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ВСТУП

Курс «Основи письмової комунікації» входить до переліку дисциплін циклу загальної підготовки студентів-бакалаврів. Його вивчення сприятиме підготовці висококваліфікованого та конкурентоспроможного фахівця. Даний курс є необхідною складовою частиною оволодіння студентами професійними практичними письмовими іншомовними навичками.
Метою викладання навчальної дисципліни «Основи письмової комунікації» є формування та удосконалення письмової комунікативної компетенції студентів-бакалаврів, яка включає оволодіння письмовими знаками, змістом і формою письма англійської мови. Навчання письму як засобу спілкування спрямовано на розвиток умінь передавати за допомогою графічного коду мови, що вивчається, смислову інформацію. Цей курс передбачає оволодіння студентами вміннями продукувати письмове висловлювання, враховуючи всі його особливості (повноту, логічність, лексичне різноманіття, граматичну нормативність, синтаксичну складність). 
Основними завданнями вивчення дисципліни «Основи письмової комунікації» є формування комунікативної компетенції, що передбачає подальший розвиток та удосконалення навичок усного та письмового спілкування англійською мовою; написання різноманітних документів та видів письмових завдань.
У результаті вивчення навчальної дисципліни студент повинен набути таких результатів навчання (знання, уміння тощо) та компетентностей:
· Здатність спілкуватися іноземною мовою;
· Здатність до абстрактного мислення, аналізу та синтезу;
· Уміння виявляти, ставити та вирішувати проблеми;
· Здатність вільно користуватися спеціальною термінологією;
· Здатність учитися й оволодівати сучасними знаннями;
· Створювати, редагувати та аналізувати письмові висловлювання різних типів.
Курс «Основи письмової комунікації» відіграє важливу роль для майбутньої успішної професійної діяльності здобувачів, оскільки дає можливість оволодіти усіма видами письмових висловлювань. Передумовами вивчення дисципліни «Основи письмової комунікації»  є успішне засвоєння дисциплін «Мова, культура, суспільство» та «Основи інформаційних технологій у філології».
Навчально-методичний посібник укладено відповідно до силабусу дисципліни «Основи письмової комунікації» для студентів 2 курсу ступеня вищої освіти бакалавра.
До змісту видання включено вісім тем, структура кожної з яких уніфікована і включає:
· теоретичні відомості, що розкривають основні поняття теми, що вивчається;
· практичні завдання на розвиток й закріплення умінь продукувати те чи те письмове висловлювання;
· перелік використаних джерел;
Крім того, навчально-методичний посібник має глосарій, перелік корисних фраз для використання в різних письмових висловлюваннях та тести для самоконтролю.
Видання рекомендується для використання під час практичних занять, а також у процесі самостійної роботи з дисципліни «Основи письмової комунікації».


Topic 1: Types and features of written texts. Text structure.

Plan
· Types of written texts
· Text structure

Types of written texts
The types of text people can encounter during their normal daily lives are dizzying in the variety. Depending on the purpose, different texts have specific styles and structures. The categories of styles and structures are called text types. There are a lot of different text types: narrative, descriptive, expository, argumentative, recount, report, discussion, response, poetic, journalistic etc.
A narrative text aims to tell a story to the reader. The style of a narrative text employs a chronological sequencing of events. Narrative texts introduce characters, setting, and time. Short initial sentences establish the context. The complication, the next part, presents problems or conflicts. A series of sentences, varying in length and complexity, takes the reader through ups and downs. Ultimately, the story reaches a resolution, where the achievement or solution is laid out.
A descriptive text aims to describe something in detail. Descriptive texts usually depict an object, a person, a place, an experience, or situation. Adjectives enrich such texts. Similes, metaphors might also be used for more creative descriptions. A descriptive text starts with a short, general overview of what is being described (introduction). Then, it delves into details, exploring appearance, characteristics, functions, and other aspects. It closes with a final remark on the described subject.
An expository (informational) text aims to provide the reader with comprehensive information about a specific topic. This type of text gives out facts, explaining complex concepts. There are five types of expository text: compare and contrast, problem and solution, description, sequence, cause and effect.
Report is a written description of something containing information that somebody needs to have. Reports are communicated objectively without the use of personal pronouns or subjective language. They contain facts, statistics, and specific information related to the subject.
A discussion text aims to present multiple perspectives on a specific issue, allowing the reader to consider all angles before forming their own viewpoint. Every discussion text contains introduction, arguments for and against, conclusion. 

Text structure
All types of texts share certain basic structure. The layout of most types of writing consists of three parts: an introduction, a main body and a conclusion. Introduction is the first paragraph, is a short paragraph whose purpose is to give the reader a general idea of the subject of the composition. It should attract the reader's attention so that he/she wants to continue reading. Main body usually consists of two or more paragraphs and its purpose is to develop points related to the subject of the composition. The number of paragraphs and the way you divide them depends on the specific topics of the composition. Each paragraph should deal with points related to the same topic. For example, in a for and against essay the main body should have two paragraphs: one discussing the points for, and another discussing the points against.  The conclusion is a short final paragraph in which you can summarise the main idea of the subject, restate your opinion in different words, make general comments, express your feelings etc.
The process of writing is not just an outcome of thinking; it also helps to feed the thinking process, and to give rise to new insights on the material you are tackling. One of the reasons that people often feel blocked when writing for academia is the inherent assumption that they have to think very carefully about what it is that they are going to write, and to perfect these thoughts before ever putting pen to paper. Even the most prolific and successful academic writers say that the momentum they achieve when writing is not direct or automatic. While they write, they experience periods of active progress, but they also encounter periods of delay, criticism and re-evaluation. Just as one aspect of your writing is characterized by a gratifying sense of progress, another, complementary phrase requires you to stop, to reflect and to review. So, good luck with your academic writing.


Questions for discussion
1. What types of written texts do you know?
2. What is the text structure for writing a report/a letter/an essay?
3. What are the language features for writing a report/a letter/an essay?

 Do the exercise
1. Comment on the types of texts extracts (e,g, descriptive, narrative etc.)

1) “Kitty is a beautiful cat. Kitty has brown fur and a round head. Her eyes are big brown while her snub nose is short. Kitty has small ears and her head is round. Her body is not really big but it is muscular. Kitty’s legs are kind of short while her paws are round and firm. Her tails is also short but it is proportionally fit to the length of the body. Every morning Kitty loves to jump in my bed and wakes me up with her cute sound. In the daytime, she usually takes her time to lounge in the sun…” 
2) “I am sitting with my grandparents in the spectators’ section of the echoing auditorium, my baby brother on my lap. I’m not sure what I expected this morning, but thus far it has been an incredibly boring experience. The judge is half an hour late, and to add to that, Graeme, my brother, is tired and fussing, and would evidently much prefer his mother’s lap to mine. Unfortunately for him, my parents and older brother are sitting on the other side of the room with almost 200 others. Thirty-one countries are represented here today. This is a citizenship ceremony. My parents, my older brother, and I were all born in South Africa. After living in the United States for 13 years, they are finally becoming citizens. I am not yet 18; consequently, I have to wait for my parents to obtain citizenship before I am eligible…”

