

ELIZABETH LAIRD

The House on the Hill

lllustrated by Anme Farrall

HHN&\\»\\\

(Fiction)

-ZINEMANN GUICED READE=S

BEGINNER LEVEL

Sertes Editor: John Milne

The Hemnemann Guided Readers provide a choice of eniovable read-
ing matenal for learners of English. The Series 1s published at five
levels — Starter. Beginner, Elementarv, Intermediate and Upper. At
Beginner Level. the control of content and language has the follow-
ing main features:

Beginner Level Design and Layout

Information Control ;

The stores are wnitten in a fluent and pleasing stvle with straight-
torward plots and a restricted number of main characters. The
culrural background is made expiicit through both words and illus-
rrations. Information which is vital to the storv 1s cieariv presented
and repeated where necessary.

Structure Control

Speaial care 1s taken with sentence length. Most sentences contain
only one clause, though compound sentences are used occastonaily
with the clauses joined bv the conjunctions ‘and’, ‘but’. and ‘or’.
The use of these compound sentences gives the text balance and
rhythm. The use of Past Simple and Past Continuous Tenses is
permitted since these are the basic tenses used in narration and
students must become familiar with these as thev continue to extend
and develop their reading ability.

Vocabularv Control

At Beginner Level there 15 a controlled vocabularv of approximately
600 basic words. so that students with a basic knowledge of English
will be able ro read with understanding and enjovment. Help is also
2iven in the form or vivid illustrations which are cioselv reiated to the
text.

For further information on the full selection of Readers at ail tive
levels in the series, piease refer to the Heinemann Guided Readers
catalogue.

Part 1

[t was a beautiful summer evening. Paul was happy. No
more exams. College was finished. Now he needed 2 job.
He wanted to be a writer and work for 2 newspaper. But
first he needed a rest.

It was hot in the house. There was no wind.

I'll go for a walk, said Paul to himself. I'll go down
the river.

Paul lived in a small town and he was soon outside in
the country. He walked near the river and watched the

water birds.

Suddenly he saw the girl. She was stzanding alone,
looking into the water. She was young, and very beaun-
ful. She had long dark hair, and she was weanng 2 pretty
white dress. =

Paul went up to her.

Beginner Level Fig. C(i)




‘Hello." he said. *What's vour name?’

I'm Maria." she said. and she smiled at him.

Paul and Maria ralked for a long time. The sun went
down. It was neariv dark.

‘[ must go home,’ said Maria.

“Where do vou live!' asked Paul.

‘In the big white house on the hill," said Maria.
“Where do vou live?’

‘In the little trown house near the marker." said Paul.

Thev laughed. But Paul was sad. The house on the
hill was big and important. Maria was rich, and he was
poor. And Paul was in love.

After that, Paul and Maria often met near the river.
Maria alwavs wore beautiful clothes. She alwavs looked
lovely. Paul thought about Maria all dav and every dav.

One evening, Paul said. ‘Listen, Maria. ['ve written a
poem about vou.’

He took a piece of paper from his pocket and read the
poem.

[ met her in the evening

By the riverside.

Her dress was creamv white
And her hair with ribbon ried.

She turned and smiled ar me,
And I asked her for her name.
Though I am voung and poor,
My love will stay the same.

4

‘You are wondertful, Paul,” said Maria. ‘I love your
" poem.’
Paul took Maria's hand. He looked into her eyes.

‘I love vou, Maria," he said. ‘Do you love me?’

She smiled. ‘Yes, of course I love you,’ she said. She
stood up. ‘I must go home now.’

Paul was very happy.

She loves me! Maria loves me, he thought.

5

Paul went home. The little brown house was small
and poor. But it was always clean and tidy. Paul lived
alone with his mother. His father was dead.

That evening, his mother watched him.

‘What's happened, Paul?’ she asked. ‘Why are you so
happy?’

‘It’s nothing, Mother," said Paul.

His mother smiled. He's in love, she thought.

The next day, Paul and Maria met again by the river.
Maria looked sad, but Paul did not notice. He took her
hand.

‘Maria,’ he said, ‘I am poor now, but one day I am
going to be a famous writer.' Maria said nothing.

6

‘Will you marry me, Maria? Say yes. We will be so
happy, and . . ." he stopped.

Maria looked at him for a moment. There were tears
in her eves. Slowly, she shook her head. Then she turned
and ran away.

‘Maria!” shouted Paul. But Maria had gone.

Paul went home slowly. He did not understand
Maria.

What is wrong? he thought. She loves me, doesn't
she?

His mother was waiting for him. She saw his face.
Poor boy, she thought. The girl doesn’t love him.

7
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Paul and his mother ate their supper in silence.
Suddenly somebody knocked on the door. Paul opened
it. A man in a servant’s uniform stood outside.

‘I'm from the house on the hill," he said. ‘My mistress
wants to see Paul.’

‘That's me.’ said Paul.

‘Can you come with me now?’ said the servant.

‘Yes,’ said Paul. He was excired.

Perhaps Maria has changed her mind, he thought.
Perhaps she does want to marry me.

. SR
Paul’s mother stood at the door of the house. She
watched Paul and the servant.

The house on the hill, she said to herself. I know
those people. A rich old woman, and her beautiful

8

daughter. My poor son!

It was not far to the house on the hill. The servant
took Paul up the wide steps and into the house. Paul was
excited and his heart was beating fast.

Everything was rich and grand. There were beautiful
carpets, pictures and mirrors.

Paul saw himself in 2 mirror. He looked terrible. This
place was so rich, and he looked so poor.

The servant opened a door. Paul went inside. An old
lady was sitting in a big chair. Maria stood behind her.
The old woman was ugly. Her eyes were small and cold,
and her mouth was thin and hard. Her old hands were
covered with big rings. She looked proud and angry.

Paul looked at the old woman, then at Maria. What
an ugly old woman, he thought. Is she Maria's mother?

‘So you want to marry my daughter?” dqeold woman
said. Her voice was hard. 5

Paul looked at her bravely. “Yes,” he said. ‘I love
Maria and | want to marry her.’

The old woman laughed.

‘You! A poor student! No money, no father,

_ nothing! My daughrer will never marry you.’

Paul said nothing. He looked at Maria. She did not
look at him.

‘I am poor now,’ he said. ‘But one day I'll be 2 famous
writer.’

