MuHuctTepcTBo obpasoBaHna N Hayku Poccuinckon degepaumm
denepanbHOe areHTCTBO No obpasoBaHuto PO

BnagusBocTokcKkui I'OCWJ,apCTBeHHbIﬂ YHUBEPCUTET SKOHOMUKN N CEPBUCA

A.b. CAJIMBOH
H.A. PEBA

rOTOBUMCA K COAYHE 3K3AMEHA
IELTS

GENERAL MODULE
WRITING LETTERS

Y4yeOHO-MeTOANYECKOE TT0COOUE
JJIAd IOATOTOBKH K CAAaY€ DK3aMCHA
International English Language Testing System

BnagmneocTok
MN3paTenbctBo BIYSC
2008



BbK 81.2Aurn-9

C 16
Peuenzentsr: T.A. ['yOalimynnuHa, KaHzi. TIe.
Hayk, ipodeccop (BI'YDC);
E.B. ®enoposa, 10LIEHT
CanuBon A.B., Pepa H.W.

Cl6 F'OTOBUMCA K CJIJAYE DK3AMEHA IELTS: General
Module Writing Letters: yue6HO-MeTomMYecKOE mocobue. — Biaauso-
ctok: M3a-Bo BI'YOC, 2008. — 58 c.

B nmocobun npuBomsATcs 00pas3ipl 3aJaHU U BapUAHTBl OTBETOB IS
nepBoit yactu muchbMeHHOTro dk3ameHa 1o IELTS General Module — Writing Task
One. VYnpaxHeHUs OpPraHU30BaHbl TakUM OOpa3oM, YTOObl HAy4YWTh MHCATh
MMChMa Pa3HbIX THUIOB — OJAroJapHOCTH, TpeOOBaHHUS, MPOCHObI, 3aSIBKH, KaJI0-
Obl u apyrue. [Ipeayaraempie mpuMepsbl NOMOTYT y3HAaTh O IU3ailHE U CTPYKTYpE
NUChbMa, a TAK)KE OCBOUTh HEUTpanbHbIN, OPUIMATIBHBIA WU APYKECKUI TOH Ie-
penucku. B mocoOun npuBOASTCS CIHMCKHU CIIOB U BBIPAXXEHHH, IIUPOKO IpHUMeE-
HsIEMbIE€ B KOPPECIIOHICHIIUN HEMPOPECCUOHAIBHON HAPaBICHHOCTH.

[IpenHa3HaueHo JUIsl CaMOCTOSITENIbHOM MOATOTOBKM K CJade dK3aMeHa
[ELTS (General Module), a Takke B KauecTBE JOMOJHUTEILHOTO MaTeprana Jjs
ayJIUTOPHBIX 3aHATHUIH 110 KypCy MEPENUCKU Ha AaHTTIMICKOM SI3bIKE.

bbK 81.2Anrn-9

[Teuaraercs no pemenntro PUCO BI'YOC

© N3naTenbcTBO B1aanBOCTOKCKUM

rOCyJapCTBEHHBI YHUBEPCUTET
SKOHOMUKH U cepBuca, 2008



COOEPXXAHUE

INTRODUCGTION ...ttt ettt e e s b e e s sn e e s b e e e n e e nnn e e neeanneanne e 4
T2 2 (3205 (PPN 7
INQUIRIES AND REQUESTS ...ttt ettt be e ne e 11
DT (515176 O TSR RPR 12
REASONING. ...ttt e R e b e s sn e e n e e e e e neennn e 16
T2V 42 (3505 (P 17
| AM WRITING TO APOLOGISE ..ottt 21
D10 2 (515176 O TSR R PR 22
APPLYING FOR A JOB ... oottt ettt 25
VIIPATKHEHIS ...ttt s et e et st e e et et ea e e e R e e s e e n e e et e nme e e sn e e nne e e nn e e nnn e 26
REPORTING LOSS OR THEFT ...ttt et 32
R LY S 53517 6 (TP PO PP PP PPN 33
COMPLAINTS AND CLAIMS ...ttt n e e b e 36
VIIPATKHEHIS ...tttk m ettt e et s e e e s e e s et e s Rt en e e bt e nn e e e me e e n e e nn e e e n e e nnn e 37
| WANT TO HAVE THIS DONE ...ttt et 43
R LY S (53517 6 TP OO UPR PPN 43
FOLLOW-UP LETTERS ... .ottt 45
LY 2 (532075 (PO 45
TTOABOIMM FITOI T ......oeiiiiiieeeee ettt ettt ettt et e et srt et e e beeenteesneeenbeenneas 47
KITKOUN C BAPUAHTAMU OTBETOB ...ttt 52
CIHUCOK UCIHOJIb30BAHHOM JTATEPATYPBL ..ot 57



INTRODUCTION

IMucemennslii kommoHeHT dk3amena |IELTS General Module minures B Teuenne yaca, u 3a 510
BpEMS BaM IPEJICTOUT BBIMOJIHUTH JBA 33/IaHHUs, KOTOPHIE MOTPEOYIOT XOPOIIO PA3BUTHIX HABBIKOB
MMCbMEHHOM PeUN Ha aHTJIMHCKOM SI3BIKE.

Ha sx3amene Bam 6y,Z[YT MMPECATIOKEHBI 3aJaHs, pa3IMYarOIIUEC 110 TUITY U O6’beMy1

3ananue 1 (mucbmo)

3ananue 2 (couuHeHHE)

BperI BBITNTOJIHCHUS

20 MUHYT

40 MuHYT

O0BeM TekcTa

150+ cmoB

250+ cioB

CDyHKIII/IOHaJ'ILHOC 3a-
JaHUC

CocTaBHUTh MUCEMO, BBIpAXKAIOIIEE:

— OmaromapHOCTh

— )Kanooy

— IPOCB0Y MPENOCTaBUTH HH(POPMAIIHIO
— Ipock0y 00 OKa3aHUM MTOMOIIN

— MOJITOTOBKY HMJIM JIOTOBOPEHHOCTH O COOBITHH
(MeporpuaTum)

B dbopme 3cce

— ONHUCAaTh

— BBICKa3aTh CBOE MHEHHE
— IaTh PEKOMEHIAINN

— yOenuTh ¢ MOMOIIBIO
O0OBSICHEHUS TPUYUH
CpaBHCHUS

OIICHKU NPEUMYIIECTB U HEAOCTATKOB

Crpykrypa

3-5 ab3anen

4 u 6osee ab3aneB

BBenenue

[IpuserctBue , 1-2 npeanoxeHus

1 a63ai

3akIoYnTeILHAsA YacTh

2-3 mpeIoKeHHS

3-5 mpeoKeH i

+ yours sincerely/faithfully

3aganue nepBoro tuma — Writing a letter — mo3BoaUT OLEHHUTH

. BAalllM YMEHUS BECTHU NUCbMEHHYI0 KOMMYHUKALIMIO HA IIOBCEIHEBHBIE U JICIIOBBIE TEMBI,

. 3HaHUE COOTBETCTBYIOLIEH JIECKCUKH, XapaKTEPHBIX BBIPAKEHUH U KIIMILIE, IPUHATHIX B KOP-
PECIIOHACHIIUH,

. MIPEACTABICHUE O JU3AWHE U CTPYKTYpE MHUChMa.

1
I/ITaK, BaM IIPpCACTOUT HAIMUCATh MHUCbMO Ha NPCIJIOKECHHOC 3aJIaHUC . Mag1 PEKOMEHAYEM Ha-
4aThb C THIATCIBHOI'O aHalIn3a CaMOI'0 3aJaHu:d, yTOOBI HAWTH (I/IJ'II/I HpI/I,[[yMaTB!) OTBCThI Ha CJIC-

JYIOIHE BOMPOCHI:

KOMy Bbl NHILETE NMHUCHMO? HOCMOTpI/ITe BHUMATCIIBHO HA TCKCT 3aJlaHM, YTOOBI omnpenac-
JIUTh, MPUACTCA JIM BaM IMUCATh 3HAKOMOMY HJIM HE 3HAKOMOMY BaM YCJIIOBCKY.

Ecnu cutyanus npeanonaraer, 4ro Bbl 3HAETE TOrO, KOMY MHILIETE, TO BaM MPUAETCS NPUAY-
MbIBaTh UM UMeHa. Hanmpumep, MUcbMO pyTy ecTecTBeHHO Oyzaet Hauath ‘Hi Mike’.

Ecnu nuceMo, coriaacHo 3ajaHuIo, HE MPEIHA3HAYEHO BalIEMy MIPUATEIIO UIN POJACTBEHHUKY,
TO €ro MpeJIaracTcsl HayaTh CTAaHJAPTHBIM NpuBeTCTBHEM (salutation): ‘Dear Ms. Salivon’.

Ho GrIBaroT citydau, Kora MuchbMo OyeT HalMcaHo ajpecary, UMs KOTOPOro BaM He U3BECT-
HO, TOTJIa IpUeMJIeMbIM TipuBeTcTBHEM Oynet ‘Dear Sir or Madam’, a B HEKOTOpBIX ciaydasx ‘TO
Whom It May Concern’ - dzs npedvsienenusi coomeemcmsyrouemy aopecamy.

KakoBa ueib» mucbma (purpose)? IlepBoe mpemioxkeHue, CIEAyIOIIEe 3a MPUBETCTBHEM
(orientation sentence), JOMKHO OOBSICHUTD, IOYEMY BBl MHILETE 3TO MUCHMO. B OONbIIMHCTBE CiTy-
yaeB 3T0 OyzeT mpempiokenue tuma ‘| am writing to let you know that... — 5 nuwy, umobwsr coo6-
wums 8am, ymo...

! HpHMep OK3aMCHAIIMOHHOT'O 3a/laHU, KaK OH Ja€TCA Ha 9K3aMEHE, ITPUBCJCH HaA cne,uylomeﬁ CTpaHUIIC.
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[Ipumep 3K3aMeHAITMOHHOTO 3adaHUS

IELTS General Module
WRITING TASK ONE

You should spend about 20 minutes on this task.

An Australian friend is coming to visit you, and it will be his/her birthday during the vis-
it.

Write a letter to your friend. In your letter
e say how you feel about the visit
e suggest what you could do on his/her birthday

e try to find out what your friend thinks of your idea.
Write at least 150 words.

You do NOT need to write your address.
Begin your letter as follows:

! O6paTI/ITe BHMUMAHUEC, 9YTO HA JIMCTE 3adaHUA OCTAJIOCh MHOI'O IMyCTOI'0 MECTA. BbI MOXeTe ero uCmoyib30BaTh
JJId HalTMCaHUA HOleO6HOFO IJIaHa WJIKW Y€pHOBHUKA MMUCbMA, IMMOCKOJIBKY IJIsA 9TOU IeJIM Ha dK3aMEeHE BaM HE JaeTCs
JOIIOJIHUTEIIbHAA 6yMara. B MMPUIIOKECHUU BblL HaﬁHCTC KO0 OJlaHKa JUI HalTMCaHHUA MMUCbMEHHOU pa6OTBI, KOTO-
pblﬁ BbIJAACTCA KAXKJAOMY KaHAWAATY HA OK3aMCHE. A Ha CTp...... MNPUBOAUTCS BAPpHUAHT OTBETA HA 3TO 3aJlaHUC.
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O uyem BbI codupaerechr HanucaTh (details)? Tekcr 3amaHUs TOMOXET BaM ONPEACTHTH
peaMeT MPOChObI, OJIArOAAPHOCTH, KaloObl U Tp. byapTe BHUMATENBHBI K KXKIOH JeTay 3a1a-
HUSI, 9TOOBI HUYETO HE YIYCTUTh. DTa 4acTh MHChbMa COCTABUT €ro OCHOBHYIO 4yacTh (the body of
the letter, giving information) u MokeT OBITh pa30uTa Ha HECKOJIBKO ab3areB. BoT 31ech Bam npwu-
nercst mo(aHTa3upoBaTh, MPUAYMBIBAs JIaThl, KOJIHYECTBO JIFOJICH, MECTOHAXOXKIACHUE, U MHOTOE
apyroe.

B 3akarouuTtenbHoil yacTu mucsMa (conclusion of the letter) Bam mpencToOUT MOABECTH UTOT
HAIMCAaHHOMY, OOBSICHUTh, YTO BBl XOTUTE TOJYYHUTh WM Y3HATh B PE3yJbTaTe MEPEMHUCKH, H, MO-
KET OBITh, BEIPA3UTh MMPU3HATEIILHOCTH 32 MIOMOIIIb, a TAK)KE HAACKIY HA OTBET 0€3 3aJCPKKU.

Kakoii ¢pa3oii 3aBepmuth nucbomo (closing salutation)?

Ecnu umst anpecarta He M3BECTHO, M BBl HaunHaam muckMo «Dear Sir or Madamy, To muceMo
Jydiie 3aKOHYUTh ciioBamu Yours faithfully’.

Ecnu BBl HaunHAM TMCHEMO oOpameHrueM ¢ umeHem — ‘Dear Mr. Brown’, To ymectaee Oyner
3aBepiuTh YOurs sincerely’.

OOpaTuTe BHMMaHME Ha Ju3aiiH nuchMa. Bama nmucbMeHHass padoTa J0/15KHA BbITVIA/IETh
KAaK HACTosillee MUCbMO, MMeThb KOMIIO3MUMIO U cTPYKTYypy. Ilpuyem, Ha 3k3amMeHe BaM He
HY’KHO OyJeT nMucaTh ajipeca M AaThl: B 33JJaHUM Oy/JeT OroBOpPeHo, YTO BaM CJieyeT HA4YaTh
TeKcT ¢ npuBercreus ‘Dear... .

Hrak, Bame nucbMo0 T0J2KHO HMETh HECKOJIBKO nmaparpagos:

Salutation (mpuBeTCTBHE) — OT/IE/IbHAS CTPOYKA
Purpose (mouemy nuury) — oTAeIbHbIN a03aK
Details of the matter (moapo6nocTn ne1a) — 1-2 a63ana

Conclusion (3ak/iouenue) + polite wrapping up (BesinBoe 3aBepllieHHe) — OT/AeJIbHBIH a0-
3an

Signature
Your name

IMpemtaraem npumep vactHoi nepenucku (Personal letter, informal letter). O6pature BHIMA-
HUE Ha COJIep KaHue KaK0ro ad3arna.

My dear Sally,

How are you? | am writing to let you know that I am very well and settling happily into life in
London.

The family I am staying with has been very kind, although their little boy can be a problem. He'’s
only ten, but he’s very curious and he asks all kinds of strange questions. However, the family lets
me have my friends come to visit, and they cerzainly try to be sure I’'m not lonely.

They took me to Greenwich at the weekend. It was quite cold, but I enjoyed it, partly because we
went there with another family who also has home stay students. | am going to meet them again
at a dance party next week.

Please write to me. 1'd love to hear what’s happening to all our schoolmates.
With love,
Jenny




Ipumep aemosoro mickMa (Business letter)®:

Dear Mr. Jones,
1 am writing to thank you for permitting our students to visit your company’s factory.

The students thoroughly enjoyed their visit, and learned a great deal. They particularly en-
joyed seeing the new machines working.

It is extremely valuable for students to make these visits, and my students are very keen to read
more about what they have seen.

Thank you again. We really appreciate your kindness.

Yours sincerely,

signature

Mary Cater,

Senior Teacher
a great deal of MHOTO
appreciate OBITH MPU3HATEIIbHBIM, IIEHUTh
be keen (on) OYCHb XOTETh; AKTUBHO HHTEPECOBATHCS
extremely Ype3BbIUAITHO
particularly 0COOEHHO
permit MO3BOJIUTh, PA3pPEIIUTh
signature MOIIUCH
thoroughly BITOJIHE; OCHOBATEIIbHO, TIIATEIBHO
valuable LICHHBIN

YNPAXHEHUA

|. 3anomMHuTe BbIpaXXeHnA U KOHCTPYKUUU, 4aCcTto ncnosib3yembie B NnCbmMax:

Dear Mr. / Mrs. / Miss / Ms. + name VBakaeMblll T-H.../yBaxaemas T-Xka... (mepen
(bamumein)
Dear Sir or Madam, VYBaxkaeMblii TOCIIOJIMH WJIM TOCIIOXKa (€CJIU UMS 1
(haMuIMs HE U3BECTHBI)
My dear John,... Moii noporoit J[xoH,...
I am writing to... S nunny, 4to06sI (+ rnaromn)...
let you know about... COOOIIIUTH BaM O...
confirm MTOATBEPAUTH
request IIOIIPOCUTH
ask for smth CIIPOCHUTH O YeM-JI.
describe the problem OIMCcaTh MpodIeMy
apologize HU3BHHUTHCS
arrange JIOTOBOPUTHCS, OPraHU30BaTh
It is extremely valuable for us to ... Jlnst Hac oueHb BaXKHO (IIEHHO) (+ TIaron)...
have the opportunity MMETh BO3MOKHOCTh
to continue our cooperation MPOJIOJKATH HAIIlEe COTPYAHUIESCTBO
to receive your understanding
and support moay4uTh Balllc MOHNMAaHNUEC U NOAJCPIKKY

1 o
3H€CL " Jajaee IOCJI€ TEKCTOB MUCEM AACTCA CIIMCOK CJIOB U BBIPpAKCHUU IJIA aKTUBHOI'O YCBOCHMHA. Peko-

MCEHAYEM HOBbIC JId BAC CJIOBA WA yCTOfI‘lI/IBLIG CJIOBOCOYCTAaHUs NEPEIUChIBATH B CBOIO TE€TPAAb.
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We really appreciate your kindness. MpI IpU3HATENBHEI BaM 3a JIF00E3HOCTh.
Yours sincerely/faithfully C yBaxkeHreM (oOpaleHie ¢ MMEHEM/UMS HE 13-
BECTHO)

[I. Hnke paHO NUCbMO, HaNMCaHHOe CMJIOWHbIM TEeKCTOM, 6e3 BbigeneHnMsa ab3aueB. lNMepe-
nULINTE ero B TeTpaab, pa3dbuB Ha ab3aubl U cobnogasa NPUHATLIN AU3alH nucbmal

Dear Sir or Madam, | am currently studying English in my own country, but |
feel that | am likely to make better progress by living in Britain this summer and
studying at the same time. | am, therefore, writing to request information about
your summer language courses. | would be grateful if you could tell me the dates,
facilities available, and how much the courses will cost. Thank you for your assis-
tance. | look forward to hearing from you. Yours faithfully, (signature) A. Brakar

currently B HACTOSIIEE BPEMs

I am likely to make progress Becvma seposmno, s cnenaro nporpece
therefore II09TOMY, BCIIEACTBHE 3TOTO

request 3a1poc, Mpocs0a; 3arpoCUTh, TOMPOCUTD
facilities CPEJICTBA, YCIIOBHS, TIPHUCITOCOOICHHSI
available UMECIOIIHUICS B HATHINN

grateful OJ1aroIapHbIi, MPU3HATEILHBIH

I look forward to hearing from you. C HereprieHHeM Xy OTBETa OT Bac.

lll. MepennwuTe B TeTpaaKy hpasbl, KOTOpPbie MOryT NPMMEHATLCA B YaCTHOW nepenunc-
Ke, BblIOpaB U3 HUX CHa4yana Te, KOTopble XapakKTepHbl AnA opManbHOW KOPpPeCcnoHAeH-
Uun, a NOTOM Te, KOTOpble YMECTHbI ANA YacTHOro, HecpopmanbHOro NMCbMa

I'd like to ask you for help A npowy Tebs NomMoYvb MHe

| would like to apply to you for help A xoten 661 0OpaTUTLCA K BaM 3a MOMOLLIbIO

With best wishes, ..., C Hanny4wunmMm noxxenaHnsIMm

I look forward to your prompt response. >Kay Bawlero ckopenwiero otTeeTa.