3) “I would like to present you the results of a survey of students and employees in our language school in relation to their reasons for buying a particular smartphone. First of all, comparing the results for men and women it can be seen that some factors affect both groups more or less equally. For example, there is no difference in how much size and colour influence their choice of phone, and the results for ‘my friends have the same one’ show only a slight variation…
It appears that despite the differences, there are two factors which have relatively high importance for all three groups: what smartphone their friends have, and what is fashionable…”

4) “The rain started as a whisper against the window, a soft drumbeat on the old panes. Anya pulled her shawl tighter around her shoulders, the chill of the evening seeping through the stone walls of her small apartment. Outside, the cobblestone streets, still damp from an earlier shower, now glistened under the dim street lights, reflecting the hurried footsteps of late commuters…”

2. Match definitions to the terms
1)  A descriptive text				a) aims to persuade the readers by 
2) A report						presenting a point of view.
3) A layout						b) a written description of something
4)  An informational text				containing information that somebody
5)  An argumentative text			needs to have.
							c) the way of something is designed or 
							arranged.
d) aims to describe something in detail.
e) aims to provide the reader with comprehensive information about a specific topic.
Topic 2: Punctuation

Plan
· Punctuation marks
· Punctuation rules

Punctuation marks
The period (or full stop) – punctuation mark that has three different uses: ending a sentence, indicating abbreviations, and other stylistic uses.
The exclamation mark is used to indicate strong emotions or emphatic declaration. Depending on the meaning of the sentence, it can indicate anger, happiness, excitement etc.
Comma is often used to separate different ideas in a sentence, but also in other cases.
Question mark needs to go at the end of every interrogative sentence instead of full stop.
Hyphen is very similar to a dash, but it is most commonly used to create compound words.
Quotation marks indicate direct quotations. One can use them to show that a word or a phrase is being used ironically, or for titles of articles, book chapters etc. 
Dash is used to show a connection between two things, as well as a range of numbers, years, pages. 
Semicolon is a punctuation mark that creates a longer pause than comma. It can be used to create a pause between two independent clauses that are still closely related to each other.
Ellipsis creates a mysterious atmosphere in the text. In addition, it can be used to show that some words are omitted. 
Parentheses. You can see extra information in parentheses, but it can be omitted.
Brackets. They are mostly used in academic writing and when presenting quotes.
Apostrophe can be used in contractions in place of omitted letters; also it can show a possession.
Colon can introduce an example, a list, an explanation, or a quotation.
Slash. You might need to write a fraction, a measurement, or to suggest alternatives in your text.



Punctuation rules
The full stop is the simplest punctuation mark. You need to use it in many cases. Use a full stop after every sentence that is not an interrogatory or exclamatory. Use a full stop after a single word that stands as a sentence; for instance, a short reply to an interrogatory, such as Yes, No, Maybe (e.g. “Maybe. I will have a cup of coffee later”). The full stop is used when abbreviating words, except acronyms.
Comma is quite a difficult punctuation mark. The rules for using commas have changed over the years. We use comma when we need to indicate a pause. We also use it when two complete sentences are separated by a conjunction (and, but, or). Use comma to separate three or more items in a list (e.g. “Ann likes apples, oranges, and peaches”). Use a comma to set off a participial phrase (e.g. “Having divided the estate, the family members returned to cordial relations”). Use a comma to separate two adjectives that modify the same noun (e.g. “an old, broken toy”).
Colon is used before a list of subjects or to express an explanation of the previous part of the sentence (e.g. “We have to buy the following things: bread, butter, milk, a cake”). A colon is not used after a verb or preposition before a list of items related to such a verb or preposition.
Semicolon is used to combine independent sentences in one compound sentence. A semicolon indicates a pause longer than a pause in a comma but shorter than a pause in a colon (e.g. “His car is broken; it is also very old”). The semicolon is mostly used in official documents or fiction.
Exclamation mark is placed at the end of exclamatory sentences that convey surprise, joy, anger, prohibition etc. An exclamation mark may be placed in the middle of a sentence to emotionally emphasize a word, express sarcasm, or surprise. In this case, the exclamation mark is separated by parentheses (e.g. “Ann says she bakes really (!) tasty cakes”).

 Do the exercises

1. Put necessary punctuation marks in the following text
Dear Sir
My daughter Bonnie left school two months ago and now she s looking for her first job The problem is that companies always say they want people with experience but how can she get experience if nobody gives her a job She goes online every day and looks at the job adverts but there s nothing for people like her At the moment she s doing some cleaning for our neighbours to earn a bit of money but she needs a real job
Mr J Melton
Manchester

2. Make up 3 complex sentences, avoid punctuation marks.
Receive a task from your groupmate and fix the missing marks of punctuation.
3. Correct punctuation mistakes in the following sentences

1) She would pass the exam, if she had studied hard.
2) Whenever he is in town, he, visits us.
3) Do you ever look after children for friends or someone in your family? If so do you like doing it?
4) Sometimes their friends turn up at their flat at two or three in the morning and when, I complain they just tell me go away.
5) I’d love to but I can’t, sorry.
6)  We had first met earlier that memorable winter: a pleasant meal in an Italian restaurant.
7) On April 27th, two burglars broke into the apartment in White Plains, New York and stole about $ 5000 worth of electronic goods – including two laptops.
8)  Kate who works in an Apple computer store, remembered that she could access the camera in her laptop using remote technology. 
9) Right, see you this evening, at eight thirty.
10) We’re staying with friends of Ronnie’s for the first two weeks – they live in Wellington on the North Island.

4. Place the colon where needed in the following sentences. Cross out any misplaced colons. If the sentence is correct as written, indicate with a “C.” 
1. The local high school wrestlers placed well in the regional competition: they received two First Place, one Second Place, and three Third Place awards.
2. Her stories were based on: her Uncle’s tales of his time in Japan.
3. The bride’s nephew had very important assignments during the ceremony, hold the pillow up, don’t drop the ring, walk slowly to the altar, then stand till and smile.
4. The announcer called out the four winning numbers as follows. Three, twelve, twenty-two, and fifty-six.
5. There is nothing more delicious than our family’s Christmas dinner; turkey with gravy, dressing, mashed potatoes, yams, green beans, buttery rolls and pumpkin pie smothered in whipped cream.
6. My favorite quotation was found on a slip of paper in a hotel room, “Friendship is like a baked potato; it is best when it’s kept warm.”
7. If I ever complete my book, the title will be Television: Our Road to Ruin.
8. Many common house plants, such as: mistletoe and philodendron, are poisonous to pets.
9. The secret ingredients consisted of: vanilla, cocoa powder and cardamom.
10. The team received instructions from the angry coach: “Shake it off and play ball!”

5. Place the parentheses where needed in the following sentences. Cross out any misplaced parentheses. If the sentence is correct as written, indicate with a “C.” 
1. A friend of mine believes there are four qualifications for being a good pet owner: a. one must have enough time to give care and companionship to a pet; b. one should be willing to provide proper nutrition and health care for a pet; c. one should be able to offer adequate living space for the pet, which includes a safe exercise and play area; and d. one should consider the life span of the animal and consider the long term commitment involved before taking on a pet.
2. I wish I had room in my garage to park my new car (actually, it’s an SUV) because the trees in the yard tend to drip sap and that ruins the paint.
3. The entire Pep squad yell leaders, dance team, flag team, pep band and mascot received free admission into the games.
4. Sarah struggled a very long time to complete her first novel. (It took her over three years)! Fortunately, the book became a best seller.
5. Last night during the storm (Did you hear that thunder?) all the cats hid under the bed.
6. Are you sure that all the guests (especially the children?) have extra blankets.
7. My cousins and their spouses (They are all over 50 years old.) have each earned several college degrees.
8. Although the wedding guests’ complaints, (the photographer was pushy, the music was bad, there wasn’t enough food), were valid, the reception was still a big success.
9. The entire group was emotionally moved (many parents were crying!) by the speaker’s powerful presentation.
10. Dr. Granger put Joey the fattest cat on a strict diet.