The old woman laughed again. No,” she said. "My
daughter is not for you. She is going to be married soon.
You will never see her again.’

9

The old woman got up and left the room.

Maria and Paul were alone. Paul looked ar Maria, but
she did not look at him. She stood still and did not sav
anything.

Paul went up to her and put his arm round her. Mana
moved away from him.

‘I'm sorry, Paul,’ said Maria. ‘My mother is nght. |
can't marry you. I don’t want to be poor. I want money,
and clothes, and a big car.’

‘But vou love me, Maria,’ said Paul. ‘And | love you.’
He did not understand her. He was angry.

‘Yes, I love you, Paul,’ said Maria. ‘But love isn't
enough.’ She looked at him. Her face was sad.

‘I'm getting married in two weeks,’ she said.
‘Goodbye, Paul. I'm sorry.’

Beginner Level Fig. C(i)



Paul left the big house and ran down the hill to the
river. He sat there for a long time.

Maria loves me.: [ know she loves me. he thought. But
she is marrying another man. She is marrving him for
monev. It's her mother! Maria is afraid of that ugly old
woman! Oh Maria, Maria, what shall [ do?

After a long time, Paul went home. There was a light
in the window of the little house. The door was open. His
mother was waiting for him. She looked ar his face, then
she put her arms round him.

"They are bad people, my son," she said. ‘You must
forget her.’

Part 2

For many days, Paul did not see any of his friends. His
mother was worried about him. He did not talk to her.
He did not eat or sleep. He often went to the river and sat
there alone. All the time he thought about Maria.

One day he saw a headline in the newspaper:

RICH MAN'S BEAUTIFUL BRIDE

There was a picture of Maria and her husband. She
was wearing a long white dress and a diamond necklace.
Her husband was old and fat. Paul turned the newspaper
over angrily.

There was a large notice on the back page of the
newspaper. It was an advertisement. Paul sat down and
read the advertisement caretully.

*
P,
*
#
*

¥

AhkAAAARAARAARAAAAR A&

Write a story
and win a prize!

Our story competition offers a chance to young
writers to win recognition and earn money. Stories
can be on any theme but must not be longer than
1500 words. Send your entry to this newspaper
before the end of the month.

FIRST PRIZE £500!

Ten other prizes of £50!

R e T e T T T T T T T T T L T

AAAAAARARAAAAARARAAAAARARAAA KA K

T » x

This is my chance! he said to himself. I'll write the
story of Paul and Maria. And I'll win the comperition.
She'll read our story, and she’ll be sorrv.

14

Paul was very busy now. Every day he got up early
and worked at his story. His mother watched him. She
was pleased. He was eating his food again. He was talking
and smiling.

Somenmes Paul felt pleased with his story. It was a
good story. But sometimes it was difficult to write. He
was unhappy and he wanted to stop writing. But he did
not stop. At last, the story was finished.

Paul read it to his mother. She was very pleased.

‘It’s a good story, Paul,’ she said. ‘It’s very good.’

Paul wrote the story out again carefully and sent it to

the newspaper. .
-’; ‘? \“ 5

15
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Two weeks later, a iztrer came from the newspaper.
Paul did not open it. He was too excited. He gave it to his
mother.

‘You read it for me, Mother,’ he said.

His mother opened the letter and read it.

‘Read it vourself,’ she said, and gave it to him. She
was laughing and crying too.

Paul read the letter.

THE CLARION NEWS

|

| 34 Royal Avenue Morse East Lavi
“ Phone 1214051 & 1293384
|

Dear Sir,

I am very happy to inform you that you have won
first prize in the story competition.

|

|

|

f If you would kindly call at this office on

| Thursday at 10 am, the Manager will present you

| with your prize. |
|

|

|

Yours faithfully,

16

Paul jumped up. He danced round the kitchen and
waved the letter from the newspaper.

‘I've won!” he shouted. “Mother, I've got the prize!

, I'll be a writer! We'll have some money at last! I'll buy

you a new dress and some furniture for the house.” He
stopped.
‘Will Maria see my story in the paper?’ he asked.
His mother looked at him. She was not smiling now.
‘Do you still love that girl, Paul?’ she asked.
‘Yes, Mother,’ said Paul ‘I'll always love her.”

17

On Thursdav, Paul went to the newspaper office.
The manager was very friendly.

‘Your storv is good,” he said. ‘Very good indeed. Here
is the prize monev.’

He gave Paul an envelope. £500! Paul did not believe
it. He thanked the manager and started to go.

‘Don’t go," said the manager. ‘[ want to talk to you.
What's your job?’

‘I haven't gor a job, sir,’ said Paul. ‘] want to be a
writer.’ :

‘Good,’ said the manager. ‘We need young men like
you. Come and work on our newspaper.’

Paul was verv surprised.

‘You want me! On your newspaper! Yes! Yes, of

course ['ll come," he said.
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like your

new story, Paul. |

your work,
_Paul.

Part 3

Paul loved his work on the newspaper. He worked hard,
but he did not forget Maria.

One day, a reporter came into the office.

‘Listen everybody,’ he said. ‘Here’s a story for the
paper. Do you remember that beautiful girl, Maria, and
her rich husband? There was a photograph of the
wedding in our paper. She ran away from her husband
last week!”

Everybody in the office stopped talking. This was
news! Paul sat still. He felt cold.

Maria left her husband! he thought. Why? They were
married only a few months ago.

The reporter was still talking.

‘The girl’s mother died last week,’ he said. *She heard
the news and the shock killed her.’

That ugly old woman, thought Paul.

‘The mother was rich, wasn't she?’ somebody asked.

‘Oh yes, she was very rich,’ said the reporter. ‘Maria
will have all her money, of course. And her husband gave
her a lot of money, clothes, jewels, and a car. Maria is a
very, very rich woman.’

‘I don’t like rich women,’ said another reporter.

‘Maria is rich,’ said Paul. ‘But she is also gentle and
kind and . . ." he stopped.

‘Do you know Maria!’ the reporter asked.

‘Yes,’ said Paul quietly. ‘I know Maria.’

21

‘Well,’ said the reporter, ‘somebody must go to her
mother's funeral. We need a report about it for the
paper. Why don't you go, Paul?’

Paul went to the funeral the next day. It was a long way
to the church, but he walked. He wanted to think.

Maria loved me, he thought. But she married another
man. Why? Because she was afraid of her mother. But
now, her mother is dead!