Yours affectionately, ... C noboBbio

With our best wishes to you all, ... C Havny4ywnmMm noxenaHUAMM Bam BCEM

| miss you a lot £ o4eHb ckyyato no Tebe

With kind regards from us both, ... C TennbiM NpUBETOM OT Hac 0OOMX.

Meanwhile all the best, ... Moka, Bcero Hannyywero

Take care,... Byab 3gopos

With love and gratitude, ... C no6oBbo 1 BnarogapHOCTbLIO

| expect to hear from you soon. Hapetocb CKOpO NONyyYnThL OT Bac OTBeT.

Cordially yours, ... Bcem cepauem Baww

My best regards to your wife and folks, ... BonbLuon NpuBET XeHe N BCeM JOMaLLHUM

A big hug and kisses on both cheeks Kpenko o6Humato 1 uenyto B obe Lweyku.

I hope your reply won't take long Hapetocb, Tbl He 3acTaBuLLb MEHS XOaTb oTBeTa.

I hope your reply will not take long Hapetoch, Bal O0TBET He 3acTaBuTt ceba xaathb.

Thank you for your attention to this matter. Bnaropapto Bac 3a BHMMaHue K aTomy geny.

Please feel free to contact me for more information. [MpoLwy cBsid3aTbCA CO MHOW, ecnu 6yaeT Hy>xHa [0-
nonHuTenbHas MHpopmaumns.

Please let me know if | can help in this matter. MpoLLy cooBLMTb, CMOTY 11 5 IOMOYb B 3TOM Aene.

Can't wait to see you again OueHb XAy BCTpeun ¢ To6oit

1
B KOHIIC rnocoous JaHbl KJIITOYU C BapuaHTaMH OTBETOB.
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IV. Huxe npuBepeHbl pparmeHTbl NnUcbMa. PacctaBbTe UX MO NOpsAAKYy, 3aTeM nepenuuiMtTe NUCbMO
B TeTpaab. 310 chopmanbHOe unm 4YactHoe NnucbMo? O6bsACHUTE, MOYEeMy Bbl TaK cUMTaeTe

I hope you and Uncle Fred are both well and enjoying yourselves in your new house. We
are all looking forward to seeing you in the holidays. Thanks again for the lovely present.

Bernard

I’m writing to thank you very much for the lovely present you gave me for my birthday. A
new tennis racket is just what I wanted and I know I’m" going to enjoy playing with it.
Maybe it will help me to improve my game!

My dear Aunty Lucy,

In addition to your present, I also got a computerized chess game. When you make a mis-
take, the computer speaks to you and actually says, ‘That was a bad move!’ We were all
very impressed by it because it’s very funny. I haven’t managed to beat the computer yet,
but I will keep trying.

Best wishes,

V. HannwuTte BBOAHbIN a63al A4NA NUCEM K crnegywwmm agpecaram:

a friend who has sent you a present for your birthday.

a relative who has invited you to an important family celebration.
someone who has advertised a room to let in his house.

a recruitment agency (arextctBo 1o Tpyaoyctpoicty) in reply to their ad
a local newspaper about a problem in your area.

AR

VI. MpouuTtanTte n nepeBegute nucbmo. KakoBo Morno 6bITb 3agaHue, K KOTOPOMY OHO OblO Ha-
nucaHo?

Hi Joe and Maggie!

This is just a short letter to let you know that I'm in hospital — but don’t worry, it’s nothing too serious,
just a broken ankle.

It happened on Thursday evening when | was dancing. | jumped up and landed on the side of my foot.
The doctors say it is a complicated break, so | have to stay here for a week for more x-rays. It's a real
drag, | can tell you.

I've got lots of books and magazines, but even so, being in hospital is dead boring! I'm not allowed to
leave my room, so | can’t go for a walk, and | don’t know what to do with my time.

Anyway, it'd be great to hear from you with any news. A funny letter would really cheer me up. Do you
think you could send me some magazines or something?

Hope to see you soon.

Lots of love,
Anna (156 words)
ankle JIOJIBDKKA
complicated CITOKHBIN
X-ray PEHTTCH
It’s dead boring MOXHO yMepeTh OT CKYKH
cheer smb up MOAOOJIPUTH KO20-]1., TOJTHATH KOM)~1. HACTPOCHUE

! Coxpamennsie dopmsr tama 1I’m, 1°d like, they’re u T.1. ZomycTHMEI B 4acTHOH, HeOPMANBHOI MepeIHCcKe.
Onnako B (hopMalibHBIX MUChMaX MPUHATO THcaTh nmosHocThio | am, | would like, they are u 1.1.
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VII. MpouuTanTe PyCcCKyr U aHIIMUCKYIO BepcuM NUCbMa K crneaymwliemMmy 3agaHuro. Yto B nucbme
yKa3biBaeT Ha opuumnanbHbIA TOH U CTUNL?

Your family is going to move to another town. Write a letter to the Principal of a local school asking if they will
accept you son. Describe his academic achievements and scope of interests.

YBaxaembin [upekTtop!
A nuwy, yTobbl Y3HaTL, UMEeTCs N B BaLlen LLIKOoNe MeCcTo Ans Moero cbiHa AHgpes ViBaHoBa.

AHgpeln yuutca B 9-M knacce wkomnbl. OH MHTEpecyeTcs TOYHbIMW MpeaMeTaMu, Mo3TOMY Mbl
OYEeHb XOTMM HaWTK LUKOMY C XOpOoLMMK nabopaTtopusiMv 1 ydntensmn. A npunararo Komnmio LLKONbHOro
Tabens AHApes 3a NpPOLUNbIA o4, KOTOPbIA NOKa3blBaeT €ro XOPOoLUME OLEHKNU MO TOYHbIM Haykam M Ito-
60oBb K cnopty, ocobeHHo dyTbony. OH ABMASEeTCS KanMTaHOM MECTHOW KOMaHAbl UFPOKOB BO3PaCTHOW
rpynnbl 8o 15-tn net. OH Takke UHTepecyeTCcs My3bIKOM 1 UrpaeT B LLUKONBHOM opkecTpe. [1pocum coob-
LWKNTb, ECTb 1M OPKECTP B BaLLEN LUKOIe.

Mbl cobupaemcs nepeexatb Ha HOBOE MECTO B SIHBape, U cedac Mbl NoabickmBaem cebe aom B
Bawem panoHe. Mbl 6yaem pagsl npegoctaBute Bam 6onblie nHgopmaumm ob AHapee, 1 ¢ HeTeprneHnem
XOEeM nony4yeHns MHopMaLmMmn O Ballewn LIKOre.

A o4eHb HagewCh, YTO Bbl CMOXETEe HaWTM MEeCTO B Ballen LwKone ans AHgpes, Manb4vmka ¢ Takum
LLUIMPOKUM KPYrOM MHTEPECOB.

C yBaxeHuewm, ...

Dear Principal,
I am writing to ask you if there is a place in your school for my son, Andrew lvanov.

Andrew is in Form 9 at his present school. He is interested in Science subjects, so we are keen to find
a school with good science laboratories and teachers. | am enclosing a copy of Andrew’s school report for
last year, which shows his good marks in science and his love of sport, particularly, football. He is captain
of the under 15’s team which plays near our house. He is also interested in music, and is part of his school
orchestra. Please let us know if you have an orchestra at your school.

We are going to arrive at our new home in January next year, and we are looking for a house in your
area. We will be happy to provide you with more information about Andrew, and we are looking forward to
receiving information about your school.

I do hope you can find place at your school for a boy with Andrew’s interests.

Faithfully yours, ...

(179 words)

VIIl. HanuwuTte nucbMa K creayroLwmM 3agaHusm

1. You have broken your arm and are in hospital. Your friends visited you the other day, and
brought you fruits, sweets and books. Write a thank-you letter to them and ask for some favours
concerning your studies.

2. You moved to another city to study English. Write a letter to your friend to describe your present
life and tell him/her why you choose this city for your overseas training.

3. You are writing a letter to your pen pal. Describe your previous studies and work experience,
your current activities, and a recent successful project. Tell your pen pal that you will be visiting
her/his country during the summer vacation and suggest meeting his/her office.
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INQUIRIES AND REQUESTS

I'IpquTa|7|Te npakTn4eckne coBeTbl O TOM, Kak MOXXHO NMPUTrOTOBUTbLCA K HAanncaHuto I'II/ICbMa-I'IDOCb6bI
nnn 3anpoca o npeaocrtaBiieHnn VIH(bOpMaU,VIVI.

ﬂpmmep 9K3aMeHaUMNOHHOro 3agaHua:

You are organizing a trip to the Snowy Mountains in New South Wales for a group of students from
Perth in Western Australia. Write to the manager of Student Hostel Services and explain when you
want to visit the Snowy Mountains, how long you will stay, how many students are in your party,
and what accommodations you will require.

Komy 6vt 6yoeme nucams? Otset: the manager of the Student Hostel Services, moaromy Bam
cienyer oopatuthes K Hemy ‘Dear Sir’, ‘Dear Manager’ unu 6onee 0606menHo ‘To Whom It May
Concern’. Ckopee Bcero, Balll apecaT XOpOIIO 3HAET HE TOJIBKO 3TO CTYACHYECKOE OOIIEKUTHE, HO
M YTO HHTEPECHOTO €CTh B 3TOM MECTHOCTH. I103TOMY K HEMY MOKHO OyIeT 0OpPaTUTHCS C Pa3HBIMU
BOIIPOCAMH M C IIPOCKO0I O TIOMOIITH.

O uem 6vl 6yoeme nucamp? 3a1aHNE T1OJICKA3BIBACT:

...explain when you want to visit the Snowy Mountains, T.e. BaM HY»HO 00s3aTe/IbHO CO00-
IIUTH BpeMs puObITUs B SNowy Mountains.

... how long you will stay, T.e. ykaxure, CKOJIBKO BpeMEHH Ballla IpyIa IUIAHUPYET Tam
nposectd. Beixoausie? Henmenro? TToMHHTE, YTO MECTO BAIller0 HA3HAYCHUSI, BUAUMO, HAXOIUTCS
He 0m3Ko oT ropoja Ileprt.

...how many people are in your group: nsate? necarb? TPUALATH?
P

...what you will require: moaymaiite, 4To BaM MOXKET TaM MOHA00UTHCS (MIMTaHUE, IKCKYP-
CHH, TPAHCIIOPT,  T.1.). [loueMy ObI HEe CIIPOCHUTH O POKaTe CHOpTHHBEHTAps? MOXeET, KTO-TO U3
IPYIIBI XOTEN Obl TOPHIOAYUTH B FOPHBIX 03€pax, a KTO-TO CXOIMTh HA AMCKOTEKY? A 4TO, €CIH
HaHATh TUJIA IS IOX0/a B MECTHBIE MeIepsi?. ..

ITockonbKy BBl JOrOBapHBAETECh O Pa3MEILEHUH CBOEH I'PYIIIbI, BBl MO OBl CIIPOCUTH, Ka-
KM€ KOMHAThl Y HUX €CTh U 110 KaKUM paclieHKaM. MOXeT, BaM CTOUT HallucaTh, YTO B BallleW IpyI-
1€ CTOJIBKO-TO MApPHEN U CTOJIBKO-TO JIEBYLIEK, 1a K TOMY K€ OJIHA CEMENHas mapa, KoTopas Ioxe-
Jlana AByXMECTHBIN OT/IENbHBIA HOMED?

Kak BbI 1ymMaere, HY>KHO JIM COOOIIUTH B TUChME, YTO, TTOCKOJIBKY BbI BCE CTYICHTHI, TO pac-
CUHMTHIBACTE HA MIPUEMJIEMbIC 1IEHBI (WJIM CKUIKH) U Ha/IEETeCh HANTH TOHUMAaHUE B JIMIIE 3TOTO Me-
HeKepa?

Br1 Moxkete npuaymarb €€ MHOIoO Z[eTaﬂeﬁ, BE€Ab BaAlll€ NMUCHBMO JOJI)KHO MMCTH HEC MCHCEC
150 cnos! IIpocto mocTaBbTe cebs Ha MECTO OpraHU3aTOpa MOE3AKH JIJIsl CBOUX APY3€il B CTyAeHUe-
ckue rojsl.... Ho He 3a0biBaiiTe, uTo y Bac Bcero 20 munyt!!!

Kakx sice bl 3akonuume nucvmo? Hanmumre napy npeuiosKeHUi, MOABOISAIINX UTOT Ballei
npockOe, coolmmTe, KyJaa BaM ajapecoBarb oTBeT. Jo0aBbTe opMysbl BeXIUBOCTH. [Ipunummire
“Yours faithfully’.

Hy 4T0, BBI TOTOBBI YK€ CECTh U HAMKMCaTh MUCHMO pazmepoM 150+ words? Ecnu na — Torna
3a nemno!
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YNPAXHEHUA

|. HanuwunTte cBOe NMCbMO Ha 3agaHue, npeanoxeHHoe B Ha4vane 3Toro pasagena. CobnopanTe gun-

3aliH U TUMUYHYIO CTPYKTYpPY NucbMa. BepauTe yuyeT BpeMeHM, (hakTU4EeCKU MOTPaYeHHOro Ha Ha-
nucaHve nucbma . BbinonHUB 3agaHune, NocuMTanTe KONIMYECTBO CIIOB

[TOMHMUTE: Ha sk3amene Baiiie mucbMo OyI€T OLEHUBATHCS MO CIACAYIOIIUM ITapaMeTpam:
® OTBEYACT JIU COJCPKAHUE MTUChMa 33aHUIO;

® Kak OPraHM30BaHO NMCHMO M JIOTUYHO JIH OHO;

® HACKOJBKO TOH, CTHJIb IIChbMA U MOI00P CIIOB COOTBETCTBYIOT 33JJaHUIO;

® HACKOJIbKO I'PaMOTHO (IIpaBOIMCAHUE U CTPYKTYpa MPEAJIOKEHNS) Bbl IULIETE.

[I. MpouutanTe npuBeaeHHoe HMXKe NucbMo (Sample letter). HasoBuTe YacT nucbma (opening saluta-

tion, introductory part, body of the letter, conclusion, closing salutation, signature). CpaBHuTe
3TO MUCbMO C HaNnUCaHHbIM BaMu K YnpaxHeHuto 1

To Whom It May Concern:

| am arranging a trip to your area. | am writing to seek accommodation in the Snowy Mountains
for a group of students from Perth.

We expect to be in the Snowy Mountains between June 1 and June 12. There are fourteen people
in our group, five men and seven women, and a married couple. The five men will accept dormi-
tory accommodation, and the women are happy to share rooms, but the married couple would
like a double room. We hope to keep our expenses as low as possible.

Could you please provide me with information regarding recreational services in the area? The
group will bring their own boots for bush-walking, but we are hoping to hire equipment for other
sports, like skiing. Some of our group will want to hire geological picks and other equipment, if
possible. Could you provide this? We also need to know about access to caves and other interest-
ing geological sites in the area.

I am looking forward to receiving information about the Student Hostel services and other facili-
ties.

Yours faithfully, (181 words)
arrange opraHu3oBath; (about) 10roBOpUTHCS
seek accommodation HAWTU MECTO JUIs TIPOKUBAHHS
We expect to arrive... MB&1 ipemnonaraeM npuokIThH ...
accept HPUHATH, COTJIACUTHCS
to share rooms COBMECTHO IPOKMBAThH B OTHOW KOMHATe
married couple CyIpy)Keckas mapa
a double room HOMEp C JABYCHAIbHOW KPOBATHIO
a single room OJTHOMECTHBII HOMEp
a twin-bed room JIBYXMECTHBII HOMEp C IByMsI OTHOMECTHBIMH KPOBATSIMU
hostel 00IIeXKUTHE (TSI BPEMEHHOTO MTPOKUBAHUS 110 HECKOJIBKY YeIo-
BEK B KOMHATe)
dormitory o0OLIeXUTHE IS JJIUTENBHOTO IpokuBaHus (12 Jes. B KOMHaTe)
provide MPEIOCTaBUTh, 00ECIIEYHTh

! V MHOTHX KaHIMIATOB JUIS HAIMCAHKS TIEPBBIX MACEM yXOIHT Oolee uaca. He crout oropuarscs, uepes 2-4
HEeJeNN PEeryJsIpHBIX 3aHATHH Bamle (aKTUIECKOe BpeMs 3aMEeTHO COKpaTHTcA. OTBIT MOKa3BIBAET, UYTO JaXKe MpPH
O0YEHb CKPOMHOM CTapTOBOM YPOBHE AHTIIHMICKOTO S3BIKA, BBIMOJHAA 1O 2—4 MuChMa B HEAENIO, 33 IMapy MeEcCSIeB
KaHIUAATHI CMOTJIM JOCTUTHYTH XOPOIIEr0 YPOBHS B 3TOM acleKTe MOATOTOBKH. PekoMeHIyeM B Hadaje MOATOTOBKH
HE MBITaThCA YKIAAbIBaThCs B 20-MUHYTHBIE PAMKH, @ CTapaTbCsd HAMKUCATh MaKCHUMAJIbHO XOpOIIee MUChMO, Pa3Me-
pom 130-150 crnos.
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recreational services

We hope to keep our

expenses as low as possible.
Please tell me about recreational
services available in the area.
We are hoping to hire

| am looking forward

to receiving information about...