6. Place the semicolons where needed in the following sentences. Cross out any misplaced semicolons. If the sentence is correct as written, indicate with a “C.” 
1. In 1946, Max and Marion Caldwell established a private summer camp, Kennolyn, for children ages six to thirteen; they named it after their two children Ken and Carolyn.
2. The first few years the campers consisted of mostly relative, therefore, Mr. and Mrs. Caldwell acquired the titles of Uncle Max and Aunt Marion.
3. The Caldwell’s private summer camp had a variety of activities to entertain young campers; for example; swimming, horseback riding, crafts, and guitar lessons.
4. You’d think that the cafeteria style food would not be very good on the contrary; the cooks created wonderfully tasty meals.
5. A veteran camper advised her friend to sign up for the six week session, “You’ll have so much fun; you won’t have time to be homesick.”
6. Taps played at 10:00 p.m., the campers; however, were too rowdy to go to sleep.
7. Every morning the campers assembled for the raising of the flag and announcements; and there was a similar ceremony before dinner when the flag was lowered.
8. Thursdays at Kennolyn were spent on “Outpost.” Camping in the woods, away from their cabins and bunk beds, would be more work, less comfortable, sometimes quite cold, often filled with imagined dangers, and isolated, and although the campers were worn out, “Outpost” was always a great adventure.
9. Kennolyn campers came from many cities such as Chico, Sacramento, San Francisco, Menlo Park, and Los Angeles in California, as well as Bonnyville, Canada, in the north, Santa Fe, Arizona in the southwest, and even Puerto Vallarta, Mexico in the south.
10. At summer camp, many children are given a chance to experience things they never could have at home, indeed, the benefits are worth every penny of the expense.

7. Place the commas where needed in the following sentences. Cross out any misplaced commas. If the sentence is correct as written, indicate with a “C.” 
1. The high school cheerleaders who were all blonde were the most popular kids in school.
2. All the cheerleaders however were also honor roll students.
3. To earn extra credit students can work in the school library.
4. Everyone believed that Loretta was smart, imaginative, friendly and witty.
5. Loretta studied very hard for the test and she felt confident that she would pass.
6. I threw the filthy stinky wet shoes outside.
7. “We have the best football team around,” Cody bragged, “and our record proves it!”
8. Alice said that winning the contest made her feel like, a princess.
9. The top football team was from Des Moines Iowa.
10. After winning the state championship every student on the team was ready to celebrate.

8. Place the quotation marks where needed in the following sentences. Cross out any misplaced marks. If the sentence is correct as written, indicate with a “C.” 
1) “We need two copies of each document,” The office manager explained.
2) “Father said, “You can’t go to the dance with him,” when I asked about our date,” Alice cried.
3) “Your cat is an exceptional animal,” the veterinarian said, “he has overcome tremendous odds.”
4) Sammie clearly lacked confidence about the decision because she used “maybe” and “if” with every expressed thought.
5) Jeremy yelled; “We’re over here!”
6) John said that, “I should take the afternoon off because business was slow.”
7) When I was a child, my mother would read a poem by Eugene Field at bedtime. I still remember the beginning :
“Wynken, Blynken, and Nod one night
Sailed off in a wooden shoe--
Sailed on a river of crystal light,
Into a sea of dew.”
8) I have to admit that I’m a Star Trek fan; my favorite episode is The Trouble with Tribbles.
9) Kim calls herself thrifty and efficient; I call her stingy.
10) Joannie enthusiastically inquired, “How many gifts under the tree are for me”?

9. Read the following sentences for meaning and fill in the appropriate coordinating conjunction. Be careful that the conjunction is functioning as a connector between two independent clauses and not between two subjects or verbs. Do not add, change, or delete any other words; just fill in the blanks and make any punctuation corrections. Each conjunction is used only once.
List of coordinating conjunctions: for, and, nor, but, or, yet, so
1. Susie’s stomach was growling ____ she decided to eat lunch.
2. Every student in the class received an “A” grade on the project _____ they had all done excellent work.
3. Vanessa and Corina had planned to spend their vacation swimming and beach combing ____, they did just that.
4. We all thought that Ted would be elected class president _____ he lost.
5. None of the student athletes voted for him ____ did the students in the music department.
6. All of our closest friends said they had cast their votes for him ____ he didn’t even come close to winning.
7. Ted didn’t feel bad about losing ____ he didn’t show it anyway.

Read the following sentences for meaning and fill in the subordinating conjunction which best expresses the relationship between the two clauses. Each conjunction is used once.
List of subordinating conjunctions: even though, whenever, rather than, while, because. 
8. _______the orchestra warmed up, the house manager briefed the ushers on the seating arrangements.
9. Everyone had a wonderful time at the party ________the karaoke machine wasn’t working.
10. _________he had already broken his arm twice, Jeff wore an arm brace when he performed heavy labor.
11. I giggle like a teenager _______I am around Brett.
12. _______ driving to the conference alone, I decided to join the others on the bus.
Read the following sentences for meaning and fill in the conjunctive adverb which best expresses the relationship between the two clauses. Each conjunction is used once.
*List of conjunctive adverbs: therefore, moreover, however. 
13. We were pleased you could attend our wedding; _______, we were sorry you missed the reception.
14. Living near the local high school makes it difficult to get out of the driveway between 7:45 a.m. and 8:00 a.m. on weekdays. ___________, it makes it difficult to keep the yard clear of litter.
15. I have completed all the required training; __________, I should receive the certificate.





Topic 3: Writing Paragraphs

Plan
· Paragraph organization
· Types of paragraphs
· Four elements of a good paragraph

Paragraph organization
Paragraph is a short part of a text, consisting of at least one sentence and beginning on a new line. You might think of paragraphs as units of thought. It usually deals with a single event, description, idea, etc. A typical paragraph is often between five and ten sentences long, but it can be longer or shorter, depending on the topic.
Each paragraph has three basic parts: the topic sentence, the supporting sentences, the concluding sentences. The topic sentence presents the main idea of the paragraph. The supporting sentences are sentences that talk about or explain the topic sentence.  There are three ways how to develop a paragraph. First of all you can give some details, then give explanation and finally, some examples. 