Paul was happy and he was sad. He was at the church
now. Crowds of people were there. It was a big funeral.

There were many big, black cars outside the church.
In the first one was the coffin. There were a lot of flowers
on the coffin and on the roof of the car.

Paul stood at the back of the crowd. He took out his
pencil and paper. He wrote about the cars and the
people.

Then he saw Maria. She was wearing a black dress.
She looked sad, but very beautiful. She was standing
alone. Nobody spoke to her. Nobody went near her.

The man next to Paul spoke.

‘That's the daughter,’ he said. ‘She’s a bad woman.
She left her husband and it killed her mother. Look at
her! Nobody wants to speak to her.’

Paul said nothing.

Poor Maria, he thought.

Everybody went inside the church. The funeral
began.
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After the funeral, Paul went home. His mother was
smiling. a

‘Good news, Paul,’ she said. ‘Do you remember your
cousin, Elsa?’ She is coming to stay with us. She is
seventeen now, and very pretry. You will like her.’

‘Yes, I remember Elsa,’ said Paul. He did not look
pleased.

His mother was disappointed.

He is still thinking about Maria, she thought. Elsa will
help him to forget.

But Paul did not want to see Elsa.

I must see Maria, he said to himself. I must talk to
her.

25

Part 4

Paul wanted to see Maria. He wanted to talk to her.

I'll go to the house on the hill, he thought. Perhaps
Maria will be there.

But the house on the hill looked empty. There were
no curtains at the windows. There was a big notice on the
gare. It said “For Sale”.

Paul looked over the gate. There was nobody in the
garden. Everything was quiet.

I'll get into the house and look round, he thought.
Perhaps I'll find Maria’s address. Then I can write to her.

Paul pushed open the gate, and went up the steps to
the house. It was very quiet. He pushed at the front door.
It was closed. He walked round the house. There was a
window open.

Quickly, Paul climbed through the open window. He
was excited and his heart was beating fast. He was in
Maria’s old home! He remembered her mother. He
remembered that terrible evening. But the house was
different now. There was no furniture in the room. There
were no carpets and pictures. It was empry.

Paul felt a little afraid.

[s anybody in the house? he thought. No, he did not
hear anything.

27
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Quietly, Paul went to the door of the room and
opened it. There was nobody there. He went from room
to room. All the rooms were big, and they were all empty.

At last he came to a very big room. He stopped. He
knew this room. He had met Maria's mother here! He
remembered everything, the old woman, her hard face,
the big rings on her hands . . . And now the old woman

was dead.

Suddenly, Paul heard a noise. Somebody was inside
the room! The door opened. Somebody was standing in
the doorway. It was a woman.

‘Maria!’ said Paul.

‘Paul!” Maria said. ‘What are you doing here?’

‘[ was looking for you,’ said Paul.

‘You were looking for me?’ asked Maria. She smiled.

28

‘Maria,’ said Paul. ‘Why did you marry that man?’

‘Mother was old,’ said Maria. ‘[ was unhappy here. I
never went to parties, never went out. | wanted money. |
wanted a good time and friends.’

‘I understand,’ Paul said. ‘You were not afraid of your
mother. You were tired of her. She was old, and you
wanted a new life. But why did you leave your husband?’

29

‘My husband?’ said Maria. ‘That fat old man! He was
stupid, Paul. He gave me money. He gave me jewels, a
car ... everything. But he didn't like my friends. He
liked old people. I like clever, young people, Paul. I like
you. You understand, don’t you?’

‘Yes,’ said Paul slowly. ‘I understand now.’

‘I'm glad,” said Maria. ‘[ was unhappy about you,
Paul. I liked you. I liked your funny poems.. . .’

‘My funny poems . . ." said Paul. He stopped.

‘You loved me, didn't vou, Paul?’ said Maria. ‘Do
you still love me?’

‘You are married,’ said Paul. ‘You have a husband.’

‘But I don't love him,’ said Maria quickly. ‘I want to
be free. [ want to go to parties and enjoy myself. Come
with me. I have money now. We'll be happy together.’

‘No,’ said Paul. ‘No. Everything’s over.’

Maria was angry. Her eves were small and cold, and
her mouth was thin and hard. Her hands were covered
with big rings. Maria looked like her mother.

3& g T

‘I'm sorry Maria," he said. ‘I don't love you any more.
[ loved vou very much, but now everything is different.
Goodbye, Maria.’

‘But you can'’t leave me,’ said Maria. ‘I want you.’

‘Go back to your husband,’ said Paul.

He looked at her for the last time. Then he turned,
and walked out of the room. Paul left the house on the
hill, and walked home. He was free.

[ was a fool, he thought. Maria never loved me. How
stupid [ was! Maria is beautiful, but she is hard and cold.
She is like her morther. [ loved Maria’s beauty. But I
never loved Maria.

It was a lovely evening. Paul felt very happy. The
door of the little brown house was open. His mother was
at home. She was talking to a prerty girl.

‘Paul,’ she said, ‘this is your cousin, Elsa.’

‘Hello Elsa,’ said Paul. He smiled.

31
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Beginner Level Design and Layout

(Non-fiction)

HEINEMANN GUIDED READERS

BEGINNER LEVEL

BETSY PENNINK

This is New York

HEINEMANN

—-Z:NEMANN GUIDED READERS
BEGINNER LEVEL

Series Editor: John Milne

The Heinemann Guided Readers provide a choice ot enjovable reaa-
ing marerial for learners of English. The Series 1s published at nve
levels — Starter, Beginner, Elementary, Intermediate and Upper. At
Beginner Level, the control of content and language has the tollow-
ing main reatures:

Information Control

The stories are written in a fluent and pleasing stvle with straight-
torward plots and a restricted number of main characters. The
cultural background is made explicit through both words and illus-
trations. Information which is vital to the storv 1s clearly presented
and repeated where necessarv.

Structure Control

Special care is taken with sentence length. Most sentences contain
only one clause, though compound sentences are used occasionally
with the clauses joined by the conjunctions ‘and’. ‘but’, and ‘or'.
The use or these compound sentences gives the text balance and
rhvthm. The use of Past Simple and Past Continuous Tenses is
permitted since these are the basic tenses used in narration and
students must become famuliar with these as thev continue to extend
and deveiop their reading abulity.