YCJIYTH 110 OpraHu3anuy OTAbIXa

MbI HazieeMcsi COXPaHUTh PACXObl

110 MUHUMYMY .

[Ipomry cooOmuTh MHE 00 UMEIOIIMXCS B BaIlleM paiioHe
yciyrax 1o opraHusari OTAbIXa

Mp&1 HajieeMcsl B3SITh HapOKaT (HAHATH). ..

S ¢ HeTeprieHUEM K1y IOJYYEHHUS

nH(pOpMaIIHH O...

lll. KnroyeBble KOHCTPYKLMU B NUCbMax-npocb6ax He cnoxHbl: | would like to ... MHe Gbl xoTenocs,

Please T[powy... Could you ...? He mornu 6bl BbI? lMpuaymante n HanuwuTe npenroxeHus, uc-
nonb3ysA cnepyioulee:

I would like to arrange a trip to ... / a tour of... 0p2anU306aMb NOE30KY
hire a guide for ... HAHAMb 2U0d ONA...
rent a car for ... apenoosamos Mawiumy Oisl...
arrange accommodation for ... 002060pPUMbBCSL O PA3MEWeHUU
reserve a single room for... 3aOPOHUPOBAMb OOHOMECHIHBIL HOMED HA UMAL...
cancel the reservation AHHYIUPOBAMb OPOHb
book round-trip tickets 3a6ponuposams ouiemvl myod u 06pammo
book one-way tickets 3a0ponuposams Ouiemvl 6 00UH KOHeY
Please arrange ... for ... 002080pUMbCA (OP2AHU308AMY)
let us know of the ... services available in  coobwums nam, umeromes nu ... ycayeu
let us know of your charges Cco0OWUMb HAM 8ALUU PACYCHKUL
reserve a double room for ... 3aOPOHUPOBAMb OBYXMECTHDBIIL HOMED OJIsl...
confirm the reservation for ... noOmMeepoOums OPOHUPOBAHUE HA UMSL...
clarify the terms of payment PA3BACHUMb YCILO8US ONAANbL
specify the discount range VMOUHUMb Pazmepbl CKUOKU
Could you arrange ...?
organize...?
advise us on...?
provide ...?
help us hire...?
specify the dates of departure?

IV. MpouuTaiiTe M NnepeBeanTe NMCbLMO, HAaNUCaAHHOE K CriedyloLemMy 3afaHUI0

An Australian colleague is going to your country for a conference. He/she will spend several days in your
home town, and has written a letter to you asking for advice about things to see and do there. Write a
letter to the colleague suggesting what he/she should see and do while he/she is in your home town.

Dear Dr. Milson,

Thank you for your letter. | was very pleased to hear you will be visiting Jakarta and hope the
following information will help you to enjoy your stay.

First of all, Jakarta is a big and busy city. It is home to the central business district and govern-
ment officials. There are many hotels and restaurants as well as shopping centers, markets and
entertainment places of international quality.

However, | think you would like to see some places that are unique to my country. | know you are
interested in art and history so firstly I suggest you visit Monas, which is the Independence mo-
nument. Secondly, not far from Monas you can find the National Museum which has a large col-
lection of art, textiles and other cultural items.
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Other interesting places are the ‘wayang’ museum, which features our unique shadow-puppet
dramas, and Pasar Ikan (the fish market) where you can see traditional fishing boats.

I hope these suggestions have been helpful. As you have only a short time in Jakarta, you proba-
bly will not be able to do much more sightseeing. If I can help you in any way, please let me
know.

Sincerely, ... (196 words)

V. MpouunTtanTe creaymollee NnMcbMo-o6pasel. Bnuwmnte B nponycku no ogHOMy CIiOBY U3 npeg-
noxeHHbIX. HekoTopble croBa Bbl MOXeTe UCNOMb30BaTb He OOMH pa3. Bam He HyXHO Mcnonb3o-
BaTb BCe CMIOBA U3 CuckKa

An English-speaking friend wants to spend a two-week holiday in your region and has written ask-
ing for information and advice. Write a letter to your friend. In your letter: offer to find somewhere
to stay, give advice about what to do, give information about what clothes to bring.

although and as because  but if since o)
so that that when  where which who thus hence
Dear Soo-in,
I'm delighted (1)... .. you are coming to Valencia next month. I think it would be great (2)
...you could stay wzth me and my family, (3) .. ..send you their best wishes. Other-

wise, If you prefer, | can easily book you a cheap but comfortable hotel near the beach (4) ..
you can be more independent.

There are lots of things to do in my city. If I were you, I'd spend some days on the beach relaxing

(5)............ one or two days sightseeing in the city. There are several interesting museums and art
galleries (6) ............ I'm sure you will enjoy. One place you really should visit is an enormous
aquarium called the Oceanographic park, (7) ............you ll want to spend the whole day. Also,
you ought to go to our excellent theme park, (8) ............ is about an hour away by bus.

You don’t need to bring a lot of clothes (9) ............the weather is normally warm and sunny at this
time of year. However, in the evening it’s a bit cooler, (10) ............ you may need a jersey and a
jacket.

Please let me know exactly (11)............I can meet you at the airport. It’ll be great to see you again
S0 we can get up-to-date with all our news.

Love,

Manolo

Words

delighted 006pa0BaHHBIH ought to JTOTKEH

enormous OTPOMHBIt sightseeing OCMOTP JIOCTOIPUMEYATEIBHOCTEH
independent HE3aBUCHMBIT heme park napK pa3BlieueHUi

otherwise WHaYe, WIH JKe up-to-date OOHOBHTH, OCBEIKHUTh

VI. U3 npuBepeHHbIX HUXe (hparMeHTOB cocTaBbTe NUCbLMO K 3aaaHuto. NMepenuwunTe ero B TeTpagb

Afriend is already attending a TAFE college in Australia. You will be going to Australia next year. Write
and ask him/her about what you should do before you go. Ask him/her about problems he/she has had.

I am planning to come and study in Australia next year as | have applied to the TAFE col-
lege in Adelaide to take the course in Tourism and Hospitality Management. | am writing
to ask you for some information.
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How are you getting on in Melbourne? | hope everything is going well and you are enjoy-
ing your studies.

Dear Denny,

Could you tell me what | have to do to obtain a study visa and how long the process will
take? The college said | also have to take out insurance before I come to Australia. How
do I do this?

I’'m sure that studying in a college overseas has not been without at least some problems
for you. Adjusting to a new culture was probably also difficult. Have you had any particu-
lar problems that I should watch out for? 1'd appreciate any advice you can give.

I would be really grateful if you can give me this information. I would also be obliged if
you can tell me what | should bring with me, for example, clothes, books or anything |
cannot get in Australia.

Many thanks.
apply to ... for 00PaTUTBCS K KOMY-/L. 38 YeM-L.
take the course in ... OPOMTH Kype 110 (npedmemy)
ask smb to do smth MOMPOCUTD KOTO-JI. CIIENIaTh Y4TO-JI.
ask for smth MOTPOCUTH O YEM-J1.
obtain HOJIy4YHTh
overseas 3a pyoexom
adjust to aalTHPOBATHCS K YEMY-JI., HACTPOUTH Ha YTO-II.
watch out for smth 0CTEpPEeraThCs Yero-i.
I would be really grateful if you can... S Oyny OiaromapeH, eCiii BBl CMOXKETE. ..
I would be much obliged if you can... S Oynmy o0si3aH BaM, €CITA BBl CMOXKETE. ..

VIl. CocTaBbTe nnaH NUCbMa K KaXXaomMmy U3 npuBeaeHHbIX HNXe 3agaHun.
CkonbKo ab3aueB Bbl nnaHnpyeTe HanucaTtb n noqemy? Hanuwunre TekcT nucem

You are going to take a short holiday yin Sydney, Australia, and you want to rent an apartment

while you are there. Write to the tourist information office. In your letter: explain what you
need, say when you will need it, and ask for information about prices.

You are going to a short training course at a college at Christchurch, New Zealand. You need
somewhere to live while you are there. Write a letter to the accommodation officer at the col-
lege. In your letter: explain your situation, describe the accommodation you require, say when
you will need it.

Next month you are coming to Britain to study at a university in Scotland. On the way you have
a two-day stopover in London. You need accommodation for one night and you would like to
use this time to see as much as possible of London. You will need to use public transport. As a
student you have a limited budget. Write a letter to the London Travel Information Centre ex-
plaining your situation and asking for advice on accommodation, sight-seeing and transport fa-
cilities in London.

. Your child wants to go on a school excursion to a town about twenty miles away. The children

will sleep overnight at a youth hostel. Write to the Principal of the school and ask for details.
You are concerned about the facilities at the youth hostel, how the children will be supervised,
and whether they will need to bring their own bed linen.
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REASONING

[Tpoananu3upyiitTe 3alaHKe W MPOYUTANTE COBETHI, KAK COCTABHTH MHCbMO, B KOTOPOM BaM
MPEICTOUT 0OOCHOBATH CBOIO MTPOCKOY.

You belong to a group which uses a hall near your home to meet once a month. You have been us-
ing the hall for the last three years. You have just heard that the rent will double next month. Your
group cannot possibly afford such a large increase. Write to the manager of the hall and explain
your problem and ask to leave the rent unchanged.

Hpexq[e, Y€M HAYHECTC ITHMCaTh TCKCT TaKOI'O IIMChMa. ..

- pewume, KoMy ebl 6ydeme nucamb. DTO ITOMOXKET BaM IPAaBUJIbHO HA4aTh U BbIOPATh COOTBET-
CTBYIOLIUI TOH IHCHbMA.

- npudymaiime demanu: 4TO 3TO 3a IpyIIa, KOTopas cobupaercs peryiasipHo? Yem Bbl 3aHHMae-
Tech npu Berpeue? [louemy 3t MeponpusTusi Baxubl? [loueMy Bbl HE MOXKETE TJIATUTH BBICO-
KYyI0 apeHay?

- onpedenumecs, Ye2o ebl do6ueaemecs >THM NMUCHMOM. ChopMyIHpyiTe 3TO IS 3aKITFOYUTENb-
HOM YacCTH MUChMa.

OOparuTech K 33JaHHIO €IIe pa3, YTOObI IPOBEPUTH, BCIO JIN HHPOPMALIUIO, IPEJIaraeMylo B
3aJ]aHuM, BBl KAaKUM-JIN00 00pa30M MCHOJIBb30BAIM MM «OOBITPAII» B MMUCbME, M HACKOJIBKO ITOTHO
U TOYHO BBl [TOHSUJIM ITIOCTABJICHHYIO IIEPE] BaMU 3a1a4y.

A TCIICPDb MIpeAjiaracM MpoYnuTaTrb BApUAHT IMCbMA, HAIIMCAHHOI'O K 3TOMY 3a/1aHUIO.

Dear Mr. Robert Hill,

I am writing on behalf of our TESL Association group who has been using the Small Meeting
Hall in your Center for three years already.

The location of your Center is very convenient as it is close to the Language Institute, where
most of us belong to, and we have been happy to use your nice facilities once a month for our
community educational events. Your personnel know us well, and we never caused any problems
or inconveniences to the Center.

Last Monday when we called to reserve the Hall for our workshop, the receptionist informed us
of the new doubled rate. This was very disappointing news, and we all became very unhappy. |
hope you know that people working in education and voluntarily serving the community cannot
afford to pay a rate which is more than reasonable.

We will appreciate if you can find way to keep the rent unchanged for our Association for at least
next half the year or, as an exception, offer a more reasonable rate.

Thank you for understanding and support. Looking forward to your positive reply.

Sincerely,

Antonina Salivon,

Program Coordinator (191 words)

I am writing on behalf of ... S nuiy ot UMEHH ...

very disappointing news OYEHb HEMPHITHAS HOBOCTD

We are very disappointed to learn that. .. MbI 04eHb PACCTPOMIIKCH, Y3HAB, UTO. ..

afford to pay HUMETh BO3MOXKHOCTb (TT03BOJIUTH Ce0€) OTIaYMBATh

We are unable to (+verb) MBI He B COCTOSTHUM/HE CMOKeM (+ riiarou)

We will appreciate if you can find way to... Msl OyaeMm Npu3HATENBHBI, €CIM BBl Haiinere crocoO,
YTOOHI ...

offer as an exception MPEUIOKUTH B KAUECTBE UCKITIOUCHHUS
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reasonable rates MIpHEMIIEMBIE PACIIEHKH

Thank you for understanding bnaromapum 3a MOHUMAHUE U TOIIEPKKY

and support in this matter. B JTOM JIeJe.

Looking forward to your C HeTeprieHHEM Ky Balllero MOJIOKUTEIBHOTO

positive reply. OTBETA.

Please consider this matter ITportry paccMOTPETh 3TO JIE]I0 KaK MOYKHO

as soon as possible. ObicTpee.

| am sorry for

any inconvenience caused. W3BunuTe 3a mpuurHeHHOE HEyno0cTBo. (Menee ¢GopmanbHO: |

hope | did not cause you any inconvenience.)

YNPAXHEHUA

I. MpouuTanTe 3apaHue AnNs HanucaHusi Nucbma. Huxe NpMBeAeHbl NPUYMHbI, MO KOTOPbIM aBTOP
nMcbMa pewwun oTKa3aTbCA OT yKa3aHHOro y4yeb6Horo Kypca. Yto u3 atoro cnucka Bbl 6bl HE
BKMO4YMNM B cBoe nucbmo? lMouyemy? Bbibepute Ha Baw B3rnsg 5 Hanbonee yBaXuTenbHbIX
npuymH. Hanuwurte nucbmo

You have been studying French for one semester at university, but have decided to change your
language course to English. Write a letter to the Dean of Studies, Professor Andrews, explaining
why you wish to change your course of studies. Ask if it is possible to transfer your fees for the rest
of the year without paying additional costs.

I am planning a career in business, and English is the language of international business.

I have heard that the English course is easier to pass.

French pronunciation is too difficult.

The French course clashes with other courses | am taking.

I have an English-speaking boyfriend/girlfriend so | want to study English.

I have studied English in the past and am confident | could pass, even though I've missed
half the course.

My French lecturer is boring.

I plan to live in an English-speaking country, so learning French is no longer important to
me.

My French class is early in the morning and it's hard for me to get out of bed, so I'm often
late.

1 do not like the French teacher’s pronunciation and the way she manages the class.

| found out that the English course costs much less.

Being able to speak English will help me to understand the Internet which is mostly in Eng-
lish, and I am taking a course on the Internet this semester.

Though I like French very much and would like to continue, my mother is strongly against it.
She thinks English will help me more in my future career, so she insists | change the course.

My best friend is taking the English course, so | would like to switch from the French
course, just to be together with him.
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1. I'IpquTaﬁTe npuBeaeHHoe HMUXXe NMCbMO U cpaBHUTE ero ¢ HanMcaHHbIM BaMu

Dear Professor Andrews,

I am writing to you because | would like to change courses next semester. In the first semester
this year | took French 101, but now I have decided that | would like to change to English 101.

My main reason for wanting to change is that the French course does not fit easily into my timet-
able for the new semester. Every fortnight I will miss two French classes because of clashes with
other papers | am doing.

As | have studied English in the past, | am confident | could pass English 101, even though I will
have missed half of the course.

Another reason that | have decided to change courses is that | am planning a career in interna-
tional business, and English is used more often than French in this part of the world.

I was also wondering if it would be possible to transfer the fees that I have paid for French 101
to English 101.

Thank you very much for considering my request.

Sincerely... (171 words)
fit into MOJXOMTH (IO MECTY WITH pa3Mepy)
timetable pacnucanue
fortnight JIBE HEJICIH
miss MPOIMYCTHTh; CKydYaTh
I am wondering if it would be possible... MHe MHTEPECHO Y3HaTh, BO3MOKHO JIU. ..
transfer HIePEeBECTH
fees oruiata
consider request paccMOTpeTh MPOCHLOyY

lll. 3anonHuTe Nponycku npeanoramu’, rae Heo6xoaUMo

1. It is extremely valuable .......... us to know ........... your terms. 2. I look forward ..........
hearing .......... you. 3. I'm writing to thank you very much .......... the nice post card that you sent
on my birthday. 4. My best regards .......... your wife and family. 5. We hope to arrive .......... our
new home in January .......... next year and we are looking .......... a house .......... your area.
6. We will be happy to provide you .......... more information .......... Andrew, and we are looking
.................... receiving information .......... your school. 7. I am writing to seek accommoda-
tion .......... Vladivostok .......... a group of Japanese War veterans. 8. Please tell me .......... re-
creational services available .......... your area. 9. I am looking .......... .......... receiving infor-
mation ........... the terms of payment. 10. I am writing to ask you .......... some information as |
am planning to come and study .......... Australia .......... next year. 11. I have applied ..........
the TAFE College in Adelaide to take the course .......... Tourism and Hospitality Management.
12. ’m sure that studying .......... a college .......... overseas has not been without at least some
problems for you. Adjusting .......... a new culture was probably also difficult. 13. Have you had
any particular problems that I should watch .......... .......... ? 14. 1 am writing .......... behalf
.......... our TESL Association group who has been using the Small Meeting Hall .......... your
Center .......... three years already. 15. The location .......... your Center is very convenient as it is

! HenpaBuibHoe WMCIIOIB30BaHKE MPETOTOB — PAacIPOCTPAHEHHAs OUIMOKA M3YJAIOUINX AHTIHICKHH S3BIK,
MOCKOJIBKY OYE€Hb 4aCTO Mbl PYKOBOJICTBYEMCS IIPEIIOTaMH POJTHOTO SI3bIKa M MEPEBOUM HX OYyKBAJIbHO, YTO OKa3 bl-
BaeTcs omMO0YHbIM. [IoaTOMY ynpakHeHHs Ha HCIIOJIb30BaHHE TPEUIOrOB CIEAyeT JeiaTh 0COOCHHO BHUMATEILHO
1 00s13aTeIBHO CBEPSTHCS C KIIIOYOM (C....)
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close .......... the Language Institute, where most of us belong ........... 16. .......... last Monday

when we called to reserve the Hall .......... our workshop, the receptionists informed us .......... the
new doubled rate. 17. Thank you very much .......... your invitation to attend the party ..........
new students .......... the 29" of January. 18. I will appreciate .......... your understanding ..........
my circumstances and any help .......... this matter. I am looking .......... .......... your reply

.......... mail, e-mail or telephone.