Types of paragraphs
There are five main types of paragraphs: descriptive, process, comparison/contrast, problem/solution, opinion. A descriptive paragraph explains how someone or something looks or feels. A process paragraph is a description of how to do something. It explains the steps you need to follow to complete an activity. An opinion paragraph expresses the opinion with the help of modal verbs and transition words. Moreover, you can use connectors of cause and effect for expressing opinions (e.g. “Because petrol is becoming scarce and expensive, we should develop electric cars”). A comparison/contrast paragraph discusses how people, places or things are similar or different. Use comparative and contrastive structures to write this type of paragraph (and, both, both…and, neither…nor, similar to, the same as etc.). 
Problem/solution paragraphs are used to explain a problem and propose one or more solutions to that problem. A problem paragraph describes and discusses a problem issue. The topic sentence names the issue you will discuss. The supporting sentences show why this issue is a problem. Sometimes it is difficult to write a solution to any kind of problem, so there are some recommendations how to do it. You have to brainstorm all possible solutions to your problem; among them you will choose the strongest one. If you choose a weak solution it can be even illogical or not practical at all.

Four elements of a good paragraph

1. Unity in a paragraph means all the supporting sentences closely related to the topic or the controlling idea of the topic sentence in a paragraph. In other words, each sentence in the paragraph explains and clarifies the topic or the controlling idea of the topic sentence.
2. Coherence in a paragraph means a logical flow of information or sequencing of information related to the controlling idea of the topic sentence. A writer connects some information related to the controlling idea of the topic sentence to the next. 
3. Cohesion in a paragraph means all the supporting sentences are well connected to each other through cohesive devices. Cohesion is an inseparable part of coherence. A writer can achieve coherence in a paragraph through cohesion i.e. use of appropriate cohesive devices.
Broadly, there are two forms of cohesive devices – lexical cohesion and grammatical cohesion.
Lexical cohesion: It is achieved through collocation and reiteration. Collocation – the use of words that are closely associated with one another (e.g. completely satisfied, to save time). Reiteration – the repetition of a referent (e.g. My wife and I found a cat. The cat was white with black spots.)
Grammatical cohesion – it is achieved through reference, ellipsis, substitution, article reference, linkers, tense agreement. 
4. Variety means writing sentences of different lengths and kinds in a paragraph. It saves the paragraph from getting monotonous.

 Do the exercises
1. Write down 3 different types of paragraphs choosing any topic below

1) Reducing stress at university: time management strategies.
2) Improving sleep quality: strategies for better rest.
3) The house of my dream.
4) Is social media harmful to society?
5) Should the legal voting age be lowered to 16?
6) Is climate change a real and urgent problem?
7) Living with parents & Living alone.
8) Tea & Coffee.
9) Your favourite character from a book.
10) The best place for your next vacation.
11) Financial literacy in the digital age: equipping ourselves for success.
12) Online learning & traditional classrooms: can virtual education deliver?
13) Friend or foe? The rise of artificial intelligence and its impact on humanity.
14) Climate change action: individual responsibility or collective effort?
15) The great debate: textbooks or tablets in the classroom?
16) The value of failure: should schools encourage students to embrace mistakes?

2. Read the following comparison/contrast paragraph. Find a topic sentence; points of comparison/contrast.
Reading a story in a book is often very different from seeing it as a film. When you read a story, you need to use your imagination. A book usually gives a lot of description about the people, places, and things in the story, so you can create pictures in your mind. In addition, the conversations between people are always written with details that describe how people look or feel while they are talking. When you read, you use a lot of imagination to help ‘see’ the characters in the story. However, when you see a film, it is a different experience…  

3. Read the following opinion paragraph. Find a topic sentence, concluding sentence, supporting sentences.

While some argue that social media fosters connection, I believe it ultimately contributes to a sense of isolation. The perfection presented online creates unrealistic expectations, leading to feelings of inadequacy and envy. Instead of genuine interaction, we often engage in superficial exchanges, prioritizing likes and followers over meaningful conversations. Furthermore, the constant barrage of information and notifications can be overwhelming, distracting us from real-life experiences and diminishing our ability to focus on the present moment. In my view, the digital connections we forge online often come at the expense of authentic human interaction, leaving us feeling more disconnected than ever.

4. Rewrite the following descriptive paragraph paying attention to the correct paragraph organization

A gentle breeze rustled through its leaves, a whispering symphony of greens and gold, casting dappled shadows that danced across the tall, swaying grasses. The air, thick with the sweet scent of wildflowers and damp earth, carried the distant murmur of a hidden stream. The old oak stood sentinel at the edge of the meadow, its gnarled branches reaching out like arthritic fingers towards the fading sunset. Its bark, a tapestry of deep browns and greys, was etched with the stories of countless seasons, each crevice a miniature canyon harboring tiny, tenacious lichens. As the sun dipped below the horizon, painting the sky in hues of fiery orange and soft violet, the oak was silhouetted against the vibrant canvas, a majestic, silent observer of the tranquil scene.

5. Read the paragraph, underline one phrase for adding information to support the idea and one for giving example. What is the writer’s general opinion? 

Nowadays the idea that learning is only for children is obviously not true. It seems to me that as an adult you can’t rely on what you learnt in school to get by any longer. Technology at work and at home, such as computerized household appliances, tablets and mobile phones are an essential part of everyday life. On top of that, all these devices are constantly developing. So, if you want to be able to function in the 21st century, you have to keep learning and developing, too!

6. Read the paragraph ‘Facebook’ and answer the questions.

Facebook
Facebook is a social networking site that connects friends, family, and business persons. It is the largest networking sites. Users create a profile page that shows their friends and networks. The profile page typically includes information, status, friends, photos, notes, and groups. Users can search for friends and acquaintances by e-mail address, or just by typing a name or location for search. When they become friends, they are able to see each other’s profiles including contact information. Through e-mail notifications, users know when new friends add them to their list or when someone sends a message to them. Sharing photographs uploaded from a phone, a camera, or a hard drive is one of the main features on Facebook. Users have option to allow only friends to see their pictures. Thus, Facebook is the most popular social networking website today in the world. 

1) Does this paragraph have ‘unity’?
2) Does this paragraph have ‘coherence’?
3) Does this paragraph have ‘unity’?


7. You are going to read a paragraph called ‘Part-time Jobs and High School’. What do you think the paragraph is about?

a) Useful high school subjects
b) Working and studying at the same time
c) How much money a part-time job pays

Part-time Jobs and High School
High school students should not have part-time jobs. High-school is a very important time for a student, and students are very busy. Students have to study hard to enter a good university. Many high school students also play sports, and they practice before and after school.
High school students also spend time with friends of the same age. Those friendships can be important for the rest of their lives. A part-time job takes time away from studying, playing sports, and making friends.  People work for most of their adult lives. When they are in high school, it’s important for them to just be high school students.

Which sentence tells the writer’s most important idea?
What do the sentences 3, 4, 5 do?
Do you agree with the writer? Why? Why not?

8. Read the paragraph about a student’s first job. What is the topic?
a) Working in a laboratory
b) Getting my first job
c) What my first job taught me

Learning responsibility
My first job was as a sales clerk in a small clothing store. It wasn’t a difficult job, and it wasn’t really a very interesting job. My best friend had a more exciting job. Every weekend I had to open the store at 10:00 a.m. I couldn’t be late. Now on weekends I like to sleep late. I helped customers find clothes, and I kept the store neat and clean. My parents’ house was very clean too. I used the cash register and handled credit cards, so I had to be very careful. These things all taught me responsibility. Now I work in a research laboratory. I don’t work with clothing anymore, but I still use that important skill I learned in my first job.



