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How to write a
personal letter

Mopo3oBa CBeTtnaHa HukonaeBHa,
yuuTtenb aHrnmuckoro ssbika MOY COLLU c.banTtan
X .\EanTaﬁCKOFO panoHa CapaToBckoun obnacTu




v/ A3blKOBadA rpaMOTHOCTb.

Personal letter
Paspen 4 «[Nlnucbmo». 3agaHune C1 ba3oeo20 yposHs
«HanucaHue nU4YHOro nucbma»
(8 6annos.)
Llenb 3agaHua: NpoBepuUTb BNageHne yMeHnsaSMu nMCblvleHHo;Arpeqw
PekomeHayemoe BpemMs Ha BbIMNOSIHEHNE OaHHOrO pasaena — §RMI/IHy

B 3agaHum npuBoantca dparmeHT nMCb@,npeu,nonaraemoro npyra no
nepenucke, Ha KOTopoe Hago OTBETUTL C YYETOM 3aaHHOW CUTyaunn
obuleHusa. Kak npaBuno, B npeanaraeMomM doparmeHTe nucbMa 3agatoTcs ©
3 BOMNpoOcCa, Ha KOTopble HEODXOANMO OTBETUTD.

-

TpebyeMbit 06beM TEKCTa AN AaHHOro 3adaHnd — 8{)-100 CIIOB.

[pwv oLeHnBaHNM AaHHOTO 3a4aHus NPYHUMAIOTCS BO BHMAHME:
¢/ TOYHOCTb BbINOMHEHNS 3a4aHUs N0 coaepXKanuto; (- o
¢/ NPaBUIbHOCTb CTPYKTYPHOIO 0popMMeHns TekeTa; - \\« 3

& i
v/ cobniofeHne 3aJaHHbIX TPeOOBaHU K 06beMy. TekeTa;
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CoBeTbl No 3cpheKkTUBHOMY BbINOSTHEHUIO 3a4aHUA

BHMMaTENBbHO N3y4nTe TEKCT MHCTPYKLMN U ONPEAENUTE, Kak OHa pernaMmeHTupyeT
cogepkaHue Bawero nncbMa (4to TpebyeTcs: OTBETUTL HA BONPOCHI, AaTb COBET, i
BblCKa3aTb MHEHWE, 3a4aTb BOMNPOCHI U T.A4.). e

2. Onpegenunte, KOMY agpeCcoBaHO NMUCbMO.

3. BHumartenbHo n3yumnte TekcT nucbma. OnpegenuTte CyTh 3anpalimBaemon MHq:noplvlaumm. 3
[Mpu YTEHNN MOXKHO M HY>KHO NOMb30BaTbLCA KapaH4alloM Ui py4Kon, nouqevaIBa\b n
BbIAENATh KIHOYEBbIE CIOBA, BOMPOCHI, MPOCLObI, KOTOPbIE HAAO BKITHOYNTL B CBOW OTBET.

4. BcrnomHuTe dhopmaT NMYHOTO MCbMa 1 0COBEHHOGTU IEKCUYECKOTO HaMNOMHEHUS . :

Bctynnenusi, OCHOBHOM YacTu 1 3ako4eHus. N~

Ha yepHOBMKe cocTaBbTe NNaH OTBETA C KMOYEBLIMU CITOBAMU N CTPOMTE BbICKA3blBAHNE B k

. COOTBETCTBUM C NSIaHOM, He 3abbiBasi 4ennUTb TEKCT Ha ab3aubl. [pu BeiaeneHn absaues ’\L,?

e MOXHO Ha4YMHaTb Kaxabl HOBbIW ab3aL, C KpaCHOM CTPOKKU, MOXXHO MPOMNYCTUTb OAHY CTPOKY

*=. mexay ab3auamu, HO KpacHOM CTPOKU He BblAENSATb. "

e 6. Crapantecb ncnonb3oBaTb HE TOSMLKO NPOCTbIE NPEAIOKEHNS, HO h CINOXXHOMOAYMHEHHbIE,

NCNonb3ysi CPeacTBa JIOrMYECKON CBA3N. - S 3

5 7. Crapantecb npaBunbHO ynotpebnaTtb BpeMeHHbIE OPMbI Farosa, UCAHONb3ynTe !