IV. U3 npuBepeHHbIX HUXe pparMeHTOB coCTaBbTe MUCBLMO K crneaywuiemMmy 3agaHuio. MNepenuwnre
ero B TeTpagb

You have been accepted at Moreton College, a residential college at your new university. You are
expected to arrive on 25 February to attend the college orientation session, but you will not be able
to arrive by the date. Write to the Principal of the College explaining why you will be delayed, ex-
pressing your concern about missing the orientation session, and asking what you should do.

As you know, | am expected to arrive by 25 February to attend the college orientation ses-
sion.

| will appreciate your understanding of my circumstances and any help in this matter.

Sincerely yours, ...

Dear Principal,

| understand that this session is very important for my future student life, and will help me
to learn much about the college facilities, faculties and traditions.

| am a first-year student enrolled in the bookkeeping course.

Thank you in advance.

Please consider my request for a week leave.

Unfortunately, I have to miss the session because my brother’s wedding was scheduled for
23 February.

I am writing to inform you that | will not be able to arrive by the announced date, and hope
you will advise me what to do in my situation.

| hope you understand that this is a big family event which | must not miss.

| am looking forward to your reply by mail, e-mail or telephone.

V. Hunxe npuBoauTCA 3K3aMeHauUWOHHOEe 3ajaHWe M BapuaHT OTBeTa, MONy4YuBLUEro Ha 3K3aMeHe
“BAND 7 score”. NNpounTtanTe KOMMEHTapPMKN IK3aMeHaTopa K 3TOMYy NMCbMY U NOCTapanTechb, yuTH
ero 3amMeyaHusi, HanucaTb CBOe NMUCbMO, NPeANI0KUB COGCTBEHHbIN BapuaHT ‘reasoning’

You live near an airport. You are unhappy about a plan to make your local airport bigger and in-
crease the number of flights. Write a letter to your local newspaper. In your letter explain where
you live, describe the problem, and give reasons why you do not want this development.

Dear Sir/Madam,

| am writing with regard to the article in your newspaper dated 7" September. My house is situ-
ated within 20 minutes walk of the airport. Please allow me to point out the problems which have
caused serious damage on the residential area. | am fully sure that the problems must be aggra-
vated if the plan is carried out to expand the airport and increase the number of flights.
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First of all, the low-flying airplanes are utterly distractive. They make such a big noise that I
cannot concentrate on housework at all. What is worse, I am woken up by the late hour flights at
midnight; | was diagnosed as insomnia the other day. | should call this situation noise pollution.

Secondly, | am afraid that the expansion of the airport may reduce the plot of land for the play-
ground which is under construction near the airport at the moment.

To sum up, | strongly disagree with the plan. I would appreciate if you could possibly write the
article about the problems and disagreement as | said above.

Yours faithfully, ... (182 words)

Examiner’'s comments: The response to the task is fluent, although there is room for expansion and clari-
fication of some aspects of the text. The message is well-organized and can be
followed throughout, with the writer making good use of ‘signpost’ words. There
are some problems with the word choice and with word formation (e.g. ‘big noise’,
‘distractive’), but the range of sentence structure is varied and well-controlled for
accuracy.

VI. HanuwuTte nucbma K cnegyowmMm 3agaHusam

1. You find that your study load is too heavy. Write a letter to your college teacher explaining
why you need to withdraw from two courses. Ask if it is possible to obtain a refund.

2. You have a full-time job and are also doing a part-time evening course. You now find that
you cannot continue the course. Write a letter to the course tutor. In your letter describe the
situation, explain why you cannot continue at this time and say what action you would like to
take.

3. It has recently been announced that a new restaurant may be built in your building. You op-
pose this plan. Write to the Project Director on behalf of the residents and give the specific
reasons and details to support your position. In your letter, also suggest some options.

4. You live in a flat and you have a tenancy agreement, which states that you must give three
months’ notice when you wish to leave. You have paid a deposit of two months’ rent. Now a
member of your family has a problem and you need to give up your flat and return home as
soon as possible. Write a letter to your landlady. Explain your circumstances, tell her what you
intend to do and ask her for specific consideration.
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| AM WRITING TO APOLOGISE

B peasibHO# JXHM3HH HEPEIKO CIIYYaeTCs, YTO BbI HE MOYKETE NMPHUHATH IMPUCIAHHOE BaM MPH-
TJIANICHUE WM BBIHYXKIACHBI COOOIIUTH, YTO HE CMOXKETE BBIMIOJHUTH TO, YTO paHee obemanu. [1o-
NOOHBIE CHUTYallUd MOTYT OBITh MPECTABICHBI B BUJE dK3aMeHaroHHoro 3ananus IELTS, nanpu-
Mep:

The course director of your previous college has invited you to attend a party for new students, and
he has also asked you to give a talk about studying overseas. You have an important examination on
the same day so you cannot attend the party.

Write a letter to the director. Apologize and explain why you cannot attend. Suggest another date
when you could give your talk.

UYroObl yCIEeNIHO HamucaTh MACHMO Ha 3K3aMEHEe, BaM HEOOXOIAMMO MPOAHAIN3HPOBATH Clie-
Tyromiee:

Kaxosa cumyayua? - You have been invited to go to a party and give a talk, but you cannot
go to the party.

Komy 6wt 6yoeme nucams? - The letter is to the course director of your old college. Although
you know him it is unlikely that you know him very well. The style of the letter should in this in-
stance be formal or semi-formal.

Kaxoea uenv eamezo nucema? - Apologize (for not being able to attend), explain (why you
cannot attend) and suggest (another date).

Hinxe AaHbl UJACH JIA HAlTMCAHHWA ITMCbMa K MPHUBCACHHOMY BBIIIC 3aaHUTO. HOIIYMaf/'ITC, 4qTo
BBI OBI BKJIFOUHJIH B CBOE II1MCbMO, a 4TO, Ha Balll B3I'JIA 1, 6y,I[€T HCYMCCTHbBIM:

______ Thank the director for the invitation
Say that you saw some college friends last week
____ Explain why the exam is important
Talk about your new college
____ Explain why the date of the exam cannot be changed
_____ Talk about your family
____ Ask how everyone is at the old college
___Ask for some details of the party
___Say that you hope the party is a success
Say you cannot come to the party and apologize for this
_____ Explain what you would say in your talk about studying overseas
___ Suggest the meeting be postponed
___ Describe how proud you are for being chosen to give the talk like this
____Say when you will be able to come
___ Suggest one of your former fellow-students be invited to replace you
Tell the director how to contact you
___ Say that you are too busy to waste your time on the projects like this
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Hpez[naraeM BaM BapHaHT IIMCbMa Ha 3a1dHUC, JTAHHOC BbIIIIC.

Dear Mr. Arnold,

Thank you very much for your invitation to attend the party for new students on the 29™ of Jan-
uary. Thank you also for thinking of me to give a talk. However, unfortunately | am unable to
attend the party.

I am afraid that on the following day | have my first semester economics exam. This is a compli-
cated subject and a good mark is essential for me, so | have to spend the day before studying. |
asked my lecturer if it would be possible to take the examination on another date, but this is not
permitted.

I would be very happy to give the talk on another date. | am available on the 1% and 2™ of Feb-
ruary. If one of these dates is convenient for you, please let me know. | can be contacted at the
address above by e-mail or telephone.

I hope that everyone at the college is well, and | hope that your party is a great success.
I look forward to hearing from you.
Yours sincerely, ...

(175 words)
above BBIILICYTIOMSTHY ThIi
attend [TOCETUTH, MOCEIATh
complicated CIIOYHBIN, YCIIOKHCHHBIN
essential OYEHb BaXKHBIN
lecturer nperoaBareis (By3a)
permit paspeliarhb
be a great success MUMETh OOJIBIION yCIex
subject npeMeT
Tunuuneie cioBa U ¢pas3sl 11l BHIPAKEHUST U3BUHEHUS
Unfortunately, ...K HECUACTEIO; K COKAJIEHUIO
| am terribly sorry, but... 51 oyeHb cokaler, Ho. ..
I am very sorry to tell you that... C coxanenueM coo0Iaro, uro. ..
I am awfully sorry for the inconvenience caused. 51 oYeHb cokalIero 3a MPUYMHEHHOE HEY00CTRO.
I am (was) unable to... st He cMory (He cMor). ..
| am afraid that | will not be able to (+v) Borock, 4To 51 HEe cMory (+ YTO-JI. C/IeNaTh)
Due to this, I have to... [To 3Toii MpUYUHE MHE IPUXOTUTCA. . .
I must apologize about (not) _ ing... S nommkeH U3BMHUATHCS 32 TO, 4TO (HE). ..
Please accept my sincere apology for... [Tporry NpUHITH MOU HCKPEHHUE W3BHHEHUS 34 ...
| promise never to do this again. 51 obemiaro HUKOTIA HE JIeNIaTh ATOTO BIIPEIb.
Please advise me what | can do to settle this matter. ITpotiry MOCOBETOBATH, YUTO 51 MOTY CEJIaTh, YTOOBI

yJIaauTb 3TO ACIO.

YNPAXHEHUA

I I'IpquTaﬁTe U nepeBeauTe NnMCbmMmo, HaNnMcCaHHoe K cnegyrwuwemMy 3agaHuro

You are due to start a new job next week but you will not be able to because you have some prob-
lems. Write a letter to your new employer. In you letter explain your situation, describe your prob-
lem and tell him/her when you think you can start.
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Dear Ms Barnes,

I am writing concerning the position of Assistant Office manager that I am due to begin next Mon-
day. However a problem has arisen.

As you know, I currently work for my uncle’s food-packing business, and you will remember from my
interview that | have gained valuable experience there. Unfortunately, he has had to go into hospital
for an operation, leaving my aunt in charge of both the home and the business. She has asked me, as
this is a particularly busy time of year, to stay on and help her with the running of the office.

I realize this will be inconvenient to you, but very much hope that, given the circumstances, you
would be prepared to allow me to take up my position with you two weeks later than planned.

I would like to emphasise that | remain very keen to work with you, and that | will be gaining fur-
ther useful experience during this time.

I look forward to hearing from you.
Yours sincerely,

concerning KacaTeJbHO, B OTHOIICHUH

position JIOJIKHOCTh

However, a problem has arisen. OnHako BO3HHKIIA PoOIIeMa.

gain experience HIPUOOPECTH OIIBIT

valuable LICHHBIN

be in charge of PYKOBOJIUTD, HECTH OTBETCTBEHHOCTH (3a)
both ... and... KaK ..., TaK ¥ ...

particularly 0COOEHHO

run an office YIPABJIATH OPHCOM

circumstances o0cTosITeNIbCTBA

emphasise HOYCPKHYTh, CICTAaTh aKLCHT (Ha)
remain 0CTaBaThCs

keen 3aHHTEPECOBAHHBIN

Il. CocTaBbTe NUCLMO U3 NpUBeAEHHbIX HUXe (hparMeHTOB

As the kitchen is still not finished, | have decided to call in a professional builder who will finish the
work in the next day or two.

I am very shocked to get you letter saying that the noise from my flat has been spoiling your evenings
and causes you some distress, | am really, really sorry about that.

He will work only during daytime hours, so you won’t be disturbed in the evening again, I promise.
I had not idea that you would be able to hear so much, so | hope you will accept my apologies.
Sorry to have caused these problems.

As you may have guessed, | am trying to refit my kitchen in the evenings when I get home from work.
Unfortunately, it is all taking longer than expected and | have been having problems with getting
things to fit properly. This has meant a lot of banging and hammering.

. I'IpquTaﬁTe NMMCbMO K NpnBegeHHOMY HMXe 3agaHuio. HasoBute rpaMmmaTnyeckKkoe BpemMsa KaxKgo-
ro BbigesyieHHoro ckasyemoro un 06 bSCHUTE ero Ucnosib3oBaHue

You borrowed some books from your school or college library. Unfortunately, you have to go away
to visit a sick relative and are not able to return the books in time. Write a letter to the library. Ex-
plain what has happened and tell them what you want to do about it.
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Dear Sir or Madam,

I am writing this letter to explain why | have been unable to return the three books I have out on
three-day loan, which are now overdue. After taking the books out on 16" March, I had an urgent
phone call from my elderly aunt’s neighbour to say that my aunt had had a fall and had been taken
into hospital. I am her only surviving relative in this country, so | felt | had to go and see her imme-
diately. I travelled down to Surrey the following morning, thinking I would stay for only two or
three days. Unfortunately, my aunt’s condition has only improved very slowly, so | have had to stay
here longer than expected. However, the hospital says that if all goes well, she should be able to go
home in two or three day’s time, in which case I will be back at the beginning of next week.

Bearing in mind the circumstances, | trust you will kindly waive any fines that may have accu-
mulated.

Yours sincerely, ...

Be unable (to) OBITh HE B COCTOSIHUH, HE CYMETh
overdue MPOCPOYCHHBIN

bearing in mind the circumstances Oeps BO BHUIMaHHE 00CTOSITENbCTBA
kindly TM00e3HO

waive a fine OTMEHHTH mTpad

IV. HanuwunTe nucbma K cnegyrowuMm 3agaHUAaAM

1. For the past year, you have been a member of a local club. Now you want to discontinue
your membership. Write a letter to the club secretary. In your letter state, what type of mem-
bership you have and how you have paid for this; give details of how you have benefited from

the club and explain why you want to leave.

2. For the past six months, you have provided voluntary help at a local school for 5-7-year-
olds. Unfortunately, you can no longer do this work. Write a letter to the principal of the

school. In your letter explain what you have been doing at the school; give reasons why you
can no longer do the work and apologise for any problems this may cause.
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APPLYING FOR A JOB

ITOCKOJIBKY TPEIIIONAracTCs], YTO KaHIUIaT Ha UMMHTPAIHI0 HWIH paboTy 3a pyOex oM I0JI-
’KEH yMETh IMHCaTh MMUChbMa IO TPYAOYCTPOMCTBY, TaKWe 3aJaHHs BCTPEYAIOTCS M HA DK3aMEHE
IELTS. Crpykrypa u comepkanue muchbma-3assienus (Application for employment; Cover letter)

Ha BAKAHTHYIO JOJKHOCTb CTaHAAPTHBI:

1. B nuceMe-3asBiIcHUA (Ha3BaHI/Ie JOJDKHOCTH JOJI2KHO OBITE YKa3aHO TO‘{HO) COIINTUTECHh Ha
HCTOYHUK HH(l)OpMaI_[I/II/I, I'1€ Bbl BUACIIN 3TO OOBSBIICHHUC WU OTKYZJa y3HAJIXM O BAKAHCHH.

in The Russian Financial News of July 1

I am responding to your advertisement in for S munry B OTBET Ha Ballie OOBSBJICHUE B ... O BaKaH-
the position of... CHH Ha JIOJDKHOCTb. . .
I would like to apply for the ... position advertised 51 OBl XOTeN MPEeTeHIOBAaTh HA JOJKHOCTD ..., O Ba-

KaHCHH Ha KOTOPYIO OBUTO O0BABICHO B «Pycckux (uHaH-
€o8bIX HosocmAxy OT 1 HioNs

I am writing in response to your announcement of
12 April 2003 concerning the receptionist position with
your company.

S numry B OTBET Ha Baile OOBABICHHE O BAKAHCHH Ha
JIOJDKHOCTB CEKpeTapsl Ballei KOMITAHUH

With reference to your ad in the 'Guardian' of
January 5th, | would like to apply for the position of
accountant

B otBer Ha Bamre o0bsaBienne B «Guardian» or 5 anu-
Bap4, A OBI XOTeIl II04aTh Ha JOJDKHOCTh 6yxranTepa

2. KpaTko onummure Baily KBaJIM(PUKAIUIO U OIBIT.

I have had five-year experience in every as-
pect of the real estate market.

YV MeHs 0Tk JIET ONbITa B Pa3HbIX ACIICKTaX
npoagaxu HCABUKUMOCTH.

| offer more than ten years of practical expe-
rience in the retail sales/wholesales

Sl mpennarato cBoi OoJiee 4eM J1eCATUIICTHUM
MPAaKTUYECKHIA OTIBIT B PO3ZHUYHOM/ONTOBOM
pojIaxe

As you will see in my enclosed resume, | have
four-year experience in management.

Kax BEI BHAWUTEC U3 MOCTO PE3IOME, IIpUIaracMo-
o 371€Chb K€, Yy MCHA bounee 4 ner IMPAaKTUYCCKOI'o
OITbITa B MCHCIXKMCHTC.

In the course of my present job, | have been
responsible for the planning and organization
of...

Ha cBoeil HpIHenHEH paboTe s OTBevaro 3a IJja-
HUPOBAHUE U OPTAHU3ALHIO. ..

My duties have included some secretarial
work as well as office management.

Mou 00s13aHHOCTH BKJIIOUAIOT HEKOTOPbIE
(GyHKIIUM cekpeTapsl, a Takxke oduc-MeHe Kepa.

I was employed as a cashier with ...Bank

S b1 IPUHAT HA PabOTy B KayecTBE Kaccupa B
... baHK

During my apprenticeship, | gained practical
skills in all aspects of auto repairs

Bo Bpemst Moeli pOr3BOACTBEHHON CTaXKUPOBKHU
s IPHOOpPEN MpaKTUYECKHEe HAaBBIKU BO BCEX ac-
MEKTax aBTOPEMOHTA

I am used to working under pressure
/ working to a deadline
/ working as part of a team

S npuBbIK paboTaTh B HAMIPSHKEHHOM PEKUME
/ BBITIOJTHATH pabOTy COTJIACHO CPOKY
/ pabOTaTh B KOJUICKTHBE

I also have some knowledge of accountancy,
and logistics

VY MeHs Takke eCThb HEKOTOPBIE 3HAHUS B 00Jac-
TH OYXTalITEPCKOTO y4eTa U JOTUCTUKHI
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3. OOwsicHHTE, TOYEMY BBl XOTUTE IMOJYYUTh 3Ty padboTy. COoCTaBICHHOE BaMH 3asBICHUE
JOJDKHO IPOU3BOJIUTDH BIIEYATIIEHUE YBEPEHHOCTH U 3aMHTEPECOBAHHOCTH; IIPOSIBUTE CBOKO BBICO-
KYIO MOTHBALUIO 3aHATh BAKAHTHYIO JIOJDKHOCTh M BHECTH CBOM BKJIaJ B YCIIEX KOMIIAHUH.