8.1. Cross out the sentences that are not connected to the topic. 

8.2. Which additional sentences could be connected to the paragraph? Write C (connected) or U (unconnected).
a) _________ I answered the phone and opened the mail.
b) _________ On weekdays I did my homework for school.
c) _________ I once worked delivering pizza, too.
d) _________ I learned how to choose and order new clothing.
e) _________ Dressing neatly and professionally was an important part of the job.
f) _________ A lab assistant is a good job for me.
g) _________ In the future, I would like to take some business trips.




Topic 4: Writing a formal letter
Plan
· Formal letter
· Parts of a formal letter
A Formal Letter
Letters are a form of communication that should focus on the person you are writing to. A formal letter is appropriate for state, academic and business functions, or formal occasions. There are many types of formal letters: cover letter, offer acceptance letter, business letter, recommendation letter, termination letter etc. 
A cover letter, also known as a letter of motivation, is a formal letter that accompanies your curriculum vitae (CV) when applying for a job or other opportunity (e.g., academic programs, internships). It serves as your personal introduction to a potential employer or admissions committee, allowing you to highlight your most relevant skills, experiences, and enthusiasm for the specific role or program.
An offer acceptance letter is a formal written communication to confirm your acceptance of a job offer, admission to an academic program, or another formal proposition. It serves several crucial purposes such as formalizing your acceptance, confirming key details, or expressing gratitude.
A business letter is a formal written communication between two or more parties, typically for professional purposes. It's a cornerstone of professional communication, used for a wide variety of interactions, from making inquiries and placing orders to resolving disputes and announcing important changes.
A recommendation letter, also known as a letter of reference, is a formal document written by someone who can attest to a person's qualities, skills, and achievements. These letters are often crucial for individuals applying for jobs, academic programs, scholarships, internships, or even housing. The core purpose is to provide an objective, third-party endorsement that supports the applicant's suitability for a particular opportunity.

Parts of a formal letter
1. Heading
2. Inside Address
3. Use of ‘Messrs’ (M/s)
4. Subject
5. Greeting
6. Body 
7. Complimentary Closure
8. Signature Line
9. Enclosures
10.  Postscript

If you are writing to someone whose name and title you don’t know, use the greeting (Dear Sir or Madam) and the ending (Yours faithfully). If you are writing to a person you know well you need to end your letter with (Yours sincerely). 

 Do the exercise

Task 1. 
Read the posts on the website. Do you think Jude and his friends were treated unfairly? What is the advice given by YCN?

[image: ]
[image: ]
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[image: ]
Last Saturday, my friends and I were kicked out of Queen Plaza Shopping Centre for … no good reason! We were having a coffee at Plaza Café when the manager came over and told us to be quiet. We honestly weren’t being that loud and my friend explained this to the manager. Next thing, two security guards arrived and told us to leave or they’d call the police! They walked us to the exit and told us not to come back. It was so embarrassing and a total overreaction. What can we do?








Jude:If you really weren’t disturbing anyone, then it does seem unfair, Jude. Why don’t you write to the centre management and explain the situation? Be sure to let us know their reaction






YCN:

 

2. Read Jude’s email below and answer the questions.

1	. Are the main events described in the email the same as those in Jude’s message to YCN?
2	. How does the style of the email differ from the style of the message?
3. How do you think the manager will react?

Dear Sir or Madam,
I am writing on ¹_______ myself and my friends to ²_____ your attention to an accident that took place at the Queen Plaza Shopping Centre last Saturday. I would like to ³_______ a formal complaint about the way we were treated by staff at the centre.
Last Saturday, some friends and I met in the centre at Plaza Café. We had bought some drinks and were enjoying ourselves when the manager of the café approached our table and accused us of being too noisy. When we tried to reason with him, he immediately called security. A moment later, two guards arrived and forced us to leave the café and the shopping centre. To make ⁴_____worse, they threatened to call the police and told us not to return in the future.
We are particularly upset because the ⁵______ we were no noisier than some of the other people in the café. To be honest, we are amazed that the centre security guards are allowed to treat customers in this way. Without doubt, the worse ⁶_______ of this whole incident was being thrown out of the busy shopping centre like criminals. We were so humiliated that we decided to contact you and complain. 
As you are the manager of the centre, we ⁷_____ you to reconsider your policies towards teenage customers. It is simply unfair to discriminate against young people in this way. We have contacted the local media about the incident and look forward to your response. 
Yours faithfully, 
Jude Seasborne


3. Read the WRITING FOCUS and complete Jude’s email. Sometimes more than one answer is possible.

WRITING FOCUS
A formal email – describing an incident and making a complaint
Introduction
•	Say why you are writing and summarise your complaint.
I am writing on behalf of myself and my friends …
I am writing to draw your attention to …
I would like to make a formal complaint about …
Main paragraphs
•	Use narrative tenses to describe the incident you are complaining.
•	Give your reaction to the incident. 
We are particularly upset because …
To make matters worse, …
The truth/fact is (that) …
Without doubt, the worst part of this whole incident was …
… I/we decided to contact you and complain.
Conclusion
•	Say what you would like to happen.
I/We urge you to (reconsider your policies).
I/We ask/demand that you (investigate the matter).
•	Make a final statement.
It is simply unfair to discriminate against young people in this way.
•	Mention that you expect a reply.
I/We look forward to your response.

4. Complete the sentences with the words and phrases in bold in Jude’s email. Use the definitions in brackets to help you.

I am writing to complain about an incident that ¹_______ (happened) last night at Skybowl bowling alley.
a. We told her we had paid and tried to ²______ her (persuade her to be more sensible).
b. She ³______ us (said that we had done something bad) of trying to leave without paying for our drinks.
c. My friends and I had finished our game and were about to leave when a waitress ⁴_______ (came towards) us.
d.  All the other customers heard her shouting and we felt really ⁵_______ (ashamed or embarrassed).
e. However, she started shouting at us and ⁶________ (promised to do something bad) to call the police.
In the end, the manager checked the computer and found that it was the waitress’s mistake. The worst part of this whole event was that nobody apologised.

1. Put sentences a–e in Task 4 in the correct order to form an extract from an email.

2. You are going to write an email of complaint to a manager. Imagine you experienced one of the situations below. In pairs, make notes about:

•	the details of the incident (what happened and how you felt/reacted)
[bookmark: _Hlk196730656]•	what you want the manager to do.

1. A bus driver refused to let you and four friends onto a bus late at night. He said he recognised you and that you had caused trouble on the bus the week before. None of you had been on the bus the week before.
2	. You and your friends were asked to leave the cinema after a member of staff accused you of throwing popcorn around. It was actually some young children sitting a few rows in front of you.
3. You were leaving a supermarket when the security alarm went off. The security guards were very aggressive and searched all your bags and pockets. After keeping you there for half an hour, they found there was a fault with the alarm.

7. Choose one of the situations in Task 6 and complete the writing task below. Use your notes from Task 6 and the WRITING FOCUS to help you.
Write a formal email complaining about the way you were treated. Describe the incident and say what actions you expect the recipient to take. Write 140–190 words.