Vocabularv Control A

At Beginner Level there is a controiled vocabularv of approximately
600 basic words, so that students with a basic knowledge ot English
will be able to read with understanding and enjovment. Help s also
given in the form of vivid illustrations which are closely related to the
text.

For further information on the full selection of Readers at all five
levels in the series, please rerer to the Heinemann Guided Readers
catalogue.

BwW N

Introduction

History of New York
Getting to Know New York
Things to See and Do
Glossary of American/British
English

Information and Advice
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New York is the biggest city in the United States of
America. More than eight million people live and work
in New York. Another ten million people live very near.
Manvy of these people work in New York too.

New York is one of the most important cities in the
world. It is a center for business. It is also a center for
music and art.

New York is an exciting city. It has many famous
buildings and places of interest. But New York is exciting
because of its people. They come from many different
countries of the world. Let us look at this unusual city.

Skyscrapers in New York

The Indians and the Dutch

The first people in New
York were American
Indians. They lived on an
island — Manharran Island
— at the beginning of a
wide river. The island also
had a beauriful harbor.
The Indians killed animals
and they sold the fur.

One day, in 1609, a
ship came into the harbor.
It was a Dutch ship and its caprain was Het'u‘v Hudson.
He saw the river and he sailed up it. He met the Indians
and they sold him some fur.

Hudson returned to the Netherlands. He described
the harbor and he showed the fur. After that, many

A Delaware indian Chief

_ Dutch ships went to Manhartan Island.

The Dutch men bought fur from the Indians. In
1626, one of the Dutch leaders bought Manhattan Island

from the Indians. He gave them about twenrty-four
dollars.

w

New Amsterdam and New York
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Map of New Amsterdam, 1628

Some Dutch people built small houses on Manhattan
[sland near the harbor. They called their little town New
Amsterdam. Then other Europeans bought land from
the Dutch and they built houses too. In 1643. about five
hundred people lived in New Amsterdam. They spoke
eighteen different languages. Most of them traded with
the Indians.

At that time the English had land all around New
Amsterdam. They wanted the town and the harbor too.
They also wanted to buy more fur from the Indians. So
one day, in 1664, an English ship went into the harbor.
The Dutch quickly gave the little town to the English.
New Amsterdam became New York and New York
became a colony of England.

Independence
In 1755, the French and the English were fighting in
North America. Both countries wanted more trade with
the Indians. The war was won by the English in 1763.
After the war, the English needed money. Many ships
went from England to the colonies in North America.
Some carried glass. Others carried paper and tea. The
English taxed these things. The people in New York had
to pay the tax. And the tax made the people very angry.
People in the other English colonies became angry
t0o. ‘Why must we pay taxes to the government in
England?’ they asked. There was a war against the
government of King George III of England.

The War of Independence: George Washington crossing the
Delaware River, 1776
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The War of Independence began in 1776. The
“mencans had a great leader — George Washington. He
cecame General Washingron. Later, he became the first
President of the United States of America.

George Washington fought the English in New York
City, but the English were very strong there. The English
staved in New York during the War of Independence.
They finally left in 1783. New York City was the capital
of the new country, the United States of America, for a
vear, 1789 to 1790.

The Immigrants
After the War of Independence, people came to America
from all parts of the world. They wanted to live in the
new country. They came by ship to New York. Some
ships carried more than a thousand immigrants.

At first, people from England and Scotland arrived in
New York. From 1840 to 1850 most of the immigrants

- 5 P

Ellis Island, New York, 1898. Immigrants left the ships and came
here first

ORI [

Immigrants arriving in New York, 1892

were German and Irish. During the next ten years,
thousands of Italians landed in New York. Many Jewish
people came at that time too.

By 1890, New York had more immigrants than any
other city in the world. There were as many Germans in
New York as in Hamburg. There were twice as many Irish
people in New York as in Dublin. And every year more
immigrants came. In one year — 1907 — 1 285 349 people
arrived in New York.

Some of these immigrants went to other parts of the
United States. But most of them stayed in New York.

There were many problems. The immigrants in New
York had no money and they did not speak English. But
usually immigrants from the same country lived close
together. They helped each other. These new Americans
worked very hard. Today New York has an interesting
mixture of people and customs.

2 GETTING to KNOW
NEW YORK

New York's Five Boroughs

Today, Manhattan [sland is the center of New York. But
Manhattan is only one part of the city. There are four
other parts. These five parts are called boroughs.

The Bronx is the only borough on the mainland. All
the other boroughs are on islands. There are many parks
in the Bronx and the well-known baseball team — the
New York Yankees — has its home there.

Brooklyn and Queens are on the west end of Long
Island. Brooklvn became a borough of New York in
1898. Two and a half million people live there now. It
has a famous beach — Coney Island — and a famous
shipyard.

Queens is the largest
borough. Many visitors to
New York arrive in
Queens. The John F.
Kennedv International
Alirport is there.

Coney Island

“

A View of Brookiyn and Queens

Another borough — Staten Island — is at the begin-
ning of New York Harbor. Not many people live on this
large island. It has many lakes and trees. In 1964, the
beaudful Verrazano Bridge was built between Brooklyn
and Staten Island.

Manhattan is a long, narrow island. It goes north and
south. The Hudson River is on the west of Manhattan.
On the other side of the island is the East River. The
Harlem River is between Manhattan and the Bronx.

There are fifteen bridges over the East River and the
Harlem River. The George Washington Bridge is the
only bridge over the Hudson River. It was built in 1931.

Beginner Level Fig. C(ii)




Getting Around in New York

It is easy to find your way

in Manhartan. Most streets

go east and west. They do

not have names. They

have numbers. Most
avenues go north and

' l‘ south. Some have names

Street signs in New York City and some have numbers.

City crowds

Look at the map on pages 14 and 15. Central Park is
in the middle of Manhattan. Can you find Fifth Avenue
on the east side of Cenrral Park? Everything to the east of
Fifth Avenue is called the East Side. Everything to the
west is the West Side.

The words uptown, downtown and crosstown are
important in Manhartan. Uptown means north.
Downtown means south. Crosstown means east or west.

New York has an underground railway. It is called the
subway. There are many different subway lines in New
York. In Manhattan, most of them go north and south.

All subway rides cost the same. A long ride does not
cost more than a short one. First you buy a subway token.
Then you pay for your ride with the token.