I believe the post you offer will give me the oppor-
tunity to...

S HazeroCh, YTO TOIHKHOCTD, KOTOPYIO BBI IIpeuIarae-
T€, TaCT MHE BO3MOJXKHOCTb. ..

| feel that my present position offers little prospect
of advancement.

MHe KaxeTcs, HbIHCHIHAS paboTa JaeT MHE Majo
HEPCICKTHB MPO(ECCHOHATEHOIO POCTa.

I am especially keen to work in an organisation
such as yours which has a ...reputation for...

MHe oueHb xoueTcs pa60TaTL B Takou OpraHnusanuu,
KaK Ballla, KOTopasd UMCCT ...pCHyTaluIo. ..

I am computer literate, numerate and possess
good communication skills, so 1 am confident | can
make a good asset to your team

51 3HAI0 KOMIIBIOTEP, YMCHHIO paboTaTh ¢ NUppaMu u
00Jaar0 XOpOIIMMH HAaBBIKAMU OOIICHUS, IMOITOMY S
YBEpEH, UTO CMOTy CJAEJIaThb XOpPOIIMHA BKJIaJl B aKTUB Ba-
e KOMaH bl

I am interested in an accounting manager position
within your company where my abilities and qualifica-
tions can be fully applied for your company’s benefits.

51 3anHTEpEeCcOBaH B MOIYYSHHUHU JIOJDKHOCTH CTAPLIEro
Oyxranrepa, Tje MOU CIIOCOOHOCTH W KBaJH(PHUKAIIUU MO-
I'yT OBITh B IOJHOI Mepe HCIIOIb30BaHbI HA II0JIb3Y BaIlICH
KOMIIaHHH.

4. YkaxuTe Bally rOTOBHOCTb NPHUEXATb HA MHTCPBLIO IJIA BBIACHCHUA APYTHUX BAXKHBIX IICTaJICI\/JI.

I welcome an opportunity to meet with you
and to discuss my experience and qualifica-
tion.

51 pai BO3MOXKHOCTH BCTPETUTHCS (II03HAKO-
MUTBCS) C BAMU U OOCYIUTh MO OIBIT U KBAJIH-
dbukaun

I look forward to an interview scheduled at
your earliest convenience to learn more about
your corporation and how I could contribute
to its continued success.

51 c HeTeprieHHEM K1y UHTEPBbIO, HA3HAYEHHOIO
B yZ00HOE JIJIs BaC BpeMsi, 4TOOBI OOJIbIIE y3-
HaTh O Ballell KOPIOpaLH U O TOM, KaKoi
BKJIQJl 1 MOT'Y IIPDUBHECTHU B €€ YCTOWUYNBBIN yC-
nex.

I would welcome the opportunity to discuss
my credentials in a personal interview.

Sl 6yny pasx BO3MOXHOCTH 00CYyIUTh MO€ 00pa-
30BaHME U MOCITY)KHOU CITHCOK TP JIMIHOM CO-
OecenoBaHMH.

5. HO6JIaFO,[[apI/ITe COTPpYAHUKA OTHACJIAa KaApOB 3a TPy U BpEMs, IOTPAYCHHOC HA paCCMOT-

PCHHUC BaIlICTO O6paH_[eHI/I$I.

Thank you for your time and consideration.

Crnacu60, 4TO HAIlUTM BpEMS pacCMOTPETh MOE
3asBJICHHE.

Thank you for your time.

Crnacu60, 4TO yAEIUIn MHE BpeMsl.

YNPAXHEHUA

|. MpouuTtanTe M nepeBeauTe NPUMEP 3IK3aMEHALMOHHOro 3aAaHWUs U BbINOJIHEHHOIO K Hemy

nucbma:

You want to apply for the following job. Write a letter describing your previous experience and ex-
plaining why you would be suitable for the job. Advertisement: Waiter/waitress required for eve-
ning work. Some experience necessary. Write to Mr. Moore.

Dear Mr. Moore,

the position of a waiter at your restaurant.

I am writing in reply to your ad published in yesterday’s ‘Sunday Review’. | would like to get
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I know that the chain of your restaurants is well-known, so | will be happy to work there. | hope
I am quite suitable for this job as | have had 5 years of experience in this field. I am attaching
my résumé that shows that I have worked as a waiter for the JB Restaurant and as a bartender
for the Skybar. Please take note that | have had a good professional training (the certificates
available on request). I have references and recommendations available, too.

Moreover, | am continuing my education in restaurant business management. Due to this, |
have to attend classes at daytime, so | can work in the evenings.

If you would like to meet me, please let me know by phone or e-mail.
I am looking forward to hearing from you.

Sincerely, ...
167 words

. Hnxxe npuBogntcs nucbmo-obpalleHre no TpyaoycTporcTey. PaccTaBbTe NpuBeAeHHbIe OTPE3KU

TekcTa no nopsaky. Mepenuwute B TeTpags. KakoBo mMorno 6bITh 3agaHue Kk aTomy nucbmy? Ka-
Kue BbipaXeHusl, Ucnonb3yeMble B obpaslie, MOryT NpuroguTbCcs AN Nepennucku no TpyaoycT-
ponctey?

Introduction

for the post of salesperson

I am writing to apply

advertised in The Australian Newspaper on the 23" of July.

Paragraph 1

I am a hard-working and highly motivated person with a very dynamic approach to my work.

and have been employed in a number of companies (please see the enclosed C.V.)

I am twenty-six years old and have had five years' experience in the area of sales.

where | was commended for my enthusiasm and dedication to my work.

I trained in all aspects of sales and marketing at Griffin College from 1996 to 1998

Paragraph 2

where | have been working for the last two years.

experience and freshness of approach to the area of sales.

I am currently employed in the sales department at Roberts and Browns Booksellers

I believe that | could offer a great deal to your company with the combination of my youth,

However, | feel that it is now time for me to move on and look for a new challenge.

Conclusion

Sidney Salesman

I can be contacted on my home telephone number (5544 6543) any evening after 6 p.m.

Please do not hesitate to contact me should you have any further queries.

Yours faithfully,

a great deal of MHOTO

approach MOJIX0/1

challenge WCTBITAHUE, TPYIHOCTH, BBI3OB (CYILObI)
commend XBaJIUTh

dedicate MTOCBATHUTH (ceOs)

dynamic JTUHAMAYHBIH

hesitate K0J1€0aThCs1, COMHEBATLCS

move on WJITH Jajblie

query BOIIPOC; COMHEHHE

salesperson MPO/IaBell
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[ll. 3anonHuTe nponycku npaBunbHou opmon rnarona. NMpountante u nepeseaute nucbmo (Letter
of application for a position as a language instructor at the CIA University)

In response to your advertisement in the Government Gazette of 22 June, 2003, | (like) 1 to apply

for the position of Japanese Language Instructor at CIA University.

For the past ten years | (teach) 2 Japanese customs and language to executives within a
large non-governmental organization. | (have) 3 a Masters degree in Japanese language and cul-
ture, and a Post-graduate Diploma in Second Language Teaching. As my father (be) 4 a U.S. Navy
officer stationed in Japan for most of my childhood, 1 (be) 5 a fluent speaker of Japanese and (have)

6 a strong understanding of Japanese culture.
It has always been my ambition (use) 7 my linguistic abilities for the service of my country, and

I am sure | would be a committed, discreet and effective employee.

I (enclose) 8 my resume, along with the police clearance form (request) 9

Please (not hesitate) 10 to contact me at (245) 912-3425 if you (require) 11 any

further information or documentation.

I (look) 12 forward to (hear) 13 from you soon.

IV. 3anonHute nponyckKku noaxogAawmmm npegnoramMmm, rge Heobxogumo

1. I hope | am quite suitable __ this job as | have had many years _ experience _____ this
field. 2. The certificates will be available __ request, so please do not hesitate to contact
me. 3. If you would like to meet _ me, please let me know ___ phone or e-mail. 4. | would
like to inquire __ some details concerning __ my future duties and responsibilities. 5. 1 am
writing __ reply __ your advertising ____ 'Daily Telegraph® 12 April 2003 concern-
ing the Vice-President position __ your company. 6. With reference __ your advertisement
___ the'Guardian' ___ January 5th, I would like to apply __ the position __ Executive
director. 7. | offer more than ten years __ practical experience __ marketing and sales
__seafoods. 8. my present job, | have been responsible _ the planning and organi-
zation ___ the production. 9. lamused  working ___ pressure, butaspart _ ateam.
10. I always work __a deadline, because | can manage my time effectively. 11. 1 am familiar
____ therecent developments __ the food-processing industry. 12. |1 am interested __ an
accounting manager position within your company where my abilities and qualifications can be ful-
ly applied  our mutual benefits. 13. I look forward __ scheduling an interview __ your
earliest convenience to learn more__ your corporation and how I could contribute __ its

continued success.
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V. Pacnonoxute oTpbIBKWM NMcbMa no nopsaky. NMepenuwnte nuceMo B TeTpaab. KakoBo morno
ObITb 3apaHue K Hemy?

My English is now fluent, and adequate to meet any social or professional situation, as my
examination results attest.

On completion of my apprenticeship, | left the Meurice to work at La Rotonde, where |
stayed for 15 months.

I am particularly keen to work in Brighton, where | have many good friends.

Having very much enjoyed my time in Brighton, | have decided to look for a job in Brigh-
ton rather than return to La Rotonde.

As you will see from my CV (enclosed), | served a three-year apprenticeship at the hotel
Meurice in Paris.

| was feeling that my career plans were likely to be hampered by my lack of English, so |
left La Rotonde to spend six months studying English in Brighton.

I look forward to hearing from you.

I would like to apply for the position of a cook advertised in this month's issue of ‘The La-
dy'.

I am available for interview at any time.

VI. MpounTtanTte cnenyroulee 3agaHme u NUCbMo K Hemy. Mpuxoaunocb N1 Bam Korga-HMbyab nucaTb
nonobHble nucbma? Kakoe nucbmo Hanucanu 6bl Bbl B Nogo6Hon cutyaunn? Kakue BbipaxeHus,
ucnonb3yemMbie B obpa3ue, MOryT NnpuroauTbCs Arns nepenucku?

Last year you attended an intensive English course at the Darwin College of English. Your new em-

ployer has asked you to provide copies of your reports and assignments as quickly as possible.
Write to the director of the language school and request these documents.

Dear Mr. Abbott,

I am writing to ask for your assistance. | attended a 3-week English course at your college from
6 November, 2000. My full name is Syarif Mustafa and my student number was CZ 352Z. The
course | attended was English for travel and tourism at intermediate level. My class instructors
were Robin Tyson and Alice Maddax.

I am about to start work at Suntours travel company and they have asked me to provide infor-
mation about the English course and any assignments and reports. Unfortunately, | left all cop-
ies of these documents at my friend’s house and cannot contact him at present.

Therefore, | would be very grateful if you could send me copies of the course outline, the three
written assignments and the end of course report as soon as possible. I would be happy to re-
fund any postal charges.

Thank you so much for your help in this matter. | look forward to receiving the copy outlines,

Yours sincerely, ... 163 words

VIIl. MpounTanTe n nepeBeanTe NPpMMEp NMCbMa-pekoMeHaaLMm

TO WHOM IT MAY CONCERN
It is my pleasure to give reference for Mr. Andrew Swan whom | have known for four years.
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Andrew started to work for NEW WAVE Broadcasting Company in September 200..., as a puf-
chasing agent. In this position he conscientiously fulfilled all his responsibilities which included:
search of supplies, equipment and materials requested for the office and individual employees;
making purchasing, arranging the delivery; reporting on expenses, etc.

His outstanding self-organization, ability to work well collaboratively and independently to a
deadline, encouraged Andrew’s supervisor to recommend him for advancement. In January
200..., Andrew got the position of Agent for Advertisement Department, where he had to com-
plete an assortment of tasks and assignments on advertisement sales. That experience gave him
good orientation in the local market of goods and services and helped him to establish good
working relationships with the local business community.

In January 200... Andrew was promoted to the position of General Service Assistant which re-
quired good filing skills, a lot of paperwork and more in-office activities, including keeping in-
ventory records, preparing vouchers for submission, making regular reports on expenditures,
negotiating with contractors for different services and works, drafting agreements, networking
with vendors, suppliers and contractors, etc. Owing to his service, our Company managed to cut
the expenses and save some funds.

Though Andrew was only at the start of his career, he demonstrated good analytical thinking
skills and readiness to make decisions. Andrew was very good at setting goals and working hard
to achieve them, he was one of our key trouble-shooters.

In November 200... Andrew had to resign because he was selected as an exchange student to a
university in Japan.

Andrew possesses all necessary qualities that are needed for a successful collaboration: flexibili-
ty, open-mindness, ability to adapt to new working environment, commitment. He is a good team-
player, has excellent negotiating skills.

I do not hesitate that Andrew can easily make a good asset for any organization.
Sincerely, ... (324 words)

VIIl. B3AB 3a OCHOBY NpeAsioXeHHOe HWXe MUCbMO, HanuWKuTe CBoe COGCTBEHHOe Ha criefyto-
LY Temy:

You are looking for a part-time job. Write a letter to an employment agency. In your letter: intro-
duce yourself, explain what sort of job you would like, and say what experience and skills you have.

Dear Sir / Madam,

I am a Polish national from Warsaw and at present, I am studying for a Master’s degree in Busi-
ness Administration here, at the University of Hobart, where | have been for the last two months.

I am looking for a part-time job and | wonder if you can help me. Probably, | would like an of-
fice job, perhaps working as a secretary, office administrator or typist. I can only work during
the afternoons and at weekends as my university studies occupy most of the day. I would be ready
to start immediately.

As you can see from Curriculum Vitae, | have a degree in Marketing from the University of War-
saw. | am a competent typist and | am computer-literate. In addition, | speak Polish and German
fluently and I have been learning English for the past three years. While | studied for my degree,
| worked as a part-time office manager for an import-export firm in Warsaw. In recent years, |
have also had temporary summer jobs as a hotel receptionists in Kiel, Germany.

| am looking forward to hearing from you,
Yours faithfully,

Aniela Kwasnievski
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IX. MpoaHanuanpynTe npuBeaeHHble HUXKe 3apaHua: What is the situation? Who is the addres-
see? Should it be a formal or semi-formal or personal letter? What is the purpose of writing each of
these letters? HanuwuTte nucbma K kaxxgomy U3 3agaHumn

1. You would like a temporary job working in a summer camp, which runs sports and outdoor
activities for children and young people next summer. Write a letter to the organizers of the
summer camp. In your letter: explain what sort of job you would like to do, describe your perso-
nality, say what experience and skills you possess.

2. You want to study in a new University. Write a letter to your former teacher to ask him/her
to write a reference for you. Tell him who are you, why you choose this major and some details
about the course.

3. You have learned from a friend that a couple she knows is looking for a student to spend the
summer with the family at their summer home. They want the student to take care of their three
children, ages two, four and six. Write to the couple and apply for this job. State your qualifica-
tions and personal qualities.
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REPORTING LOSS OR THEFT

YMeHue Hanucath 3asBJICHUE O IPOMaXKe WIN Kpa)ke BaXKHO HE TOJBKO JJIs YCIIEIIHOM claun
sk3amena |IELTS, HO MOKeT IpUTOUTHCS U B KU3HEHHBIX CUTyalusx. BoT o1uH U3 BapuaHTOB JK-
3aMEHallMOHHOTI'0 33/1aHUs Ha ATY TEMATHKY U HAIIMCAaHHOE K HEMY ITUChMO:

You are studying at a university in the north of England. Your passport has been stolen.

Write to the Central Police Station, giving details of who you are, what happened and asking what
you should do to get a new passport.

Dear Sir/Madam,
I am writing to report the theft of my passport.

I am currently studying economics at Leeds University, and | came to Britain in September last
year. My course here ends in September next year.

I lost my passport at Leeds Bus Station on 9 October. | was about to catch the 10.30 morning bus
to London, and | was having a cup of coffee at the snack bar in the bus station while | waited. The
passport was in the side pocket of my day-pack, which I carried on my shoulder. This must have
been snatched while | was drinking the coffee, although I did not notice it had gone until | left the
snack bar at 10.20.

My passport number is ..., date of issue ....and the date of expiry ...

I would be grateful if you could inform me of what | must do to obtain another passport. | have
some Xerox copies of my lost passport; do | need to provide them? Please let me know of the pro-
cedures and the cost of a new passport.

Yours faithfully, ... (183 words)
currently B HACTOSIIIICE BpeMs

date of issue Jarta Bblnauu (macmopra)

day-pack CYMKa-pIOK3a40K

expiry OKOHYaHHE CPOKa JCHCTBUS

I was about to do smth S cobupascs umo-i. coenams

snack bar 3aKyCOUYHast

snatch XBaTaTh

Please let me know of the procedures Iportry cooOmUTh MHE O TIPOIEAYPE MOTYICHHS

and the cost of a new passport. M CTOMMOCTH HOBOTO MACIOpTAa.

JIns 3asBJIEHUN O Kpa)ke WK MOTEPE BallMX BEUIEH MOTYT MPUTOAUTHCS CIEAYIONIUE CIIOBA U
BBIPAYKEHHUS:

I am writing to inform you of the loss of... S numy, 4To0BI COOOIIUTHL BAM 0 MOTEPE...
| am writing to report the loss of my ... 51 3agBmsit0 O poIAXke MOETO. ..
steal (stole, stolen) KpacTh
thieve (theft, theft) KpacTh
thief BOp
suspect [1003pEBACMBII
criminal MPECTYITHUK
investigate MPOBECTH PACCIIeIOBAHNE
investigator CIIeI0BATEh
police officer MOJTUIEHCKU I
witness CBUJCTEIH
evidence JI0Ka3aTeNIbCTBa
identify OII03HATh, YAOCTOBEPUTH (JIMYHOCTH )
offence HalajgeHue
reward BO3HATPaKICHHUE
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rob

burglar

issue

I was supposed to
luggage department
cancel
There was a lot of confusion and mix-ups...

OTa MMPpUCTaBKa O3HA4YacCT

rebook

re-arrange

rewrite
My luggage was missing
Due to the above event, | had to...
| expect something to be done
They expected my luggage to be flown
and delivered

| have both rights and intention to request

Please find photocopies of the receipts

enclosed.