Letters of complaint
Task 1.
A. Fill in the gaps in the sample complaint letter to a travel agency for sending the wrong tickets.
- book a ticket for                                               - carelessness shown by your staff
- getting a waitlisted ticket                                 - a week in advance 
- confirm my travel plan                                    - suffer inconvenience
- was delivered a ticket                                      - arrange for a confirmed ticket
- an immediate response

Dear Sir or Madam,
[bookmark: _Hlk196721513]I am writing to inform you that my travel plans have been jeopardized, on account of (1) _________ booking the tickets. I had requested your manager, Mr. Sharma, to (2) _____________ Delhi by Shatabdi Express, for 9th September. Today to my horror, I (3) ____________ for 11th September that is of no use to me.
I have to be in Delhi on the 10th morning to attend a seminar in which I am presenting a paper. It was on account of this, I had booked my ticket (4) ___________, as I did not want to risk (5) _____________. I am hereby returning the ticket and would like you to immediately (6) ___________ for 9th by Shatabdi Express or any other suitable train. I shall expect (7) ____________ confirming the status of my ticket by today evening. This is imperative, for I have to (8) __________ to my host. Besides, I have to make other necessary arrangements that I am unable to do now. 
Meanwhile, you should investigate as to how this happened and ensure that this does not recur in future. This would be in your own business interest, so that clients like me do not (9)_____________ on account of lapses at your end. 
I would appreciate your special attention to this very serious issue.

Sincerely, 
Kevin Ree

B. Write a Complaint Letter to an Airline.
You booked an aisle set for your British Airlines flight in the economy class to ensure you would be sitting where you wanted and not where they put you and paid ₤37 for that service. Onboard, you found out that the airline had mistakenly given the same seat to another passenger. Write a letter of complaint to the management of the airline about the situation you found yourself in and the inefficient actions of the flight attendants. Follow the given guidelines. Begin your letter like this:
To Whom It May Concern / Dear Customer Relations Department, 

Paragraph 1: Briefly and clearly state the overall problem. Include details and dates of your flight.
Paragraph 2: Describe the incident as clearly as possible.
Paragraph 3: State what you expect the airline to do.

Task 2. 
When you came back from your holiday, you decided to write a letter of complaint to your travel agency because you were really dissatisfied with the arrangements made by the agency and ask for a partial refund.
Dear [Company],
First paragraph
Why you are writing (your name, what service you hired for trip to …., date).
I am writing to complain about… / to express my dissatisfaction with… / to inform you of the problems…
Second paragraph 
Make reference to your expectations and describe the problems you had during the trip (e.g. room service, no entertainment for adults/children, unreliable pickup service, unfriendly and impolite hotel staff, no tour guides available, the catering).
I was really dissatisfied with…
… was not what I expected / you promised.
You can imagine my disappointment when…
To make things worse…
Third paragraph
Ask for a partial refund and give your contact information.
I look forward to receiving…
I expect you to…
I think I am entitled to a partial refund.
Please contact me as soon as possible to discuss how we may resolve this unpleasant situation.
Please contact me by mail, at the above address, e-mail or by phone.

Thank you for your attention to this matter.

Sincerely,
Your signature
Your typed name

An e-mail applying for а job

Task 1 
Read the rubric and underline the key words, then answer the questions.

You have seen the following job advertisement in your local newspaper, The Bridgetown Herald.
WANTED
Summer waiting staff for busy beach-side cafe
June / July
Must be hardworking & friendly.
Foreign languages an advantage.
Apply to Mr. S. Smithers by email:
s_smithers@seaviecafe.com

Write an email applying for the job (120-160 words).

1	. Who is going to read your letter?
2	. What style are you going to write in? Which of the following will you include? 
а. short forms
b. formal linking words/ phrases
с. polite, impersonal tone
d. friendly tone
3. How could you begin/end the email?
A. Dear Sir/Madam,                                            B. Dear Мr. Smithers,
….                                                                        ….
Yours faithfully,                                                  Yours sincerely,
(your full name)                                                  (your full name)


2.Read the model and match the descriptions (А-Е) to the paragraphs (1-5).
A. previous experience 
B. closing comments
C. reason for writing
D. relevant qualities / skills
E. age / current job or studies / qualifications

Dear Mr. Smithers,
1. I am writing with regards to the advertisement for summer waiting staff which appeared in The Bridgetown Herald on Thursday.
I would like to apply for this position.
2. I am 18 years old and have just taken 3 А levels in English, Maths and ICT. I expect to get high grades and will be starting а degree in Business Studies in September at Leicester University.
3. Over the past two summers, I have worked as а cashier and а waiter in а Тех-Мех restaurant. I found it enjoyable and my employer was impressed by my ability to communicate well with customers.
4. I consider myself to be hardworking, reliable and cheerful. I am also fluent in Spanish and German.
5. I would be very grateful if you would consider my application. I have attached а copy of my CV and а reference from my previous employer. I look forward to hearing from you.
Yours sincerely, 
Peter Bradley
3. Read the model again and find formal sentences to match the informal ones (1-10).

	
	Informal
	Formal

	1.
	This is about the advert for waiters that I saw in Thursday's newspaper.
	

	2. 
	I want to do this job.
	

	3.
	It was great ...
	

	4. 
	My boss liked …
	

	5. 
	I could chat well with ...
	

	6. 
	I can speak French and German, too.
	

	7.
	It would be great of you to give me the job.
	

	8.
	I've sent you а copy of ....
	

	9.
	I can't wait for you to write back!
	

	10.
	Best wishes,
	




4. Replace the opening and closing remarks in Peter's letter with other appropriate ones from the Useful Language Box.

Opening remarks
•	I am writing to apply for the job / position of ... which was advertised in ... on ....
•	With reference to your advertisement in the ... on the I am interested in applying for the position of ....
Qualifications/Experience/Skills
•	I am ... years old and I am currently / have just begun / finished studying for ...
•	I completed а degree in ...
•	I have been working as а (part-time) ... since ...
•	My responsibilities include/ included ...
•	I consider myself to be ... (hard-working etc.).
•	Please find attached / enclosed ... (а copy of my CV / a reference from my previous employer).
•	I am available for interview on weekday mornings / at any time.
Closing remarks
•	I would appreciate а reply.
•	My thanks for giving this your attention.
•	Please do not hesitate to contact me if you have any questions.


5. Fill in: completed, attending, available, passed, consider.
1. I have …………… my Level 6 exams with а Grade А.
2. At the moment, I am ……….. а Graphic Design course at Grange Road College.
3. I have recently ………. а typing course.
4. I …………. myself to be friendly and polite.
5. I am ……….. for interview at any time.

6. Fill in: popular, quick, hardworking, cooperative, efficient, patient.
1. I consider myself to be …….. and enjoy working with others.
2. I am …….. and able to remain calm in difficult situations.
3. I am …….. to learn new skills.
4. As my references show, I have been very ................ with clients.
5. I consider myself to be ................. and don't mind working long hours.
6. I am .................. and able to do tasks successfully always meeting deadlines.

7. Underline the key words in the rubric. Answer the questions.
You have seen this advertisement on а website and would like to apply.
CATERING STAFF WANTED
Are you free weekends from 20th June to 5th September?
We need staff to serve food at events including family
celebrations & business dinners. Previous experience
desirable but not essential. Apply at: staff@yourevent.com

1. Who is going to read your email?
2. What style are you going to write it in?
3. What greeting/ending should you use?
4. What information are you going to include in each paragraph?