There are buses on most avenues in Manharran.
There are also buses on the large crosstown streets. You
can pay for your bus ride with a subway token or with
coins. But you must have the night coins. Bus drivers do
not make change. All of the
subways and most of the
buses run twenty-four
hoursaday.

You can see axisin
New York very easily. Thev
are usually yellow.

A yellow taxi
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1 Statue of Liberty

2 Empire State Building

3 United Nations

4 St Patrick’s Cathedral

5 American Museum of Natural
History

6 Guggenheim Museum

7 Yankee Stadium

8 Lincoln Center
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Neighborhoods

The streets of New Amsterdam were verv narrow. Today
the streets in the old part of New York are still narrow.
But the buildings are very high. One of these narrow
streets is Wall Street. It is the financial center of the
United States. Many banks have offices there.

To the north of Wall Street is Chinatown. Motr
Street is the main street of Chinatown. It is full of
Chinese restaurants, vegetable markets and little shops.
Manv signs are in Chinese. People from China first came
here in 1875. Now hundreds of Chinese live in the same
old houses. More Chinese people want to live in China-
town, but it is not big enough.

The Stock Exchange in Wall Street

6

Shops and signs in Chinatown

Little Italy is north of Chinatown between Lafayerte
Street and the Bowery. Between 1890 and 1924, about
four million Italians arrived in New York. Many of them
found homes in the old houses in Little Italy. This is still a
center for Italian people in New York. Every September,
a big Iralian celebration — the San Gennaro Festival —
takes place here.

By 1915, there were 1400 000 Jews in New York.
Many of them came from Eastern Europe and they lived
together in the Lower Fast Side. They made clothes in
their homes and sold them. Today Jewish shops on
Orchard Street sell all kinds of clothes. They are much
cheaper than in the big stores. But Jewish people do not
work on Saturdays, so Sunday is a very busy day in the
Lower East Side.

17

After 1918, many black people in the south of the
United States moved to New York. They lived in
Harlem, north of Central Park. Thev brought their
customs and their music from the South. Harlem became
famous for its jazz music.

125th Street is the main shopping street in Harlem.
In some parts of Harlem, the buildings are very bad, but
there are also new houses and apartments.

Spanish Harlem is east of Black Harlem. Many Puerto
Ricans live there. In the streets, Spanish is spoken and

the signs over the shops are in Spanish too.

Singers and musicians in Harlem

Manhattan and Central Park

The Skyscrapers

Everyone has seen pictures of the high buildings in
Manhattan. These very high buildings are called
skyscrapers.

From 1931 to 1970, the highest building in the world
was the Empire State Building. It is 102 stories high and
there is a very good view of the city from the top.

Now the World Trade Center is higher than the
Empire State Building. The two buildings of the World
Trade Center are the highest buildings in New York.
Visitors can see the city and the harbor from the top of
one of these buildings.
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Boat Rides

The Statue of Liberty
stands on a small island in
New York Harbor. She
was a gift from the French
in 1886. The Statue looks
towards the entrance to
the harbor. She is
welcoming immigrants to
America.

Boats take visitors
from Manhattan Island to
the Statue of Liberty.
There are stairs inside the
Statue. Visitors can walk

the Statue. They look out
from there art the harbor.

There are also boat
trips around Manhattan
Island. Each trip takes
abour three hours. A
guide tells about the
buildings, the rivers and
the bridges during the
ride.

A boat ride on the river

up the stairs to the head of

The United Nations

The United Nations headquarters is on the East River
between 42nd Street and 48th Street. In 1952, there
were 51 flags at the front of the buildings. There was one
flag for each member of the United Nations. Now there
are 166 flags for the 166 members.

Visitors can rake an interesting tour through the
buildings. They can also get tickets for a meeting of the
General Assembly. The meetings of the General
Assembly usually start in September every year.

Rockefeller Center
There are twenty-one buildings in Rockefeller Center on
Fifth Avenue. It is a beaurtifully designed office center
and visitors admire its small garden and skarting rink.
One well-known building is Radio City Music Hall.
Six thousand people can see a show on the big stage. The
Rockettes — a famous dancing group of thirty girls —
dance in this show.

Radio City at night

St Patrick’s Cathedral

St Patrick’s Cathedral is across Fifth Avenue from
Rockefeller Center. The Cathedral was built in 1879. At
that time, many rich people moved to aparmments on
Fifth Avenue. St Patrick's Cathedral became the center
of the Easter Parade.

The Easter Parade is not a parade with soldiers. Any-
body can be in the parade. On Easter Sunday many
people go to church in the Cathedral and the churches
near there. They wear their best clothes. After church
everyone walks or parades up and down Fifth Avenue.

St Patrick’s Cathedral

Beginner Level Fig. C(ii)




Shopping

Macy’s - the largest department store

Fifth Avenue is New York’s most famous shopping street.
The best stores are between 34th Street and 58th Street.
Some are very large and well-known. Many people shop
for clothes at B. Altman, Lord and Taylor and Saks Fifth
Avenue. Tiffany and Company is the best-known jewelry
store. It is also famous for its silver.

Almost every avenue in Manhattan has stores. Most
of the stores on Madison Avenue are small boutiques.
Many shops on Third Avenue sell antiques.

Macy’s on 34th Street is the largest department store
in New York. It is known for its low prices, but nothing is
very cheap roday!

- 4

New York’'s Parks

Central Park in Manhattan is used by thousands of New
Yorkers and visitors every day. Many of them like to walk
in the Park. Others like to ice-skate or go to the Zoo.

In summer, lots of people go out in boats on the Lake.
Horses pull carriages through the Park.

On summer evenings, there are outdoor concerts in
the Park. Many of Shakespeare’s plays are performed
there too.

New York’s most important zo0 is in the Bronx. The
Bronx Zoo is the largest zoo in America. It is also very
modern. Many animals are not in cages. They can walk
around in grass and climb trees. There is only water
between the animals and the visitors.

25

Museums

The most famous art museum in New York is the
Metropolitan Museum of Art. The Museum is in Cenrral
Park on Fifth Avenue. It has great collections from all
over the world. It also has a concert hall.

In Manhattan, two other art museums are the
Museum of Modemn Art and the Guggenheim Museum.
The Guggenheim Museum is an unusual, round build-
ing. In Brooklyn, there is another grear museum. the
Brookiyn Museum. 5

The American Museum of Natural History is on the
west side of Central Park in Manhattan. It is an import-
ant science museum.