I cannot conceal my disappointment about...
...but I still believe that ... is a good and
reliable company.

I hope that the situation can be resolved
with proper and prompt compensation.
claim for compensation

expenses

re-

YNPAXHEHUA

rpabuth

rpaburenn

BBIIATh (JIOKYMEHT)

MPEAIOoJIarajock, 4ro 5 ...

0arakHoe oTaeJIeHHe

OTMEHUTH, aHHYITUPOBATh

Tam ObLIO MHOTO ITyTaHUIIBI

«CIenaTh 4To-J. elle pa3, 3aHOBO»

3aKazaTh (3a0pOHUPOBATE) 3aHOBO

OpraHM30BaTh CIIe Pa3

MIePEIucaTh

Y mens nporman 6arax (Mot 6arax OTCyTCTBOBaN)
N3-3a 3TOTO COOBITHS MHE MIPHUIILIOCH ...

S Hazerock, uTo umo-n. byner cnenano

Onu Hagesnch, 9To Oarax OyneT mepeBe3eH
CaMOJIETOM H JTOCTaBJICH MHE

Y MeHs ecTh M npaBa, 1 HaMepEHUE MOTPeOOBaTh. ..
[Ipunararo KCEpOKOINN Y€KOB

(06 ymutare).

Sl He MOry CKpBITh CBOEH JOCabI 110 TOBOAY ...
Ho Bce xe s Bepro, UToO ...

XOpoIIas ¥ HaZe)KHAsT KOMITaHUSI.

Xouercs HaJIeAThCS, YTO podaeMa OyIeT pelieHa
TIOJTHOM U OBICTPOI KOMIICHCAIUEH (PacXooB).

00paTuTbhCs 32 KOMIIEHCALUEH (HA IOKPbITHE PACX00B)

pacxoabl, 3aTpaThl

I. MpouunTainTe U nepeBeguTe obpasel nucbMa. KakoBo morno 6bITb 3agaHue K HeMy?

Dear Mr. and Mrs. Hooper,

I hope you are all well. The flight home seemed very long but my family all came to meet me at the airport,
which was fantastic. Thank you so much for having me — | enjoyed my time with you very much.

| have a favour to ask. When | got home, | realised that | had left a small black handbag in my bed-
room. You may recall that | bought myself a new bag while | was in Sydney and I'm pretty sure | put the
old one under the bed.

| don't really need the bag but some of the things inside are of sentimental value and | would be
very grateful if you could send them to me. There is a red address book, a small leather wallet with

some photos and a silver necklace. None of the other things are important so please don't worry
about them. Could you please let me know how much the postage is and | will send you the money to

cover the cost.

Looking forward to hearing from you soon. Thank you once again for your help.

Love to all the family,

Maria

cover the cost MOKPBITH 3aTPaThl

favour OJIOJKEHHE

recall BCIIOMHUTH

necklace LEemoyKa

postage TIOYTOBBIE PACXOIBI
sentimental value OYEHB JOPOTH I KOTO-THO0
wallet MOPTMOHE
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Il. PaccTtaBbTe (*)parMeHTbI nucbmMa No nopsAaKky, a noTomM nepenuuinTe NMCbMO B TeTpaab

You have lost your credit card. Write to the manager of your bank. Explain where and how you lost
the card and any other relevant details. Ask the manager to cancel the old card and to send you a
replacement.

I am writing to confirm the loss of my credit card. | telephoned your office earlier today.

| can be contacted at the above address.

Dear Sir or Madam,

I lost my card yesterday at about 10:30 in the evening. The only time | used the card yester-
day was to buy three bottles of wine at the Sharp Price Liquor Store in Oxford Street.

The details of my card are as follows. It is an Apex Silver Card in the name Jorge Luis Ban-
deras. The credit card number is 45.....13. I have had an Apex Card since 2001.

Could you please cancel my card immediately and make the necessary arrangements to issue
me a replacement card?

Thank you for your assistance.

By accident 1 left the card in the shop. When | realized | had done this, | called the shop, but
shop assistant there could not find the card.

Yours faithfully, ...
by accident CITy4aiiHO
cancel AHHYJIUPOBATH
immediately cpasy ke; HeIOCPEICTBEHHO
issue BBIJIaTh (JOKYMEHT); BBIIIYCTUTH (Ta3eTy)
liquor store BUHO-BOJOYHBIN MarasuH
make arrangements HPHUHATH MEPBI, PACTIOPSIAUTHCS (0)
replace 3aMEHUTD Ha JAPYToi

Ill. MocTaBbTe rNaronbl B HY>XHOM rpaMmMmaTuieCcKomM BpemMeHu

Last week you were on a flight to London. Unfortunately, when you left the plane, you left a
bag. You did not remember about the bag until you got to your hotel.

Write a letter to the airline. Explain what has happened, describe the bag and its contents and
say what you would like them to do about it.

Dear Sir,
I (write) in connection with a bag that 1 (leave)
on one of your planes. Last week on Tuesday 4™ May | (come) to London on
flight ABC from New York. My seat number (to be) R5. The plane (arrive)
late at night and | (to be) tired. As a result, when 1 (get)
home, | (remember) that | (leave) the bag on the plane

under the seat in front of me.
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My bag (to be) small and (make) of black leather with a zip

opening the top. Inside the bag, there (to be) a pen, a paperback | (read)
, Some car keys and my diary.

Therefore, would your lost property department please check and see if they (have)
my bag and contact me as soon as possible to let me know whether they (find)

it or not?

You can contact me on my mobile telephone number, which is 01753 853 736. Thanking you in

advance for your help. | look forward to (hear) from you soon.

Yours sincerely, ...
IV. HanuwwuTte nucbma K npuBegeHHbIM HMXe 3agaHuAM

1. You have just spent a weekend staying at the Lilo Hotel in Adelaide. When you get home you
find that you have left a bag at the hotel. Write to the manager and enquire whether the bag has
been found. Give any relevant information about the bag and its contents. Ask the manager to
contact you immediately if the bag is found and tell him/her how the bag can be sent to you.

2. You left a bag of equipment at the gym last night. The gym has closed down for a week, and
you cannot get in. Your bag contains some notes you need urgently, your driving license and
some important letters. Write to the manager to ask how you can reclaim your bag.

3. You stayed with a local family when you participated in a training program in New Zealand.
Due to your health you had to leave New Zealand in a hurry. Back at home you find that you
left your laptop computer with the family. Write a letter to the family, thanking them for their
hospitality. Describe your computer and where it is and ask the host to send it back to you.

4. You have insured your possessions before starting a journey. Unfortunately, you lost one of
them during the trip. Write a letter to the insurance company to tell them when and where you
lost it and the worth of the possession and ask for claim.

5. Your mother sent you a packet, but you have not received it after two months. Write a letter
to the director of the post office to check it. Tell him/her the sending time, the receiver address
and what is in the packet.
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COMPLAINTS AND CLAIMS

IIucema c IMPETCH3UAMU U )Kajo0aMu MMEIOT CBOM OCOOEHHOCTH IO A0CTAaTO4YHO KCCTKOMY

TOHY U IOA0O0PY JEKCHKH, HAIIpUMep:

Dear Mr. Smith,

I am writing to complain about the terri-
ble meal my husband and | were offered at
your restaurant last night.

As it was Valentine's Day, my husband
wanted to arrange a very special meal for us.
Your restaurant was recommended in the
tourist guide to Newtown, so we were confi-
dent of a lovely evening. When we arrived,
your waitress gave us an extremely unfriendly
reception and made us wait without any ex-
planation for thirty minutes. When we were
finally seated, we had to wait another thirty
minutes for our order to be taken. We both
ordered steak - mine was cold and my hus-
band's was burnt. We were extremely disap-
pointed and complained at the time, but the
waitress was very unhelpful and said there
was nothing she could do.

I expect a full refund for the horrible
meal served to me and my husband. | trust
this matter will receive your prompt attention
or | will be forced to report the matter to the
local council.

Sincerely,

169 words

Veaocaemvini 2cocnooun Cmum,

A nuwy eam, ymoobsl NOHCANLOBAMBCI HA YHCACHDIL 00€0,
KOMOpbitl Oblll NPeOSIONCEeH HAM C MYdceM 8 8aulem pec-
mopae 84epa 6e4epom.

IHockonvky suepa Ovin [lenv Ce. Banenmumna, mou mysxic
Xomen ycmpoumbs 051 HAc 0coowlll yoicun. Baw pecmo-
pan 0bil peKOMEeHO08AH 8 UHMOPMAYUOHHOU Opoutiope
ons mypucmos no Helomayny, nosmomy muvl ObLiu yge-
peHbl, umo nposedem geuep 3ameuamenvHo. Kozoa mul
npubbLIY, OYUYUAHMKA NPUHSIA HAC OYeHb Heopyice-
J0OHO U 3acmasuiia Hac xcoams ee 8 meyenue 30 muHym
be3 écakux obvsachenuil. Koeoa, 6 Konye Konyos, Hac no-
caounu, Ham NPUUIOChy sHcoams euje 30 munym, noka y
Hac eo3bMym 3axa3. Mvi oba 3axazanu oupwmerxc. Moii
OKA3aICA XONOOHbIM, a Ougumexc y moe2o myxica 0vi1
noozopenvim. Mul 6vlauU OUeHb paccmpoensl U cpasy e
HOJCANOBANIUCL, HO OM OQUYUAHMKU He ObLIO HUKAKO20
MOAKY, U OHA CKA3AAA, YMO HUYE20 He Modicem Node-
1ame.

Mul ooicudaem nonnoz2o 6o3meujeHuss pacxo008 3a IMom
VHCACHBIU YHCUH, NPeOO0CMABIeHHbINl HaM ¢ Myxcem. A
yeepena, vl OmHecemechb CO GHUMAHUEM K 9MOMY ClLy-
yaio, uHave s Oy0y 6bIHYNHCOCHA COOOWUmsb 00 3MoM 8
Mecmublil cogem.

C ysaoiceHuem, ...

Bort emie HeckoIbKO TUMHYHBIX (pa3, KOTOPbIE MOTYT OBITH UCIIOJIB30BAHBI B Kajio0ax u mpe-
TEH3USAX:

Introduction I am writing to complain about the terrible...

1 must complain about the horrible...

I am writing with regard /reference to /in connection with ...

I am writing to express my concern about / dissatisfaction with ...

We regret to inform you that we were not at all satisfied with your service.
I would like to draw your attention to ...

1 have received your invoice... but noticed a number of errors there.

... Unfortunately, the reality was very different.

You can imagine my disappointment when I discovered...

You can imagine our feelings when we realized that...

I can only guess how this could happen.

I have tried to contact you by phone but could not get anyone who knew anything
about this matter.

We enclose a report on the damage...
I contacted your representative, but unfortunately without any success.

Body
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You claim The best solution would be for me to return the wrong items to you.
Your suggestions We must insist on proper compensation.

Therefore | request my money be refunded.
Therefore | look forward to hearing your comments.
I expect an explanation for this poor quality of your service.

YNPAXHEHUA

I. Hnxe paHbl hparmeHTbl NMCbMa, HaNUCAHHOIO K yKazaHHoM cuTyauun. CoctaBbTe N3 HUX MUCBMO
M nepenuwunTe ero B CBOIO TeTpaab

You booked a two-week holiday to Sydney with Fly-by-Night Travel. You are not happy with the
holiday — the flight was delayed, the hotel was noisy, and so no. Write to Fly-by-Night Travel to
complain about the holiday giving details about the problems and request some compensation or
refund.

The hotel was not what | would consider three-star. The room was dirty; the beds were
small and uncomfortable.

The breakfast portions were very small, and the hotel refused to provide us with dinner. We
had to spend a further $500 on extra meals. Again, | enclose our restaurant receipts.

We expect to receive your cheque for $630 very soon.

I am writing to complain about the recent holiday in Sydney which was organized by your
company.

On arrival at the airport, there was no one to meet us. We waited for half an hour and then
had no choice except to take a taxi. This cost $30. The receipt is enclosed.

Dear Mr. Jenkins,

My wife and | selected the two-week Women's Weekly tour starting on 29 December. Your
agency claimed we would be picked up at the airport, and that the hotel was three-star
quality. The all-inclusive price we paid included breakfast and dinner and two excursions.

| find it dishonest and unacceptable that your company sold us a tour which in no way re-
sembled the description, and my wife and | expect to be compensated for all our extra ex-
penses.

The receipts which are enclosed total $530. In addition we claim a refund of $100 because
the room was not up to the promised standard.

Yours sincerely, ...

all-inclusive price BCE BKJIFOUCHO B IIEHY pick up 3a0parh Ha MalluHe

choice BBIOOD receipt KBHTaHIUSI 00 oIuiate

delay 3anepkarb(cs); 3amepkka  extra expenses JOTIOJTHUTENLHBIE PACXO/IBI

(dis)honest (ue)uectHO refund BO3Bpar JICHET

enclose npuiarath (K MUCbMY) resemble OBITh ITOXOKUM

no way HUKOUM 00pazom total B UTOTE HACYUTHIBATH (CYMMY)
(un)acceptable (ue)mpuemnemo
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Il. O6BbACHUTE NCNoNb30BaHMe rpamMmmMmaTnyecKnx BpemMmeH B npennoxXeHHOM HUXe 06pa3ue nMUCb-
ma. OTBeTbTe Ha BOMpPOCHLI:

e Does the letter follow the standard structure?
e Has the writer included all the relevant information?

As an international student in Australia, you have an account with a local bank. The monthly bank transfer you re-
ceive from your parents has been delayed this month due to an error at your parents’ bank. Write a letter to your bank.
In your letter: introduce yourself and ask for a loan, say why you need the money and tell how you intend to pay back
the money.

Dear Sir/Madam,

I am an international student from Malaysia studying Business Administration at Sydney University, | have had
my account with you for about two years already, since | arrived in Australia and have always kept this account in
credit. | am writing to you, as | would like to request a temporary loan so that | can meet my expenses this month.

My parents send me a regular bank transfer of $2,000 every month. Until now, | have always received this
monthly bank transfer without any difficulty. Unfortunately, however, there has been an error at the bank branch in
Kuala Lumpur and so my parents have not been able to send me money this month. This will be a problem for me
because | have to pay rent to my landlord of $800 per month which is due next week. | also need money to cover
general living expenses, such as transport to and from college, etc.

| estimate that | will be able to keep my living expenses down to $600 this month in order to save money. |
would therefore like to request a temporary loan of 8400 for a maximum period of one month until my parents’ bank
transfer arrives. Your assistance would be greatly appreciated.

I look forward to hearing from you soon.

Faithfully,
Zainat Ahmad
WORDS

account cuer loan 3aém
branch otaencHue (0aHKa) meet (cover) expenses MOKPBITH PACXOJIBI
due JIOJIKHBIN temporary KpPaTKOCPOYHBII
error ommoka transfer nepeBo/I (ZieHer)
landlord BIIajieJiel] KBAPTUPBI

Ill. MocTaBbTe rNaronbl B HY>XHOM rpaMmMmaTnu4eCKoM BpeMeHMU. I'IepenMUMTe nMACbMO B TeTpaab

Dear Sir or Madam,

| (write) 1 you to complain about the stereo, which I (buy) 2 in your store

last January. After only two days, things (start) 3 to go wrong.

The first problem was the CD drawer, which (open) 4 and (close) 5 too quick-

ly. Each time | nearly (trap) 6 my fingers in it. The next day, | (record) 7 aCD

on to a cassette. Everything (work) 8 , but the sound quality was very poor. On the fol-
lowing day, the CD Pause button (stop) 9 working.
Naturally, 1 (return) 10 the stereo to you for repair. Your assistant (say) 11 I

would have to wait only for a week. After two weeks, the necessary spare parts (not/deliver)

38



12 . Eventually, nine weeks later, I (collect) 13 the stereo. Though the CD

player (work) 14 properly, but there was no improvement in the recording quality.

| am not satisfied with the equipment or with the service that | (receive) 15 . Therefore, 1

(write) 16 to ask for a full refund. I (return) 17 the stereo to your

shop next Monday and | (expect) 18 to receive a cheque for $250.

IV. MpounTtanTe NMCbMO K NpMBeAeHHOMY HuXe 3apgaHuio. NpoaHanuanpynTe ynotpebneHme naccms-
HOro 3anora B npeanoxeHusx. Nepenuwnte NnMCcbMO B TeTpaab, cokpaTme go 150 cnos

You were invited to a foreign country to give some workshops and a seminar. Your original flight
was cancelled. You had to take another flight. On arrival at the airport, you found out that your
luggage had been lost. You applied to the missing luggage department and they promised to find
your bags soon. You got your suitcases only two days later. Write a letter to XXX Air Manager
about the problems and inconveniences that incident caused to you and claim for compensation.

Dear Sir or Madam,

I am writing to claim for compensation for the expenses | had to have due to the poor service of
your company’s luggage department.

I was supposed to fly from Vienna to Melbourne by XXX Air on 20.04.XX, flight NG 162. The
flights were cancelled and there was a lot of confusion and mix-ups before | was rebooked on two
different flights. As a result, I arrived 9 hours later: instead of 22 April, at 20.45. | reached Mel-
bourne on 23 April, at 4.45. But that’s not all. My luggage was missing for more than 30 hours
and | received it only on 24 April, at night.

I am a visiting technical trainer, coming down as a lecturer on an Association’s invitation. Due
to the above event, | had to cancel my first seminar on 23 April that was re-arranged for 24
April, at 11 AM.

When | called the XXX Air luggage department on 23 April, I was informed that they expected
my luggage to be flown here and delivered on 24 April, in the morning. When | rang them again
early in the morning the following day, | was informed that my luggage had not arrived yet, and
expected to be brought and delivered hopefully in the afternoon.

I had no rights or intention to cancel my seminar again. In addition, the weather was really cold,
and | was left in a foreign city in a tracksuit and slippers. | had to buy necessary clothes to pro-
tect myself from the cold and to be dressed properly to meet my colleagues and trainees.

I have bought a minimum of necessities: (jeans $ 94; casual top $ 69.50; shoes $ 100.0).
Please find photocopies of the receipts enclosed.

I cannot conceal my disappointment but | still believe that XXX Air is a good and reliable com-
pany. | hope that the situation can be resolved by proper and prompt compensation.