8. Complete your CV in your notebooks.
[bookmark: _Hlk197709495]Contact Information: (name, address, telephone, email)
Personal Information: (date / place of birth, marital status) 
Academic Qualifications: ........................................................
Work Experience: ...................................................................
Personal Skills: .........................................................................
Interests: ....................................................................................
References: .................................................................................


9. Use your answers from Task 7 and 8 to write your email. Follow the plan. Use phrases from the Useful Language Box. Use the email in Task 2 as а model.

PLAN
Dear Sir / Madam,
Introduction
(Paragraph 1)	where / when post appeared, reason for writing.
Main Body
[bookmark: _Hlk197709924](Paragraph 2)	age, studies / qualifications
(Paragraph 3)	work experience
(Paragraph 4)	personal characteristics
Conclusion
(Paragraph 5)	CV attached, when available for interview, closing remarks
Yours faithfully, + (your full name)



Topic 5: Writing an informal letter
Plan
· Informal letter
· Purpose of writing an informal letter
· Tips for writing an informal letter
· Parts of informal letter

Informal letter
Letters written to friends and relatives are called informal letters. They are also known as personal letters. They are usually written in an informal language. The tone and style are usually familiar and intimate. You may also use conversational idioms and colloquial expressions. Contracted forms like won’t, can’t, I’ll etc. are also very common in personal letters.
An informal letter expresses the personality of the person who writes it. It should have a friendly tone and the reader should be able to feel the sentiments and feelings as he/she goes through it. In informal letters we have covered following categories: personal letters (family letters, letter to relatives, love letters etc.), social letters (letters to friends, invitations, letters of apology, thank you letters etc.). 

Purpose of writing an informal letter
The main purposes of writing an informal letter are
· To express feelings and emotions
· To stay in contact with relatives, friends, family
· To send invitations, replies, thanksgiving etc.
· To make personal complaints
· To communicate by expressing sympathy, feeling sorry, congratulating someone

Tips for writing an informal letter
1) Write as if you speaking to the reader in person
2) Do not hesitate in adopting your personal style while writing to close friends or relatives
3) Always start with good / interesting news you want to share so that the reader feels positively associated with you.
4) As there is no defined or set length of for informal letters, try to keep it up to a page or a page and a half
5) Maintain a logical order while expressing ideas or replying to someone’s queries. 

Parts of informal letter
1. Senders’ address
2. Date
3. Salutation
4. Body of the letter
5. Concluding remarks
6. Complimentary closure
7. Signature line

 Do the exercise
Formal and informal vocabulary
1. Read the information about formal and informal vocabulary. Choose the correct word or phrase in italics in sentences 1-6.
Formal and informal vocabulary
In academic and professional writing, use more formal vocabulary. For example: single verbs, nouns, etc. rather than phrasal verbs and nouns, e.g. increase instead of go up
If possible, avoid using words and phrases normally used in everyday spoken English. For example: Lectures commence at ten o’clock instead of Lectures begin at ten.

1. The government estimates/guesses that prices will rise by 1% this year.
2. Phones today just don’t look like/resemble phones from the 60s.
3. It is good idea/advisable to arrive ten minutes before the examination begins.
4. The use of Wi-Fi technology is now widespread/ everywhere.
5. Lots of young people transmit/send messages to their friends by SMS.
6. The mobile phone industry has announced that the cost of using mobile phones is expected to decrease/go down rapidly within the next two years.

2. Replace the underlined more informal words and phrases in the text with a more formal word or phrase from the list.

are not able to           be very time-consuming         communicate      express represent
In the same way as                    that is to say                          As a result



Communicating without speaking
How can you ¹get your ideas across to people if you ²can’t speak, perhaps because you are deaf? It would ³take ages to write down everything you needed to ⁴say. One solution is to use sign language. The recorded history of sign languages, ⁵or to put it another way, languages using one’s hands, began in the sixteenth century. The gestures used by signers can ⁶stand for complete ideas in addition to single words. ⁷Just like spoken languages, signed languages vary from country to country and from region to region. ⁸So, there is a wide variety of sign languages in use around the world.

3. Look at the formal sentences and underline the more informal word or phrase.
1. For further information on courses in communication technology, get in touch with Dr Williams in the Department of Information Technology.
2. From 1950 to 2000, there were very big developments in the field of computer technology.
3. Please let the director know if there are any problems.
4. Students who miss classes as a result of illness are required to produce a medical certificate.
5. The director of the department will get here at 3 pm.
6. All books must be brought back to the library by Monday 26th June.

4. Match a formal word or phrase with the informal words or phrases from task 3.
a. are absent from miss              c. contact   ________             e. returned   __________
b. arrive   _______                  d. enormous   _______             f. inform   __________

5. Write a letter from a student to his friend, telling him about his first impression of the college. Do not write your own name, addresses or other personal information. Start your letter in an appropriate way of at least 120 words.

6. Read the email and answer the questions
1) Are Noemi and Sofia old friends, recent friends or work colleagues?
2) The email is written in an informal style. What features of the email show this?

Hi Noemi,
Seems like ages since we’ve been in touch! Hope all’s well with you. All’s well here but life’s pretty busy, as ever. I’ve changes jobs. Still teaching art and design, but at different college. I’ve been working there for six months now. I love it, but it’s hard work. We’re off on a study trip to Amsterdam at the end of the month. Should be fun. I’ve never been to Amsterdam before.
The other thing that’s been keeping me busy is the ukulele. The band that I play in has suddenly become really popular locally and we’ve been playing loads of gigs. Mainly just small ones, but last weekend we played in front of 300 people at a festival. Fame at last!;) Is the ukulele as popular in Spain as it is here?
Anyway, the really big news is that my sister is pregnant and she’s just found out that she’s having twins! She and Tom are over the moon, but quite nervous, too, as you can imagine. And I’m going to be an aunt for the first time. Can’t wait!
So, enough about me. How are things with you? What have you been up to? Still living in the same flat? I’d love to come over to Madrid to visit you some time. Maybe during the summer holidays  - I’ll have plenty of time on my hands then.
It would be really great to catch up properly before that. Shall we try and speak next week? Are you on Skype?
Speak soon, hopefully.
Lots of love,
Sofia

7. You have got a letter from your English penfriend. He/she has recently visited some Oriental countries as a tourist and he/she is very excited about the trip, and especially about food in these countries. He/she wrote that he/she had been pleased with traditional cuisine of Japan. Write a letter to your penfriend in which you
· Write if you like or dislike food from other countries;
· Say what type of foreign food is popular in your country;
· Write what types of food you like best and why.

Write a letter of at least 150 words. Do not write your own name, any dates, addresses or other personal information. Start your letter in an appropriate way.

8. Read the instructions and write an email (120-150 words)
You are going on an adventure trip for students of English. You will join ten other students from all over the world and a one-month tour of India. The tour will include cultural visits and two hours of English lessons every day. Write an email of introduction to the other students.


9. You’ve got a letter from your English penfriend in which he/she shares his/her impressions of visiting a concert of a popular singer but he/she didn’t like the lyrics of most of the songs.  Write a letter to your penfriend in which you tell him/her
· What is more important in a song, lyrics and why;
· How your favourite music makes you feel;
· If your parents support your musical preferences.