y pa3HoobpasHble rpammMaTUyecKme CTPYKTYpbI. \

: 8. BHumaTtenbHoO npoBepbTe paboTy, obpaLlas BHmmaHM{a«a cnemc'pu_me MOMEHTbI: %

v/cobntogaetca nn opMaT U CTUIb BbiCKa3blBaHUS; =8 2 2
¢/ NNOrNYHO NN TEKCT AennuTcsa Ha ab3albl; ] 4 '\«
¢/NPaBUIbLHO N UCMNOSMb30BaHbl CPEACTBA CBA3M BHYTPK npennox(eHmm Me>K,EI,V

e npeanoXxeHnaMmn, Mexxgy absauamu;

¢/ NPOBEpPLTE NPaBUITIbHOCTb HANMMCaHUSA KaXKaoro CrioBa.
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4 crniegyeT yuntbliBaTb 06beM
MMCbMEHHOIO TEKCTA, BbIPAXXEHHbLIN B KONTMYECTBE CIOB: CYNTAIOTCA BCE
CNoBa, Ha4YMHaga ¢ NepBOro cnoBa rno nocregHee, BKoyas
BCroMoraTesibHble rarosibl, Npeanorn, apTuknuy, Yactuubl. MNpu npoBepke
NIMYHOro NUCbMa NoACYETY Noanexar agpec, Aata, noannck aBTopa.
Tpebyembit 06bem ana nuyHoro nucbma C1 — 80-100 cnos. Ecnu-s >

BblnosiHeHHOM 3agaHum C1 meHee 70 cros, TO 3afaHne NpoBeEpPKe He
NOANEXNT 1 oueHnBaeTcs B 0 6annos. [Npu npeBblleHnn o6bema, T.e.
€CIn B BbINoSIHEHHOM 3agaHun C1 6onee 110 croB., NpoBEPKE NOANEXUT
TONbKO Ta YacTb PaboThkl, KOTOpas COOTBETCTBYET TpebyeMomy 0bbLeMYy.
Takum obpasowm, npu nposepke 3agaHna C1 oTCHUTLIBAKOTCS OT Havana
paboTbl 100 CNOB, OLEeHMBAETCA TOSIbKO 3Ta YacTb paboThl U
BbICTaBNsAETCS COOTBETCTBYHOLLAS "
OLIEHKA NO peLUEHN0 KOMMYHUKaTMBHOW 3adadu.
CunTaroTca BCe croBa, HadnHaga ¢ NepBoro crosa no nocneaHee,
BKMo4as BCOMOraTenbHble rnarosbl, ApeAnory, apTukam, Yactuubl.

Afdpec, gaTta, noanuchb Takke nognexat noacyety. 1pu sTom:
v/ CTSXKEHHbIE (KpaTKue) dopMebl can’t, didn’t, I’'m 1 T.N. CHUTAIOTCS KaK O4HO CIOBO;
v uUncnmTernbHble, BbipaXeHHble undpamu 1; 25; 2011; 176541 v T.1. C‘-II/ITa}OTCFI\KaK O[IHO CI10BO;
v/ uYnCnuTernbHble, BblpaXeHHble CrioBaMu, CYNTAKOTCS Kak CnoBa; _ }
CNOXHble CNoBa, Takne Kak good-looking, well-bread, twenty-five cquTérO‘fQﬂ Kak oAgHO CROBO;. s

alleHus, Hanpumep, USA, e-mail, TV, CD-romcymMTaloTCA Kak Of1HO CMOBO. c'
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OemoHcTpaunoHHbIn BapnaHt KUM T'MA 2011 r.
AHIMUUCKUN A3bIK, 9 knacc

C1 You have 30 minutes to do this task.
You have received a letter from your English-speaking pen-friend Tom who
writes:

2 - —

.. L am having a wonderful time! We enjoy bathing, diving and cwimming.
And what about you? UWhere are you spending your cummer holidays? T
hope youll write a (ot of interesting things.

Write a letter to Tom and answer his 3 fquesfions.
. E ‘ a
Write 80 — 100 words. Remember the rules of @cer-wr@ng.
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> CTpykTypa
O L Y ——————

L Your Address
Date

Greeting ]

Introduction

Main Body

Conclusion
;  Ending ‘
Signature ‘




Address/Appec

Appec nuwyuiero (cBov agpec)— |

yKa3blBaeTCS B NpaBOM BEPXHEM
yroy.

e B npuHaTOM B BenukobputaHum
nopsaake:

HOMEpP KBapTUpbIl, Kopryca, AoMa,
ynuua, novToBbIN MHOEKC, CTPaHa.
e (CnoBa Flat, Block, Street, Avenue,

Prospect NULYT C 3arnaBHOW BYKBbI.