Yours faithfully, ... (299 words)

V. MpounTanTe NUCbMO K NPUBEAEHHOMY HUXe 3aaaHuilo. Ha ak3ameHe 3a 3To NMCbMO ObIN NocTaB-
neH Band 5. Kak Bbl gymaeTe, no4yemMy OHO ObINO TaK OLleHeHO?

You live in a room at college which you share with another student. However, there are many

problems with this arrangement and you find it very difficult to work. Write a letter to the accom-

modation officer at the college. In the letter describe the situation, explain your problems and

why it is difficult to work/ Say what kind of accommodation you would prefer.
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Dear Sir or Madam,

I am writing to express my dissatisfaction with my room-mate. As you know, we share our
rooms; | cannot study in the room at all any more if I still stay there.

She always has friends visiting and has parties in the room. They often make lots of noise and
switch on the radio very loudly, for me this environment is very difficult to study and I need a
quite room. Even borrows my things without asking, it is very impolite.

| request you can give me another room next term because | have been asked her has parties in
other place many times they still have parties in the room. | really cannot stay in the same room
with her.

I would be grateful if you change me a single room.
Yours faithfully, ... (138 words)

VI. MpounTtanTe N nepeBegUTe KOMMEHTapUN TecTepa Mo oueHKe NUCbMa, NPUBEAEHHOro B ynpaxHe-
Hun vV

Tester's comments: BAND 5. The answer is below the word limit and there is some repetition of the task
rubric. Despite these problems, the introduction to the letter is appropriate and the
purpose of the letter is clear. The points are not always linked together well and punc-
tuation is sometimes faulty. The sentences are kept quite simple and mistakes occur
as soon as complex structures are attempted.

VII. MpountanTte gpyroe NUCbLMO, HaNMCaHHOE K 3afaHuI0 yrpaXHeHUA V, 1 KOMMeHTapum Tectepa K
Hemy

Dear Sir/Madam,

I am writing you to express my dissatisfaction with my roommate and request for another ac-
commodation next term.

My main problem is that I cannot study in my room because my roommate always has friends vi-
siting. He also has parties which usually end early in the morning, several times a week. Fur-
thermore, he often borrows my things without asking me.

I cannot accept this situation any longer. Especially because | have very important exams next
term and | really must study hard. This is why | would be very grateful if I could have another
room next term. It would be most convenient for me not having to share my room with someone
else.

I am looking forward to hearing from you soon.
Your faithfully,
Ivan Sidorov (129 words)

Tester's comment: BAND 7. This answer is also short. Although ideas are often provided in the task rubric,
candidates are at liberty to include some of their own ideas in their answers. In this
case, the candidate has attempted to incorporate some original material. The answer
reads quite fluently, is well organized and there is good use of conjunctions to link
points. There are some grammatical errors but these do not affect the reader greatly
and there is evidence of some more complex sentence structures.

VIil. MpounTainTe NpuMep 3K3amMeHaLMOHHOro OTBeTa MU KOMMEHTapuu TecTepa. Yyacb Ha owwubGkax
APYrux, HanUWUTe CBoe NUCbLMO Ha criefylollee 3agaHue

You are unhappy about a plan to make a local airport bigger and increase the number of flights.
You live near the airport. Write a letter to your local newspaper. In your letter explain where you
live, describe the problem and give reasons why you do not want this development.
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Dear Sir/Madam,

| am writing with regard to the article in your newspaper dated 7™ September. My house is si-
tuated within 20 minutes walk of the airport. Please allow me to point out the problems which
have caused serious damage on the residential area. | am fully sure that the problems must be
aggravated if the plan is carried out to expand the airport and increase the number of flights.

First of all, the low-flying airplanes are utterly distractive. They make such a big noise that |
cannot concentrate on housework at all. What is worse, | am woken up by the late hour flights at
midnight. | was diagnosed as insomnia the other day. | should call this situation noise pollution.

Secondly, | am afraid that the expansion of the airport may reduce the plot of land for the play-
ground which is under construction near the airport at the moment.

To sum up, | strongly disagree with the plan. | would appreciate if you could possibly write the
article about the problems and disagreement as | said above.

Yours faithfully, ...

Tester's comments: BAND 7. The response to this task is fluent, although there is room for expansion and
clarification of some aspects of the task. The message is well-organised and can be
followed throughout, with the writer making good use of ‘signpost’ words. There are
some problems with word choice and with word formation (e.g. ‘big noise’, ‘distrac-
tive’), but the range of sentence structures is varied and well-controlled for accuracy.

IX. CocTaBbTE NMMCbMO-XXanoby U3 npMBeAeHHbIX HUXe chparMeHTOB. 3anuLinTe ero B CBOIO TeTpaab.
KakoBo morno 6bITb 3agaHue K Hemy?

Unfortunately | had a very unpleasant experience and | want to tell you about it.

When | asked them to stop, one of them pushed me hard and I nearly fell over.
Yours faithfully, ...
Please explain to me what you will do to make sure this will not happen again.

They were running very fast and bumping into each other. After a while they began to run
into other people who were going to the pool

| could not find anyone who worked at the swimming pool to help me, so | went home.

When | came into the pool area there was a group of your people playing on the lawn.

| went for a swim at your pool last week.

Dear Manager of Hill Swimming Pool,

X. I'IpoaHanusupyﬁTe cneagywoulee 3agaHue. Us npuBeAgeHHbIX HNXe OTPbIBKOB COCTaBbTe MUCb-
MO. I'IepeanMTe ero B CBOK TeTpaab, gonucas npuemriiemoe Ha4dano u 3aBepLieHune nuCcbma

You have had a bank account for a few years. Recently you received a letter from the bank stating
that your account is $240 overdrawn and that you will be charged $70, which will be taken directly
from your account. You know that this information is incorrect. Write a letter to the bank. Explain
what has happened and say what you would like them to do about it.

| am writing in reply to the letter | received from you a few days ago. In your letter of the 3" of
May, you state that | am $240 overdrawn and that you will be charging me $70. | would like to
point out that the reason | am overdrawn is because of a mistake made by your bank.
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For the last twelve months, I have been paying $300 a month for a car | bought last summer. The
monthly payments were taken directly from my bank account. However, two months ago, | sold
the car and | wrote to you instructing you to stop paying the monthly instalments. However, an-
other $300 instalment has been paid this month, and this is the reason why | am overdrawn.

If you look through your records you will see that | wrote several weeks ago explaining the situa-
tion. | received a letter from you acknowledging my request, but, for some reason, nothing was
done about it.

I would like you to contact the garage where | bought the car and explain your error. | would
also like you to ask them to return the money.

account cuer (B OaHKe)
acknowledge MOATBEPAUTH (TOTyYESHHUE)
because of u3-3a

charge B3UMATh IUIATY

error omuoKka

installment oYepeHas miara
monthly payments exxeMecsiyHas orJiaTa
however OJIHAKO

overdraw (overdrew, overdrawn) nepepacxoa0BaTh
point out yKa3arhb

look through the records HPOCMOTPETH 3aIUCH

Xl. HannwwuTe nucbMa K cneayrowmum 3agaHusm. NMocrapantecb ynoxutbcs B 20-MUHYTHbIA CPOK

1. You and some friends had dinner in a restaurant a few nights ago. The service at the restau-
rant was terrible and the food was bad. You and two friends had severe stomach-aches the fol-
lowing day. The food was also overpriced. Write a letter to the manager of the restaurant and
explain these problems. Give any details that you think are relevant. Ask the manager to do
something about the situation.

2. You are a tourist and have settled into the hotel. Although your room was booked in ad-
vance through a travel agency, you discover that there is no balcony, the entrance is under the
staircase and the window opens on to the road. Write a letter to the travel agency manager ask-
ing her/him for a refund of the cost of the accommodation.

3. Your have bought a cassette player at a shop. You found no problem with the player when
you tried it at the shop. On reaching home, you discovered that the player did not work prop-
erly. You went to the shop and claimed for refund. However, the shop authority refused to do
s0, asking you to forward the claim to the manufacturer directly. Write a letter to the manufac-
turer explaining the situation, and request that the problem be solved.

4. You recently bought a computer from a reputable computer store. The store agreed to deliv-
er the computer and set it up for you at home but when it was delivered, the delivery man
claimed that it was not part of his job. Write a letter to the manager of the store. In your letter
say when you bought the computer and what the price included; express dissatisfaction about
what has occurred and find out what they intend to do about it.

You are not satisfied with the light, seats and the service of the local train. Write a letter to
the authority to explain the situation.
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| WANT TO HAVE THIS DONE

I'pamMMmaTHUecKrie KOHCTPYKIUHU, TPUMEHSIEMbIE MPU MUCHbMEHHBIX 3asBKaxX WJIM MpoOchOax o
BBITIOJTHEHUH KaKUX-JTHOO padoT, OTIMYAOTCS OT TOTO, KAK MBI BBIpAXaeM UX B YCTHOW pEYH.
CpaBnure:

YcrHoe (He hopMalbHOE) BBICKAa3bIBAaHUE [TucemenHoe (0onee popmanpHOE) YKa3aHHe
Please repair the refrigerator. I want (to have) the refrigerator repaired.
| want you to repair the refrigerator. I would like (to have) the refrigerator repaired.
I"d like you to repair the refrigerator as Please arrange (to have) the refrigerator repaired.
soon as possible.

Bor MPpUMEP NMUCbMa C BBIPAXKCHUEM HpOCL6BI BBIINIOJTHUTE PEMOHT CUCTEMBI OTOIIJICHUSA B TOME:

Dear Manager,

I am one of your customers. | rented a house through your agency three years ago. | have always
been happy with the service provided by your company and your attention to the customers’
needs. Unfortunately, my opinion of your agency is going to change.

The problem is as follows. The heating system stopped working ten days ago. | phoned the agency
and requested my system be repaired as soon as possible. One of your clerks promised to send a
plumber last Monday. A week has passed, but the specialist never came.

I am writing to request repairs to our heating system to be done urgently as it is freezing cold in
our house. You know that weather has been extremely chilly these days, so we have to wear a lot
of clothes to survive. As a result, | have got a bad cough, and my dog sneezes.

Please consider my request for the repairs without delay. | hope you will take urgent measures to
fix the heating system as soon as possible.

Sincerely, ...
attention to customers’ needs BHUMaHHUE K HY>KIaM KIIHEHTOB
as soon as possible KakK MOYKHO ObICTpee
bad cough CHITBHEBIHN Kallleb
extremely chilly Ype3BhIYAHO MTPOXJIIaTHBIN
fix PEMOHTHPOBATH
freezing cold 3amep3arh OT X0JI01a
... hever came TaK M HE IIPHUIICI
plumber CaHTEXHHUK
sneeze yuxaTb
survive BBDKHBATh
take measures MPUHSTH MEPBI
urgently HE3aMe/TUTEIbHO, CPOYHO
YNPAXHEHUA
I. MpuaymainTe NpeanoxeHusl, MCNonb3ys crneayloluee:
Please fix the radiator
I want you to replace the flat tire
I’d like you to check the water boiler

deliver the machine to the shop

43




| want to have the stove fixed
I would like to have the microwave repaired
Please arrange to have the heater replaced
the washing machine delivered
the answering machine returned to the shop
desktop
laptop

Il. HanuwuTte NUcbMa K cnegyrOLWMM 3agaHUAM

1. You bought an iron at a local shop yesterday. When you got it home you found out it does
not heat properly, so you cannot use it. Furthermore, the water container leaks. Write a letter to
the shop, and ask for another iron. You would prefer another brand. Explain the reasons.

2. A few days ago you bought a walkman in a duty-free shop which now has got something
wrong. Write a letter to the manager to complain about it and ask him how to solve the problem.
3. Two weeks ago, you bought a radio from a local branch of well-known chain of shops. It did

not work properly. The shop took it back and said they would repair it. You have waited a week
and still it is not ready. Write a letter to the shop complaining. Tell them what has happened and
how you feel. Ask them to repair the radio very soon or supply you with a new radio.
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FOLLOW-UP LETTERS

B KynbType MHOTHX CTpaH MHUpa MPUHSITO MOCIE MPOBEACHHOW BCTPEYH MM COBMECTHOIO
npoekTa nucath nucbma — “follow-up”, uroOsl mobsarogapuTh 3a COTPyAHUYECTBO. BOT mpumep
TaKOro MHUChMA.

Dear Ms. Kathleen Cremona:

I am writing to thank you personally and the personnel of Inlingua School of Languages (Malta)
for the services provided to my group of students in July-August 2001.

The feedback collected from the students is very positive and includes such characteristics as
“wonderful, useful, entertaining....” All this encourages our Agency to develop the co-operation
between Inlingua and DIKA-ties for further summer and off-season programs of language train-
ing and cross-cultural education.

All our staff, who worked to make this group travel happen, appreciates your personal under-
standing of our needs and the time you spent with me. Thank you for the post-card signed by
Inlingua team and the souvenir you sent to my colleagues.

Please forward our warmest words to Gretta (it was very generous of her to spend so much time
considering our problems), to Lidia, Daniela, and all others who did their job very well in order
to make our students happy.

In sending Inlingua School of Languages these words of thanks, | wish for you all continued
health and lots of energy for success in your projects and nice clients (bringing no headaches, but
only good profits).

Sincerely yours,...

(195 words)
encourage BIOXHOBHUTb, MOOYIUTH
feedback OT3bIBbI, 00paTHAs CBS3b
forward nepeaaTh
headache roJioBHas 60JIb
personally JIUYHO
personnel MepCOHA
profit PUOBLITH
off-season CE30H HU3KOT'O CIPOCa, MEXCE30HbE
YNPAXHEHUA

l. MNocTaBbTe (hparmeHTbI MUCbMa MO NOPSALKY

You celebrated your birthday with some friends last week in a restaurant. It was a great success and you and your
friends enjoyed the evening very much. Write a letter to the restaurant to thank them. Mention the food, service and the
atmosphere. Also, suggest any improvements to make things better.

Once again, | would like to thank you for my highly enjoyable birthday dinner.

I am writing to thank you for the great evening that we had.

Yours faithfully

One of my friends is a vegetarian and he felt that the choice for vegetarians was little small.

Our waiter, whose name was James, was fast and friendly and put up well with our bad jokes!

The restaurant itself was warm and friendly and the atmosphere showed that ail the diners there were en-
joying their evening.

I would like though to suggest one improvement.
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All my friends remarked afterwards on the standard of the food and service that we received. All the food
was very tasty and well presented.

Last week on Saturday night, some friends and | had dinner in your restaurant to celebrate my birthday.

Dear Sir,

If you could develop that, it would be a great advantage to your restaurant.

Il. 3anonHUTe NPONYCKM COOTBETCTBYHOLIMNMMU Npeanoramm

You recently visited a tourist attraction and you were very pleased by the help to you by the
staff. Write a letter to the head of the staff at the tourist attraction. In your letter give details of the
circumstances of your visit, describe the help given to you by the staff and say what you want the
head of the staff to do.

Dear Sir or Madam,

I visited your museum ......... last Saturday ......... a couple ......... friends ......... mine,
who do not speak ......... English. They had a small child ......... them ......... a pushchair. I
would like to tell ......... you how enjoyable our visit was because ......... the help given .........
us ..oo..n.. your staff.

When we arrived, there was a long queue ......... the entrance, but a member ......... staff saw
that we had a small child ......... us and took us immediately ......... the front ......... the queue
and ......... the museum. As we went ......... the museum, we asked the members ......... staff var-
ious questions ......... the exhibits, and they explained everything very patiently and ......... a way
that my friends could easily understand. They are clearly experienced ......... this sort ......... situa-
tion and are very well trained.

Our visit was a great success, and this is mainly because ......... your staff. [ would be grateful
if you could thank ......... them ......... our behalf ......... treating us so well and helping to give

......... us a memorable day.
Yours faithfully,...

lll.  Hanuwwute nucbMa K cnegyowmum 3agaHuam. NMpoBeanuTe cTporum y4yeT BpeMeHU, noctapam-
Tecb ynoxutbca B 20 muHyT. MocunTanTe KonM4ecTBO CIOB (BKIHOYasA BCe Npeanorn u apTuknu): nx
[OOIMKHO ObITb He MmeHee 150

1. Asagroup leader you arranged an educational tour to a foreign country for high-school stu-
dents. They all enjoyed the language training and the cross-cultural education, and provided
very positive feed-back. Write a thank-you letter to the managing director of the school.

2. You have had an accident and are in hospital with a broken leg. Your friends visited you bring-
ing books, flowers and fruit. Write a letter to one of your friends thanking him/her for his/her at-
tention. Give details about all that happened to you and comment on the medical treatment
which you received.
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noasoauM UTOIMU

A. BbinonHute TecT AnA NPOoBepPKU, HACKOJTbKO XOpoLWoO Bbl yCBOUITU MaTepuan nocob6us

I. How long should an IELTS letter be?
1. No less than one paragraph.

2. As many pages as you need

3. One page and a half.

4. At least 150 words.

Il. Which is a formal salutation?
1. Dear John,

2. Dear Sir/Madam:

3. Dear Sirs,

4. Hi Mary,

Ill. What is the main text of a letter called?
1. Corpse

2. Heart

3. Body

4. Trunk

IV. You are writing a letter to the head teacher of a school or college, but you don't know
their name. How do you begin your letter?

1. Dear Head Teacher

2. Dear Sir/Madam

3. Dear Sir

4. To Whom It May Concern

V. You have received a letter from the manager of a company, which buys computer com-
ponents from your company, and you are now replying. What do you say?

1. Thank you for your letter,

2. Thanks a lot for your letter,

3. It was great to hear from you.

4. | appreciate your letter

VI. You recently stayed in a hotel and were very unhappy with the service you received.
You are now writing to the manager. What do you say?

1. I had a horrible time at your hotel recently.

2. 1 would like to say that | am unhappy about your hotel.

3. I'would like to complain about the service | received at your hotel recently.

4. Your hotel is horrible and | am writing to say this.

VIl. You have sent a letter of application to a college, together with your curriculum vi-
tae, which the college requested. What do you say in the letter to explain that your curriculum
vitae is attached?

1. You asked for my curriculum vitae, so here it is.

2. As you can see, I've enclosed my curriculum vitae.
3. As you requested, | enclose my curriculum vitae.
4. In the envelope you will find my curriculum vitae.

VIIl. You have applied for a job, but you would like the company to send you more informa-
tion. What do you say?

1. 1 would be grateful if you would send me more information.

2. 1 want you to send me more information.