The Guggenheim Museum

26

Fast food - a hot dog stand

Restaurants
There are thousands of restaurants in New York. They
serve every kind of food in the world.

Most restaurants in Chinatown are Chinese. There
are many ltalian restaurants in Little Italy and many
German restaurants around East 86th Street.

Many New Yorkers do not have much time for lunch.
They eat in ‘fast food' places. They sit at a counter and
have hamburgers and coffee. Or they buy food from
stands like the one above. Sometimes they carry the food
to their offices and ear it there.

27
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Entertainment

Broadway is famous for its theaters. One part of Broad-
way is somerimes called The Great White Way. The
lights from all the theaters and advertisements here are
very bright. There are more than thirty theaters in this
district.

Times Square is the center of the theater district. An
important evening in Times Square is New Year's Eve —
31st December. Crowds of people stand in the Square
and wait for midnight. At midnight, everyone shouts
“Happy New Year!” to everyone else.

Times Square at night

Lincoln Center

There are small theaters in other parts of New York.
These are called Off-Broadway theaters. New and
unusual plays are performed there.

Movie theaters are everywhere in New York. Maga-
zines give the names and the times of the films.

Opera, ballet and concerts are performed at Lincoin
Center. The buildings are modem and Chagall's
paintings in the Metropolitan Opera House are very
beautiful. Lincoln Center is on Broadway at 64th Streer.

The new Madison Square Garden was built in 1968.
Many kinds of sports events take place there. Once 2
vear, the biggest circus in the world comes there to.

29

4 GLOSSARY of AMERICAN/
BRITISH ENGLISH

Some words are spelt differently in American and Brirish
English. These are a few of them.

e T R T T T T o

5 INFORMATION and ADVICE

Perhaps you will visit New York one day. You might be 2
student there. Here is some advice. Get a good map of
the city. It will also have subway and bus maps.

American English British English Remember the directions — uptown and downtown, east
center centre and west. Feel the excitement of New York. Have fun!
tatbor harbour General Information
neighborhood "neighbourhood
theater thearre Tourist Offices Useful Phone Numbers
New York Convention and The weather (212) §76-1212
Other words are different in American and British Visitors' Bureau The time (212) 976-1616
English. 2 Columbus Circle Emergency:
New York, NY 10019 Police, Fire, Ambulance 911
Telephone (212) 397-8222 or 'O’ for Operator
& n English British Engiish Times Square Information Macazinesinooks
apartment flat Center 9
make change give change 42nd Street and Times Seeing New York:
movie film 5 Square The offidal MTA Travel Guide
) ) Telephone (212) 307-8222  published by the
movie theater cinema Travelers’ Aid Society Metropolitan Transportation
subway underground railway/ 158 W 42nd Street Authority
i 3 New York, NY 10036
e Telephone (212) 944-0013
Transport Information
New York Subways and
Buses
Telephone (718) 3301234
30 31
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Beginner Level Grid (Non-fiction)

elUIgyi[e] Ul UOISSIW & Je $xuowi ysggds

"00) pue| a3 pajadjaid pue yoissim A3 parnajoad sIBIPY
pY [, "3sod Arearpiun e 3jIng s1s

1PjOS ‘uolssiu yoes 13N |
"SUOISSIW 3S3Y) I8 SUBKPLI|
UEdHSWY 01 UoIdia1 1Py Jydnel ASYy] eluIoJipy )
JO ISBOD I3 JuOJe SUOISSIU JUO-ATUIMI I[ING SYURU
‘€781 PUe §9)] UIIMIIE| "SILIBUOISSIW 1O ‘S19y3epl
SNOIZI[21 219m SUOW Y| "BIUION[ED) OIUl IYIIFP)
jusm s uow pue sIAIpjos ysiuedg ‘157e] s183A AUBIAIT |
"BIU10JI[ET) ISBOD 3y SuO[e pue| Y3 pa[[ed AP
BILOWY/ YIION] JO ISBOD UIFISIM IYJ SUOE YII0U PIHEs
Aoy | puej 1o 10§ paxoo] s1310]dx3 ystuedg ‘1eys 13y
BOHSWY YION Ul ‘0dIX3)N Joo3 Awre ystuedg 3yl ‘0761
H[ 'sswieu ystuedg 91e EIUIOJi[e]) PUB OJSPUBL] QEG
eruagjne)y ug ysiueds a9

2NN N 1IN PN AN PIN I NI VNI NI PN 7N

0ISIINVHL NYS ¢
JO AOLSIH 71

AR NS ST R

e 3y} 19A0 MIIA B — 0dshuRIfFed

BUIISIIaIUL SIYI 38 HOO] Sh 3D
woyj sjdos Ao Jeuoneus

ueg 11s1a 9jdoad uorjjru jjey
€ §1 31 puy/ “Me pue dlsnu 19
UI3153M JO 13JU3d [eIoUBUl

: ~'0OsIouURL] UBg
"A315 331€] AI5A € JOU SI J] "
JO ISBOD JSIM 3Y3 UO A31073

3e
r "319Y1 A]] $AIUNOD AU
HIUT UB SI 03SIDUBL] UBGT]

"1B3A AI9A3 OISIOUFY.]
€ pue 331 | "SIS1No3 10§ £I10
J 191U3D B OS[e S1 1] "BdISgIY
bUI ST 0JSIOURL] UG Ing/
uray) 3doad 000 6L9 4POY
DIISWY, JO S3JEIG PAIu | oyl

j1odunl ue s} 09sPueL] pey




‘pres [ ‘spunod
paipuny auo Aw dw dAIN) ‘Aduow Aur dul dAIN)

((BIUTJA[ ST 219U A\ [NOA 21E OY/, Pres [eD1jo
¢ ¢ ]
aya ‘prdmas A194 91 nOA pue Asnq A19a w | ‘uew pjO),

Beginner Level Fig. E(i)

preD) Aanuspy ue padu j uop | pue piel) Aiuap] ue 103
1,UdARY | BIUTA JO IFR[[IA Y1 JO WEPY WE | "W SMOUY
QUOAIOAY, *pres | (] We Oy, ‘Ardue osje sem | Ing
‘A13ue 9[331] € sem [eIIo
Y] (oA a1e oyp\ ‘NOA mouy 3 uop | ‘pie)) Amuop]
moA ur noA jo ydeidoloyd e st 319Yy] noA saquosap
pieD) AIUap] INOL ‘SSIIPPE INOA pue dweu INOA saAI3
pieD) Auspy o) ‘pieD) AIuUsp] INOA 338 ISNW | ISIL]