Mo>kHO nonb3oBaTbCA
OBLLENPUHATBIMU COKPaLLEHUSMN,
KOTOPbIE TOXE NULLYT C 3arfiaBHON
OykBbl ( Fl, Apt, St, Ave, Pr)

r

(nonHbIN) ,
Flat 5 Block1 12 Victory St
Saratov 412630 §
Rugsia :
(kpaTKnn)
Saratov
Rugsia
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_ CTaBAT 3aMATYHO (C HOBOW CTPOKMY,
.o wnycms CTPOKY)

[log appecowm - gata (nponyct
CTPOKY)
e MoXHO nucatb undpamm
nnm dykeamm
e HasBaHua MecsueB NULIYT
C 3arnaBHoOM OyKBbI

B 3aBMcMMOCTM OT 3aaHu4
(aopecara)
MOXXHO nucaTtb
OpuTaHCKUMN BapuaHT: gata/
mMecsu/ rog nnum

. | aMepuKaHCKWI BapuaHT:

mecsy, / paTta/roa

Greeting/ObpalieHune
[MncbMO Ha4YMHaeTcs ¢
obpallieHuns, nocne KoToporo

" Dear Tom,
Dear Mr Brown,
My darling,

Flat 5 Block1 12
Victory St
Saratov 412630

Rugsia

11 September 2011 (BE)
September T, 2011(AE)
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Introduction /Hayano nucbma

B Ha4yane nucbma aBTop

| 0ObIYHO:

| vbnarogaput agpecara 3a paHee

: MNOSTy4YEHHYO0 KOPPECMOHAEHLMIO.

v’ /13BUHSIETCS, YTO HE Nncan
paHbLLUE.

(T Main Body/OcHOBHas 4YacTb

910 camas 6onbluas YacTb R
NMCbMa, TaK Kak B 3TON 4YacTu

g NMCbMa aBTOpP OTBEYAET Ha BCce
BOMPOCHI M BbINOMNHAET BCE
3agaHuna. Kaxxgbin naparpad

| MULLYT C HOBOW CTPOKMU,

3 MPOMYCTUB CTPOUKY.

12 Victory
Saratov 412630
Rucsia

el ol

11 September 2011

-

How nice of you ...,

T was awfolly glad to get your letter...
I must apologize for not writing...,

I really should have written cooner.... 8 E

' Dear Tom, ; )

2

\ Thanke for..., " :
" Many thanke for..., -

In your last letfer you asked me come quectione. Well, I'd like to

answer your questions....
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Closing/3akntoyeHue.
B aToM yactn nucbma aBTop
OOJMKEH yKa3aTb NPUYNHY, NOYEMY
OH 3aKaH4YMBaeT nNMcaTb NMMCbMO.

Ending/3aBepliatoian chpasa
nUcbMa
OTa (bpasa 3aBUCUT OT CTENEH
O6nn3ocTn aBToOpa U agpecara,
nocrne Heeé Bceraa cTaBuTcs
3andaTas.

Signature/lNMoanncb aBTOpa
JlnyHble nncbma nognucbiBatoT
6e3 ykasaHus doamunnm (c HoBomn
CTPOKMU, NPONYCTUB CTPOKY)

Flat 5 Block

12 Victory St
Saratov 412630
Rugsia

-l-‘f‘fl-“ .

11 September 2011
Dear Tom,

Thanks for your lovely letter. Tim g/ad to find out from your lefter that you are having a
wonderful time. Me too!

Well, Td like to answer your questions. We are now at my granny’e. Her cottage is in the
country so we enjoy bathing, cycling and walking. There is a lovely forest nearby, where
we pick mushrooms, wild ctrawberries and raspberries. I have seen a deer in the forest —
it is the most inferesting event of this cummer yef....

Sorry, I must finish now becavse I've got an exam *
tomorrow.

White back soon and tell me all
your news.

I write again soon.