3. Send me some more information, if you don't mind.

4. Kindly send me more information about your company.
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IX. In a letter you have written to a company, you tell them that you expect them to reply. What
do you say?

1. Write back to me soon, please.

2. Please drop me a line as soon as possible.

3. I look forward to hearing from you soon.

4. You look forward to writing me soon.

X.In a letter you have written, you want the recipient to do something and are thanking
them in advance of their action. What do you say?

1. Thank you for your attention in this matter.

2. Thanks for doing something about it

3. 1 am gratified that you will take appropriate action.
4.1 will thank you if you take some serious measures.

Xl In a letter, you explain that the recipient can contact you if they want more information. What
do you say?

1. Give me a call if you want some more information.

2. If you would like any more information, please do not hesitate to contact me.

3. If you would like any more information, why not get in touch?

4. Please get in touch for more information.

Xll. You began a letter with the recipient's name (e.g., Dear Mr. Perrin). How do you end
the letter?

1. Yours faithfully

2. Yours sincerely
3. Best wishes

4. Respectfully yours

Xll. You did not begin the letter with the recipient's name. How do you end the letter?
1. Yours faithfully

2. Yours sincerely

3. Best wishes

4. Respectfully yours Hauano dpopmsr

XIV. Paragraphs of your business letter. Choose one description below which is NOT correct or
good practice when writing a business letter.

1. State the main business, purpose, or subject matter right away. Let the reader know from the
very first sentence what your letter is about.

Keep the paragraphs short; some may only be a sentence long.

Do not place each topic of the letter in its own paragraph.

Provide topic indicators at the beginning of each paragraph.

hon

XV. Where does a closing go?

1. At the start of you letter.

2. Halfway through your letter.

3. After the salutation.

4. Before your signature and typed name.

XVI. Which would be the best "action ending” for your letter making it what you expect the read-
er to do?

1. 1 hope to hear from you soon.

2. Let me know if I can be of any further assistance.
3. May I expect to hear from you within the week?
4. |1 look forward to your reply.

B. Look at these sentences and decide if they are true or false
1. Formal letters are always longer than informal letters.
2. In a formal letter it is acceptable to use colloquial English, slang and idioms.
3. ina formai letter it is acceptable to use contractions (e.g., I've instead of! have)
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4. In a formal Setter you should include your name and address at the top of the page.

5. ina formal letter, you should always write the date in full (e.g., 1 April 2000 and not 1/4/00).

6. Ina formal letter, you should always put your full name (e.g., James Harcourt and not J. Harcourt)
after your signature at the bottom of the letter.

7. Formal letters do not need to be broken into paragraphs. It is acceptable to write them as one
continuous paragraph.

|. MpouuTanTe 3agaHMe U NUCbMO, HanNnMCaHHOE K HeMy. 3anonHUTe NPONyCKU COOTBETCTBYHOLMMMU
rpammaTuyeckumm chopmamm

You are a film student in Italy, and you would like to make a documentary based on the memoir of Clelia Marchi
as a final year project for one of your courses. Write a letter to the manager of the National Diary Archive, asking for
permission to access Marchi's memoir and to use it for a documentary.
Dear Sir or Madam:

1aM L, mmmmmsmssmee, MY final year of Film Studies ,,,,..,,0000000000000,, the National Academy of Media
AItS. oy, part of my coursework this year, | am required to make,,,..,,.ssm000000005555055005, SNOI
biographical documentary. | read an article ,,,,,,,msmmm0111m00000000,, the National Diary Archives in Pieve San-

to Stefano, and was fascinated by the story of Clelia Marchi. | am very interested ,,,,,ssmmm115519909990001000
making a documentary abOUt the memOir 1199999999999 9999999999999999) She WrOte TIYIIINNNNNNINNINININNNNNNNNNNNNNNNNNNNNYYY her

marriage bed sheets.

srrrrrrrrrsssssnnsssasnanneess 1L D€ POSSIDIE L0000 mmmsmsssimssssssssensss M€ 10 Visit your archives and to film parts
of Clelia Marchi's memoir, and the BUilding ,,,,15115515515555555555515555555555s 1S SOFEA 1151100005015s55s55115555115199309s 2 THE
video footage Would ,,,,,,,,,00smmmmmmmmm0000s, US€d 0NNy for educational purposes, as part of my coursework
for my Diploma in Film Studies. It would not be VIEWE ,,,,,1111mmmmmmmmmmmm,  @NYONE €Xcept my lecturer
and classmates, and we would Not gain ,,,,,,,sm.000eeeees, . COMMercial advantage from the footage

or the resulting documentary.

TO meet TIIIYININININNNNNNNNNNNNYNNNNNNYY reqUirementS Of my Course1 I WOUId need TIIIINIIYINNNNINNNNNINNINNNNNNNNNNNNNNYY have
written permission from the National Diary Archives to film on your premises under the conditions outlined
e » DEfOre the 22 April 2004. 1 would greatly appreciate any help you can give me

11399999999999939993333333939939) thls pro]eCt

| am happy to answer any quUEeSLIONS .,y Provide further information about my

project. My email address is j.roda@nama.ac.uk and my contact number is +03 29 435 679. ...

Il. HanMwuTe nucbmo K NOGOMY M3 NpuBeAeHHbIX HUXe 3agaHun. lNMocTtapanTecb YNOXUTLCA B
20 MMHYT ¥ HanucaTb He MeHee 150 cnoB

a. You recently visited a place that had a strong impact on you. Write a letter to a
friend about the place. In your letter: explain where the place was, describe what you saw
and offer to take your friend there.

b. Last week you went to a musical concert. You were very impressed with the perfor-
mance. Write a letter to a friend about the concert. In your letter, say what the concert was
and why you went, describe the performance, and suggest why he/she should go to the con-
cert.

C. You have a friend who lives in a city abroad. You have decided that you would like to
apply to do a course at one of the colleges in this city. Write to your friend explaining what
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you would like to do. Tell him/her what type of work or studies you have been doing for the
past few years and ask for assistance in contacting appropriate institution.

You are going to study in a college in the UK next year. You would like to stay in the
College Hall of Residence. Write a letter to the college giving your accommodation require-
ments. You should like to outline what you room and food needs are, and also ask what alter-
natives are available if they cannot provide what you want.

You recently took a part-time job working for a local company. After a few weeks,
you realized there were some problems with the job. Write a letter to the manager of the com-
pany. In your letter explain why you took the job, describe the problems that you experienced,
and suggest what could be done about them.

You are going to visit Manchester in the UK for a short training course but you have
not arranged accommodation yet. Write a letter to the accommodation office of your future
college. In your letter: introduce yourself, explain what type of accommodation you are look-
ing for, request information on that type of accommodation.

You have had an accident and are in hospital. Write a letter to your college admini-
stration explaining why you will be absent from class for the next month. Ask for advice about
how to continue your studies during this period.

You recently went shopping at the local supermarket. When you got home and stu-
died your bill, you found out that you had been charged for items you did not purchase. Write
a letter to the supermarket manager explaining what has happened. Tell the manager how
you feel about the error and ask him to do something about it.

Write a report for your college teacher describing an English-language course,
which you have taken. Explain why it is not necessary for you to take further English-
language courses.

You wrote to the Harvey School of English last month asking for a brochure and for
details of how to arrange accommodation. You have received nothing. You have telephoned
but only spoken to the caretaker. Write a letter to the school owners. Explain the situation and
tell them what you want to happen.

You are helping to organize a class reunion (scrpeua seimyckuuxos) for all the stu-
dents from your last year of secondary school. Write to your ex-class mates giving them the
details of the reunion and inviting them to come.

Write a letter to your local radio or TV station commenting on one recent program
you heard or saw. Say which program you are writing about and comment on the quality and
content of the material presented. You may make suggestions about future presentations of
similar programs.

A large tree grows just near your house, producing troubles for you. Write a letter to
local authority explaining this problem. Discuss some possible resolutions and make enquir-
ies about the financial aspect.

You have a neighbor who regularly cooks food on a very smoky outdoor barbecue.
The smoke blows directly into your home. You have complained to your neighbor, but he re-
fuses to clean the barbecue. Write to the local police and explain your problem.

You have bought a packet of breakfast cereal at Gibbon’s Supermarket. When you
opened it at home, it had clearly had gone bad. Write a letter of complaint to the manager of
the supermarket and explain what you want to happen.

You received a message from the newspaper that there is a plan of airport enlarging
which will provide more place and more flights for the local air traffic. You live near the air-
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port and you think it will cause many problems to you. Write to the newspaper to express
what you think of the project.

A company has announced that it wishes to build a large factory near your commu-
nity. As there are many disadvantages of this new influence on your community, write to the
local council and explain why you oppose the factory.

It has recently been announced that a shopping mall may be built in your neighbor-
hood. You support this plan. Write to the local newspaper to share your ideas how to make it
more convenient for the residents.

You have been told that dormitory rooms at your university must be shared by two
students. Would you rather have the university assign a student to share a room with you, or
would you rather choose your own roommate? Write the dormitory manager to share your
views.

Your school has received a gift of money. Write to the Principal and describe what
think is the best way for your school to spend this money.

You are planning to open a restaurant, and the management of a mall has offered
you a shop in the mall. Write a letter to the management of the mall and ask the details of the
shop they have offered.
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K4 C BAPUAHTAMU OTBETOB

Bapuanm nucoema K IK3aAMEHAUUOHHOM) 3a0aHUI0 Ha cmp.

Dear Shane,

I'm really looking forward to your visit here next month, and I hope you’ll have a great time meeting my
friend and family. There are a lot of interesting places | can show you in the area, and there are plenty of
places we can go in the evening to have fun.

I've just realized that it’ll be your birthday while you're over here, won't it? I've been thinking about
what we could do that day. | think it would be a great idea if we went to the Adventure World theme park,
which isn’t far from where I live. I haven’t been there myself, but friends tell me it’s a fantastic place for a
day out.. It’s got some really exciting rides, apparently including one called ‘The Shake-up’, which everyone
talks about when they 've been there.

Let me know what you think. I remember, you like a bit of excitement, and it would easy for us to get
there. Do you fancy it? If so, I can start organizing the trip. If it’s not the sort of thing that appeals to you,
I’ll think of something else. If you have a better suggestion, let me know and I'll try to arrange that.

Love
Helena

Ex. Il, page

Dear Sir or Madam,

I am currently studying English in my own country, but | feel that I am likely to make better progress by
living in Britain this summer and studying at the same time. Therefore, | am writing to request information
about your summer language courses.

I would be grateful if you could tell me the dates, facilities available and how much the courses will
cost. Thank you for your assistance.

I look forward to hearing from you.
Yours faithfully,

A. Brakar

Ex. 4, page

Dear Aunty Lucy,

I’'m writing to thank you very much for the lovely present you gave me for my birthday. A new tennis
racket is just what I wanted and I know I'm going to enjoy playing with it. Maybe it will help me to
improve my game!

In addition to your present, | also got a computerized chess game. When you make a mistake, the
computer speaks to you and actually says: “That was a bad move!” We were all very impressed by
it because it’s very funny. I haven’'t managed to beat the computer yet, but | will keep trying.

| hope you and Uncle Fred are both well and enjoying yourselves in your new house. We are all
looking forward to seeing you in the holidays. Thanks again for the lovely present.

Best wishes,
Bernard
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Ex. V page

1. Dear Sue,
This is to thank you very much for the present you sent me for my birthday. What a lovely
surprise to come home on Monday evening and find your box! And how did you know that I
wanted that CD? | keep playing it all the time.

2. Dear Aunty Valerie,
I was really delighted to get your letter with the invitation to Simon and Sarah’s wedding next

month. You must be very excited about it. We would love to come and we are looking forward to
seeing you all.

3. Dear Mr. Smith,
| saw your advertisement on the notice board in the student common lounge for a room in
your house. | am very interested in the room as | need accommodation for the next three
months, and your street is quite close to my college. | have tried to telephone you but only got

your answer machine. Could you please call me on my mobile phone when you get this letter?
My number is ...

4. Dear Sir or Madam,
I am writing in reply to your advertisement published in The Daily News of 12 April.

6. a recruitment agency (aeenmcmso no mpyooycmpoticmsy) in reply to their ad
7. alocal newspaper about a problem in your area.

Ex. VI page 8
[{e] Lo N < M~ ™ i
Ex.V, page 14
1 - that 2—if 3—who 4 — so/so that/where 5 — and/before
6 — which/that 7 —where 8 —which 9 — as/because/since 10 -so
11 — when 12 — so/so that
Ex. VIl page 13
o N i Ko} <t O M~
Ex. IV page 16
1. Itis extremely valuable for us to know your terms.
2. | look forward to hearing from you.
3. I'm writing to thank you very much for the nice post card
4. My best regards to your wife and family.

5. We hope to arrive at our new home in January__ next year, and we are looking for a house
in your area.

6. We will be happy to provide you with more information about Andrew, and we are looking
forward to receiving information about your school.

7. 1 am writing to seek accommodation in Vladivostok for a group of Japanese War veterans.

8. Please tell me about recreational services available in the area.

9. I am looking forward to receiving information about...

10.1 am writing to ask you for some information as | am planning to come and study in Aus-
tralia next year.
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11.1 have applied to the TAFE college in Adelaide to take the course in Tourism and Hospitali-
ty Management.

12.1’m sure that studying in a college overseas has not been without at least some problems for
you. Adjusting to a new culture was probably also difficult.

13.Have you had any particular problems that | should watch out for?

14.1 am writing on behalf of our TESL Association group who has been using the Small Meet-
ing Hall in your Center for three years already.

15.The location of your Center is very convenient as it is close to the Language Institute, where
most of us belong to.

16.  Last Monday when we called to reserve the Hall for our workshop, the receptionists in-
formed us of the new doubled rate.

17.Thank you very much for your invitation to attend the party for new students on the 29th of
January.

18.1 will appreciate your understanding of my circumstances and any help in this matter. I am
looking forward to your reply by mail, e-mail or telephone.

Ex. Il page 20
< o N — o o~ S ) © ™ ~ d
Ex. Il page 25
o~ — ™ | © | < | ~|w S 1% o | Y| dD NI S 9
Ex. lll page 25
1. would like 6. have (got) 11. require
2. have taught / have been teaching 7. to use 12. am looking forward
3. have got 8. am enclosing 13. hearing
4. was 9. requested
5.am 10. do not hesitate
Ex. IV page 26

1. 1 hope I am quite suitable for this job as | have had many years of experience in this field.

2. The certificates available on request, so please do not hesitate contact me.

3. If you would like to meet me, please let me know by phone or e-mail.

4. 1 would like to inquire about some details concerning my future duties and responsibilities.

5. 1 am writing in reply to your advertising in 'Daily Telegraph' of 12 April concerning the ...
position of your company.

6. With reference to your advertisement in the '‘Guardian’ of January 5th, 1 would like to apply
for the position of ...

7. 1 offer more than ten years of practical experience in marketing and sales of sea foods

8. At my present job, | have been responsible for the planning and organization of the produc-
tion.

9. I'am used to working under pressure, but as part of a team.

10.1 always work to a deadline, because | can manage my time effectively.

11.1 am familiar with the recent developments in the food-processing industry.

12.1 am interested in an accounting manager position within your company where ... for our
mutual benefits.
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13.1 look forward to scheduling an interview at your earliest convenience to learn more about
your corporation and how I could contribute to its continued success.

Ex. V page 26
Te] ™ M~ © N < [ep} — oo}
Ex. | page 30
~ ~ - ™ © 0 © < o
Ex. Ill page
Dear Sir,

| am writing in connection with a bag that I left on one of your planes. Last week on Tuesday 4™
May | came to London on flight ABC from New York. My seat number was R5. The plane arrived late
at night and | was tired. As a result, when | got home, | remembered that | had left the bag on the
plane under the seat in front of me.

My bag is small and made of black leather with a zip opening the top. Inside the bag, there is a
pen, a paperback | was reading, some car keys and my diary.

Therefore would your lost property department please check and see if they have my bag and con-
tact me as soon as possible to let me know whether they have found it or not?

You can contact me on my mobile telephone number, which is 01753 853 736. Thanking you in ad-
vance for your help. I look forward to hearing from you soon.

Yours sincerely,

John Smith
Ex. | page 33
Te} ~ o o~ < — ™ o © S
Ex. Il page 34
1. am writing 7. recorded 13. collected
2. bought 8. was working 14. was working
3. started 9. stopped 15. have received
4. opened 10. returned 16. am writing
5. closed 11. said 17. am returning / will return
6. trapped 12. were not delivered 18. expec
Ex. VIl page 36
o © » o0 Lo M~ <t N —

55




Ex. VIl page 37

Ex. 1 page
Dear Sir or Madam,

| visited your museum last Saturday with a couple of friends of mine, who do not speak Eng-
lish. They had a small child with them in a pushchair. | would like to tell you how enjoyable our
visit was because of the help given to us by your staff.

When we arrived, there was a long queue at the entrance, but a member of staff saw that we
had a small child with us and took us immediately to the front of the queue and into the museum.
As we went round the museum, we asked members of staff various questions about the exhibits,
and they explained everything very patiently and in a way that my friends could easily understand.
They are clearly experienced in this sort of situation and are very well trained.

Our visit was a great success, and this is mainly because of your staff. | would be grateful if you
could thank them on our behalf for treating us so well and helping to give us a memorable day.

Yours faithfully,...

Ex. | page 40

©CoOoO~NOUTA_ WNE
|
WNPAEFRPWNDERE N

Ex. Il page 40

I am in my final year of Film Studies at the National Academy of Media Arts. As part of my coursework
this year, | am required to make a short biographical documentary. | read an article from the National Diary
Archives in Pieve Santo Stefano, and was fascinated by the story of Clelia Marchi. | am very interested in
making a documentary about the memoir that she wrote on her marriage bed sheets.

Is it be possible for me to visit your archives and to film parts of Clelia Marchi's memoir, and the building
it is stored in? The video footage would be used only for educational purposes, as part of my coursework for
my Diploma in Film Studies. It would not be viewed by anyone except my lecturer and classmates, and we
would not gain any commercial advantage from the footage or the resulting documentary.

To meet the requirements of my course, | would need to have written permission from the National Diary
Archives to film on your premises under the conditions outlined, before the 22 April 2004. | would greatly ap-
preciate any help you can give me for this project.

| am happy to answer any questions to provide further information about my project. My email address is
j.roda@nama.ac.uk and my contact number is +03 29 435 679. ...
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