‘10p10 Asuowr siy3 10} Asuowr Aue nok 2a13 3 ued |,

‘

‘Pse | ,(pieD) Amusp] ue st leym,
. preD Amuapy 1ok

W AAID), ‘urede pies RO Y3 ‘pie)) AIusp] Inog,
‘patpdai [ ‘pueisispun 3 UOp [ "W ISNOXY,

‘pres
3y ‘pieD) Amudp, "puey SIy INO paY [eRYO Y

"pandai | ‘spunod pazpuny suo 10§

‘

19p10 Asuow Aw st STy |, *I9p10 Aduow Aw wiy 3Ae3 |
"Pse Y ,j3uem NOA op JBY M,
"W 1B P00 [BIDYO Y3 A[eur] ‘pajiem | 0§

“J1em 1SNW NOA puy "Asnq A1oa

‘

we | 9jdoad 3says |[e 18 joo ‘s1aded Aw je YOO, ‘pres
[e1Jo 9Y1 ‘Asnq Axoa wi | ‘UBwW P|O) (IXAU I NOJ,
UIXau w | ‘uang Aw s 3], ‘pres [ ‘Ouw 9sndXy,

"W JAI3S 10U PIp [BIIYO Y3 Ing

*ananb a3 Jo 1U01J 9Y3 Je Sea | ‘uiny Aw sem 1 Ajjeur]

—



B G & G G & & &G &N B . :

H

ar
20
o
61 81 K
=
,JBUIWILID 1X3N] 181 3Y |, "I1eyD s 19uonsanb ay3 ul 3es yoeg 10103dsu] w
"uostad ur s1e24 ua [, "10303dsur ay3 painoys jAIInD), "joeg 1030adsu] paInoys juo swoy) ‘uiddq $,39] ‘saL, .mo
‘JeurwaLid ay3 pres ‘pip [ ‘sdj, "Apamb ‘10103dsuf Jo1yD) ays pres ;uidaq am [[eyg, =
"oeg 1030adsu payse  ;eiddoy Jyinn
B11I0UG JO 9SNOY Y3 WOl spuowielp 3yel noA pi(J, Y [[21 [im Aoy, ‘AIlIs A 10ss9j01J pres ‘Aepol ang,
“1Teyo s 19yeads Yaniy Y3 Ul Jes [eUIWiId 1XaU Y | ,'STe1] 91e A3Y)
J[euruiid 1xaN ‘uostid PUY '$9A91Yl 91k A9y ‘s19I9pINW dIe A3Y] ‘S[EUTWLID
ur s1edd 2AL], deg 10303dsu] panoys iAo, 943 31 33} puy '10302dsu] Jo1yD) Y3 ‘ssoq Au s siy
‘[euriuLId 3y) pres  ‘Asuowr 9y1 J0o1 | ‘saL, "Joeg 10309dsu] painoys  j10ss3j01] ‘UOOUIIJE POOL),

"

'PaIse 3y  joy[eae)y
10Udg Jo Ied Ay woy Asuow el nok pi, ‘jods
JOBG 10102dsu] “areyo s 19yeads YInil Iyl Ul 1es [RUIWLD

R Ay

‘

"WAYL YaIM S[eUTWILD JWOs 1y3noiq
A3y 1, *003 dwred ‘10303dsuf joryD) Y3 ‘ssoq SIH ‘uoouIdlje
Aepuojy uo Arojeroqe| ay3 03 Jwed oeg 1010adsu]




=
N
Beginner Level Fig. E(iii)

‘Apea1 sem u0a]
(17201 93 105 dwin(, *30( paInoys ‘Apeai 190y,

001 3y sp1emol ApPPInb paaow je0q

Y], IopIey s3I SIY pIaYOr| 20[ ‘[[ejolem Iyl SpIemol
wayl 3urpnd sem 3 *Je0q Y3 pUNOI paysni 197em Y |,

,'OW JABS

ued nox .m—ow.:aON» 9AEG, "UOIT] pies ,JOOW e u@ 3. uo(g,
31 Yoral Isnua 9 [\

]

¢

“SN JO JUOIJ U] {YO01 B § 319Y ], *90[ panoys {jooT,

i 3 . — : . J|9SINOA 3ABG 'J80q Y} 9ABIT "I9A0 18O Y]
—— = = : [Ind Jim 193em Sy, ‘uoa pardar ‘ejiazem e s Jj,
U0 paYse Y jIeYl S 3By,
"3SI0U PNOJ B pIeay 30( ‘I93e[ SIUSWOW M3

'$39]
SIY Payory pue 1eoq 3yl p[ay 3 ‘uL3si| 10U pIp 30[
J[SSINOA 9ABG, "UOIT PAINOYS ,{IBOQ YY) IABIT,
,'991) $,380q 3Y |, "UOT 03 PaINOYs 0[ ‘poon),

_ '9213 Y3 WOy Aeme pasoul 1e0q Y | "191eM

3Y) ul prey s33] sy payor| pue Aysn 31 pay s ‘1e0q

93} paydeal uoos 9y pue Iswuwims UOO% B sem UO—.

G -G G G G & G S . a



i10] B sjueyl
"PUUOQ 'SYueyl

77

II,NOA “xel\ ‘noA diy

‘001 ‘_OUUL__Q e 9(Q

[1,3Y 35IN02 JO ‘SO

¢euuoq g=110]
digy ay |m Ing

IS4 O Jopauiq e s
3H "UIsnod e aAey |

(4

(Pw dpy
noA ued MOp, ‘pasudins sem S ‘XeJN ples ;noj,
,NoA djay ueod |, “euuo(] pres  ‘s[qissodws 3 usi 3|,
. d]qissodwt s 3] jeUOIRUIAIU] $301AIRG dIys
-Ppusl1] JO 103011(] 7 [3U ] XBIN (SN, ‘PIYSne] Xe
"BUUO(]
pres ‘Auedwoo sy3 jo 1030311(] B SW0J3q UBD NOJ,
({INO pulj | UBd MO, ‘XBJN P3Yse ,jMOH],
.iIN0 puyy ued noA ing,
"PIIWs JYs UAY |, ‘BUUO(] pres ‘XeJy ‘aouy 3,U0p |,
((321098 A3y d1e Aym Ing, ‘XeJA pres jmouy |,
"pres ays  ‘sduryl 39109s 91 A3y | , *Ajmo[s a3ods euuo(]

e

[z

140w} nok o ;TIEO € S Iy 1MGH ®
S1 HNL\X/. .XNE ﬁ_Nm .mwhwﬁuo Omvﬁu —ucmuwuvﬂﬁﬂ noA OQ,