Looking forward to seeing you.
f/ope to hear From you soon. o

Lots of love, ~ Much fove,

Bect wiches,  All the best,




nO,D,rOTOBVITeanble ynpaxHeHus
Exercise 1.(npumep B3AT U3 Practice Tests for the Russian State Exam (E.Klekovkina...) Macmillan)
Put the parts of this letter in the correct order: 3

A. Anyway, I've got to go now. Loads of homework (unfortunately!)

B. I'm sorry to hear you've had an argument with
your best friend and that you're not speaking at the moment. Yes, it has happened to me too,
and it's awful, isn't it? ’

C. Carol S

a D. Dear Sally,

E. Write back soon!
F. Thanks for your letter. It was great to hear from you! Well done on passing your exams!

G. | think you need to ask yourself one question: what's more important- that'. argument or your
friendship? o 0
| remember when | asked myself that it all became clear. | realized my frlendshlp with Chris was far :
more important.
| called him immediately and told him. We became friends agalr(upmedlately Maybe you should do
the same thing. C

Let me know what happens! Good luck!

H. 23 Portland Street
Manchester 4 N TN
MN3 6YL = {
- “24th September ' '



MogroroButTenbHbIE ynpaxHeHus
Exercise 2.(npumep B3AT U3 Reading/ Writing (Virginia Evans-Jenny Dooley) Express Publishing)

You recently started a new job, and you have decided to write and tell a friend about it. Write
your letter, describing the job and the people you work with. (100-150 words)

1. Who is going to read your letter?
A someone you know well B someone you have never met

2. Why are you writing the letter?
A to apply for a new job B to tell someone your news

3. What will your letter be about?
A your new job B your friend's new job

4. Which three points below would you not include in the letter? Put a cross (X).
v reason for writing

v/ description of yourself "
v/ brief description of the work you do

v’ Where you went last night

v/the people you work with

v/ news about your holiday (<

v/ asking the other person to reply

5.  Which of the following could you use in the letter?
A short forms B idioms Cinformal vocabulary D formal, polite expressions
' .
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225 NMoaroroBuTesibHble yNpaXXHEeHUs
¥ Exercise 3.(npumep B3AT U3 Reading and Writing. Exam Skills for Russia (E.Klekovkina...) Macmillan)
Quickly read the model composition and find informal words and phrases that mean the same as
these more formal words and phrases:

gq 1. Thank you very much 5. bought
2 2.l am very pleased 6. much
‘ 3. Yes 7. however -
- 4. Difficult 8. | have to o
! Now find three examples of informal grammar and examples of informal punctuation and circle q
. them in the model. e
: d - !
B Dear Isabelle, ) \\ ! : ’!
- Thanks a lot for your last letter. I'm really glad you've made friends again with Debbie. ¥ R
It's awful when you have a fight with your best friend, isn't it? d ('
.'. Yeah, deciding whether to get a video camera or a games machine was a very tricky ‘
¥ - decision. If only | had enough money to get both! Anyway, | finally decided that a video
-," camera was more fun. (Well, my dad decided, but | think he was right!) ‘ |
. The camera | got is really cool, and it was actually quite a bit cheaper than the others — N " _’_'
y- : | looked at {so I've still got some money for when you come over in the summer!). It's not a N\ "‘ ., |
» digital one, but it’s got this great little screen where you can see what you've just filmed. uy :
: @ The problem is, though, that my dad loves it too, so | don’t get much of a chance to use it! “ :
‘:. Anyway, I'd better go now as I've got to study for a history test tomorrow (unfortunately!). o x _ };
RY Write back soon! J; S

Love,

Andy




R

Pecypchbil:

Reading and Writing. Exam Skills for Russia (E.Klekovkina...) Macmillan

Reading/ Writing (Virginia Evans-Jenny Dooley) Express Publishing)

Practice Tests for the Russian State Exam (E.Klekovkina...) Macmillan

El3. AHrnnnckum sa3bik. Tematmnyeckune TectoBble 3agaHus. Poccus n mup/E.
H.ConoBoBa, John Parsons. — M.:LIeHTp U3y4eHna aHrmmnckoro s'-|3b||<a EneHsbl
ConosoBou, 2011

HdemoHcTpaumoHHbin BapmaHT KUM IT'A no aHFJ'IVIVICKOMy A3bIKY 2011 rob,a
OUIMnN (

Kupeesa T.B. «[AK Ctparterus u Taktuka nonl‘oTOBKM yyaLUMXcs K yCneLuHom
cOaye 9K3ameHa Mo aHrmumckomy A3blky, pasgen Nucbmo»

-l-‘f‘fl-“ .




