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Network Now B1.2 
 

 

   

     Teaching tip            
 

 

  
In each Step 3 in Network Now B1.2 you can find the feature Writing: …, where 
students are given help to write important emails or letters, for example work-based 
ones like: sending a document for comment, writing a colleague’s leaving card, writing a 
personal statement for a CV. In addition there are more general formal writing tasks: 
complaining, apologizing and pointing out a mistake. The format in every case is similar: 
an example is presented, there is an Info box with useful phrases or useful tips, there is 
a task for students to complete and then, in Selfstudy, there is an additional exercise for 
the students to do at home.  
 
Being able to write well-constructed letters and emails is important at this level and 
Network Now B1.2 helps students to achieve this by presenting model emails / letters 
and giving students the opportunity to practise writing. 
 
Try the five-minute filler below on writing a letter of apology.  
Ask students to read the letter and to underline the right words. 
 

Key: (1) apologise, (2) weekend, (3) sorry, (4) won’t, (5) again 

Writing         Network Now B1.2 

 
   

    Writing 
 
 

Underline the right words in this letter. 

 

----------------------------------------------------------------------------

- 

Activity card          Network Now B1.2 

Info:  

It’s good to start a 

formal letter with the 

present progressive  

I am writing to 

complain / inform you 

/ point out … 

Dear Mrs Smith  

I am writing to (1) complain | apologise for playing our music too 
loud at our party at the (2) weekend | Saturday night.  

I’m really (3) sorry | happy that you were unable to sleep because 

of all the noise. We should have turned the music down earlier.  
I promise that it (4) will | won’t happen again. 

I’d like to invite you to our flat for a cup of tea next weekend.  

I hope you will be able to come. What about 3 pm on Saturday? 

Sorry (5) about | again. 

Your neighbour, Dirk 
 