‘pandal ays ;XBJA ‘UBSW NOA Op 1BYA,
"BUUO(]
pase XeJN (SI9139] 9S9Yl pueisispun nok o(J,
‘piey paxyiom euuO(]
pue Xej\ "Wy 10§ $19339] AUBW J19M 1Y [ ‘A[1Bd JI0M
0} Juam I “Aep IXaU JYJ UOS SIY 225 10U PIP XBJA]

Beginner Level Fig. E(iv)l




S1

e\ N [/ B\ W RN

“JaUUIp O} YIny 3003} uer ‘Aepsiny) uQ

~ -

_\ N ,m:l

‘jood-Builuwims ayy 0y %
juam Asyy ‘Aepsan) com 5

— |

Y| AT

Aayy ‘Aepuoiy uQ

-l sl
\

e 0 |

4!

"t )99M JBYI SIWI [BIDAJS 19W YIny] pue ue(
‘pres ay ‘003 ‘yonur A19A nOA 31| [, ‘pafiws uef
Jyonur AI9A ¢ ¢ noA i ¢+t [ ‘uef, ‘94

s ue[ ojur payoo| 3yg ,
INOQe A110S W | ‘W 03 Y[e) 3sed|], ‘pres Yamy ‘uef

210w Aue wiy 1 3, uop [ ‘1'd

"SINUIW [BIIAS
10} Buryidue Aes jou pip S 39D Araa sem uef

,/dIow Aue wiy 1] 3,Uop | ‘Aeme 03 03 wiy pjo3

[ ‘A13ue AI9A sem 3y pue NOA Yiim dw mes 9 "puaiijhoq
Aw sem Sp ‘g sem eyp, ‘yany pres ‘uef ‘yQ,
({3BY3d sem Oy, "Ue[ pres ;1911eW Yl S JeY,
“BUIAI0 sBM 3YG INO JWIBD Yamy UdY |,

\ /a8
m’rx/rf?ﬁé’i
..1.\\\\

Y

/4

S L L kR A

r

~

‘Aeme
paY[em pue ue [ 3e pay00] 9 "INO dwed 19yl 19ed] Ay}
U Aoq 943 UIY ], 'SIINUIW UI) INOJE 10j pPAallem Ue (

Beginner Level Fig. E(v)



el

"Yojejepe)) 1 3mJ 30911ydIe

Yyl Aq pauBisap saxung s3]

ap pSPY) AYI SI 1Y) ‘0S|

"JQUBIUOJA 1 YO9Uwo(]

3091ydIe Y3 Aq pauBisap sem

SIYL DRI D] ap nopod 19

99s pue o) ‘djdwexig ay3

ur s3uIp[ing ISIUIPOW puBSNOYI
3UO UeY) 2I0W dIE I3y |,

"S3UIAIED pUE SI9MO] [ensnun

Y3 238 03 WD AJY | '$ISHINO)

yum repndod st 3uipying snowrej

A4 sy ] pHIwpg PpPIVS

Y3 paudisap Os[e Jpnen)

"SuUOgeIp pue sidisuow Jo

saxmd[nos sguens 393s [[im

NOA 319} "A312 9Y3 JO Yuiou ayd

03 3pIs|[1y & uo st y1ed ay |

112n0) 24pJ pauBIsIp os[e

Ipneny ojping psv) pue

‘DU2LP3] DT SB UMOUY

‘DN PSP)) — B1ORIN) 3p

31asseJ U1 1pnen) Aq sasnoy

om1 318 Y|, ((9761-7581)

Jpneo) 1uojuy ‘39931ydIe

snouwrej-plIom Y3 Aq

paudisap a19m awog

sduipimg dunsaraur Auew

BRLN .:.:__ .._._:_:r._v._ .:__ :_

saXund s3| ap esed

4!

Ipneo uojuy Aq sbuipjing
1I3NS dJed 119N dJued
oljjeg ese)

2amdnos

pue unured ‘91n30331YdIE JO JINIXIW B SI 118 ISTUIIPOJA

‘1B ISIWIDPOJA JO wnasnw e uddo ue st sjdwexig

Ay | ‘9[3ue1dax Jdie] e ut s3uip[ing mau 3y pauueld sy
“I99UIZUS pUE 10911YDIB SNOWEJ B SBM BPI3)) SUOJOP|]

‘S[[em P[O Y3 IPISINO I[INg 19Mm s3ul

-PIIng MaN] "umop p3[nd 319m 4310 Y3 JO S[[eM [eASIpIW

Ayl ‘p¢QT U ‘adwpxig Y3 ojul eAunjeie)) ap ede|] 3y

SSOIOR Y[eM dA\ "AI10 UIdpOW Y3 03 2ISIA INO UIFq § 197

A31> uiapow ayy

Beginner Level Fig. E(vi.




N
]

HEINEMANN ENGLISH LANGUAGE TEACHING

WORD PROCESSOR FILE DESCRIPTION |
From:
Name:
Address:
Postcode:

Daytime Tel. No.

Manuscript Titles:

Home Tel. No.

Description of Contents

Disks Enc: File Name(s)

RPiskits] s e e e
Vae S e e R R
i i o o N
4 o st
L L e IR
FE O e S e e
PR s e A

Computer Make and Model:
Name of Operating System:
Size/Format of Floppy Disk(s):

mEL 3.5 A5.25

DSingIe density Ipouble density

Name of Word Processing Program:

Keys to Denote Special Characters:

........................................................................
........................................................................
........................................................................
........................................................................
........................................................................
........................................................................

........................................................................

Year of manufacture:

Version:

[jHigh density (other

Version:

eued  11000001Q0A0DLLLALUUAN
Representing DDDDDDDDDDDDDDDDD

Name of any Proprietary Coding System used:

Are files saved in Wordprocessor format or ASCI1? Cwe asci
Please fill in the above form and send it with your disks together with a printout of the contents

of the disks.

Signature e o R

Beginner Level Fig. F
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