


Publicity via printed media or audio and visual media is necessary to

businesses that realize the value of public relations. Publicity aims to build a good

image of businesses, organizations, or institutions. A good image, of course, leads to

confidence in business and it also reflects on sales volume and stock values.

1. Characteristics and Orgauization of News Releases

News releases are a form of writing for publication or announcements when

an organization wants to inform the public of its activities. However, you have to

economize in your use of words in this kind of writing because of the cost of

publication and announcement, as well as limited time and space. Editors of mass

Omedia will select news releases that are of appropriate length and efficient in terms

of time utilization.

Language, therefore, plays an important role in writing news releases. You

must use clear, simple, and direct language to convey your message. News releases

state who does what, ‘when, where, why, and/or how. Since news releases need to be

published or read on the air, the organization of news releases follows that of news
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3. Grammar Review: Adjective Clauses

Adjective clauses are useful elements of grammar that enhance effective

business correspondence. An adjective clause is a dependent clause that modifies a

noun. It describes, identifies, or gives further information about a noun. Review

some basic rules about adjective clauses and do the following activities.

Activity 3 A

Combine the two sentences. using the second sentence as an adiective clause,

1. The workers are from Eastern Europe. They work very hard.

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

2 . The manager was nervous. He lost his assets in the fire.

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

3 . The supervisor liked his proposal. He submitted it yesterday.

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

4 . We went to a meeting. The meeting was very interesting.

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

5 . This factory was modem. It belonged to ABC company.

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
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6 . The guard called the police to come to the office. The office was broken into.

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

7 . The speech was excellent. The president gave it to his executives.

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

8. I have to call my boss. I accidentally picked up her folder after the meeting.

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

9 . David is writing a sales report. It needs to be finished by Monday.

,................................................................................................

10. He gave me good advice. I consulted him.

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

Activity 3 B

Comulete  the sentences using adjective clauses.

1. The manager told me about the program . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

2. I spoke to the accountant . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

3 . The interviewer . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
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4 .

5.

6 .

7 .

8.

9.

Sarah got the job .......................................................................

The furniture ............................................................ was on sale.

We went to an annual meeting ......................................................

The supervisor ........................................................... was angry.

My boss ............................................................... shouted at me.

The insurance company tried to investigate the factory ........................

10. The letter . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . was from her prospective employer.
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