Write a letter of at least 150 words. Do not write your own name, any dates, addresses or other personal information. Start your letter in an appropriate way.

10. Your friend invited you to his/her birthday party, but you are unable to attend.
Write a letter apologizing for your absence. In your letter:
· State why you cannot go
· Explain your reason for not contacting your friend sooner
· Suggest another time to meet
Write at least 150 words. You do not need to write any addresses.
Begin your letter as follows:
Dear _________,







Topic 6: Writing an essay

Plan
· Basic principles of essay writing
· Types of essay
Basic principles of essay writing
Essay is a short piece of writing by a student as a part of a course of study. In order to be able to write good essays it is first of all essential to make sure that you understand the purpose of the task. Among possible purposes for the English test essay can be: to show that you are able to select relevant ideas and information to answer a question; to show your knowledge and understanding of the topic; to show your ability in presenting a logical argument; to show your skills in organising your ideas systematically; to show your ability to use sophisticated English: to show your basic grasp of English grammar and vocabulary.
The first step in essay writing is to analyze the essay task which tells you what the topic is, and also gives an indication of what kind of things you are expected to say about the topic. Essay topics usually have 3 components: 1) the instruction words, telling you what to do 2) the key words indicating the topic 3) the words restricting the topic, indicating what aspect of the topic you are asked to focus on.
The second step in essay writing is to analyze the question. Understanding the question means more than understanding the instructions or the words of the question. It means recognizing the focus of the question, and knowing what approach you should take to the topic.
The next step in essay writing is to select and present ideas correctly. For example, in an essay of 250 words, to be written in 40 minutes, you cannot be too ambitious about what you write. Some students make the mistake of trying to express very deep ideas and they never get past writing an introduction to what would be a long essay if there was time. On the other hand, if you do not have any specific ideas at all you may find yourself saying only one thing over and over again in several different ways. This is not the way to get a good score. Look at the following example:
“The Internet has provided great benefits to modern society because it has helped everyone in their work. It makes everything easier. It has helped all sectors of society. Without the Internet, everything is much more difficult and takes a long time. But since we have the Internet every kind of work is much easier to do. Therefore the Internet has provided great benefits to everyone”
This little 'essay' says almost nothing. There is virtually no information and there are no ideas. If someone whose English is not very accurate writes like this, the reader has no ideas to think about and will only notice the grammatical and vocabulary mistakes.
The structure of any essay: introduction, main body, conclusion. In introduction the author explains the topic with general ideas. It also has a thesis statement (the sentence that tells the main idea of the whole essay.  It comes at or near the end of the introductory paragraph). Main body explains and supports the thesis statement. Conclusion summarises or restates the thesis.
It is important to remember that in all essays you must give specific points to support your argument. Sometimes a topic is quite abstract and it is important to realize that you need to use examples to support your point of view - and to make sure that you have enough to say. You should use your own ideas, knowledge and experience to support your arguments with examples and relevant evidence. Many students make the mistake of trying to write only in general statements about a topic like this. That is difficult to do, because you need very abstract, philosophical language to do it well. It is much better to think of specific examples of values and to use two or three of these to illustrate and support your point of view.

Types of essay
There are many different types of essay, but they are often defined in four categories: argumentative, expository, narrative and descriptive essays. An argumentative essay is a piece of writing that uses factual evidence and logical support to convince the reader of a certain way of thinking. An expository essay is a type of written discourse that serves to explain, describe, or inform. Its primary purpose is to convey information to the reader in a clear, concise, and organized manner. A narrative essay is a form of writing that tells a story. A descriptive essay is a form of writing that aims to create a vivid and detailed portrayal of a person, place, object, or experience. Its primary goal is to allow the reader to mentally experience the subject through the use of sensory language and evocative details.

 Do the exercise
1. In which section (introduction, main body or conclusion) would be most likely to find:

1) a statement of the writer’s position on the topic? ______________
2) a summary of the main arguments in support of the writer’s position? _______
3) a series of generalizations relevant to the topic? _______________
4) an outline of how the essay is organized? ______________
5) definitions of key terms used in the essay? _________________
6) evidence to support each generalization? __________________
7) a restatement of the writer’s position on the topic? _____________
8) background information on the topic? ______________

2. Read the introduction to an essay with the title Discuss the impact of out-of-town shopping centres on the regions in which they occur.

1) Over the last twenty years out-of-town shopping centres have been built on the outskirts of many European and North American cities. 2) Typically, they contain a wide range of shops and entertainment facilities such as cinemas, and car parking is free. 3) There is widespread recognition that these centres have social, economic and environmental impacts on the region in which they occur. 4) However, there is considerable debate about whether their overall impact is positive or negative. 5) In this essay I will argue that, while there are clear advantages for consumers in having access to out-of-town shopping centres, in general they have an adverse impact on the surrounding area.

a) Which sentences in the introduction are:
1) the background? _______    ______
2) a recognition of different views? ______ 	    ______
3) a statement of the writer’s position? ______    _______

3. Write an introduction to an essay with the title To what extent should large international companies make acting in a socially responsible manner more of a priority than increasing their profits?
When you have written a first draft, redraft it to make sure you avoid repetition. In pairs, compare your finished introduction.

4. Read the essay. Then answer the questions.

1) Does the writer agree or disagree with the statement?
2) Do you agree with this point of view?
3) What is the function of each of the five paragraphs?
4) Find three things that tell you this essay is written in a formal style

The internet has improved the quality of journalism
There is no question that the internet has transformed the news industry in recent decades, and that its impact has been both positive and negative.
Online news is frequently criticized for being unreliable and based on very little evidence. In addition, commercial pressures in this increasingly competitive market encourage journalists to concentrate on what is popular and what will attract interest on social media, rather than on what is important.
However, it is also true that the internet has brought several benefits to news consumers. We have a more varied choice of news sources than ever before; we are no longer limited to the newspapers and radio and television news services in our particular part of world. Americans can watch AI Jazeera online, while Australians can read The New York Times.
Furthermore, the internet has made it possible for new media companies to join the industry. For example, The Huffington Post, now one of the popular and respected news sources worldwide, wouldn’t exist without the internet. An additional benefit of online news reporting is that smartphones now enable journalists (both professional and ‘citizen journalists’) to publish text, photos or video wherever they are, which means that chances of something important being captured by somebody at the scene are much higher.
On balance, I would argue that the benefits of internet news outweigh the downsides. It should also be remembered that the internet does not replace traditional journalism, whether delivered via the internet or print media: it adds to it. 

5. Choose the best options to complete essay.

Too much of the news we hear is bad news
1___________________ Every day we hear about shootings, armed robberies, disasters and deaths.
2___________________ Why, therefore, do newspapers, television and online news outlets not choose to tell more positive news stories? Surely we should receive a balanced account of what is happening in the world?
3 __________________ People are far more interested in finding out about the latest disaster than they are in reading and inspiring or uplifting story about something which turned out well. According to scientists, we may have a natural bias towards hearing bad news because we are programmed to pay attention to stories which might affect us.
That said most of the bad news stories we hear nowadays do not directly affect our own lives. 4) ______________ So, although I think it is natural to be interested in bad news, 5) _______________. 

1) A) There is no question that the majority of the daily news is bad news.
B) Definitely most news we hear is bad news.
2) A) I think because we hear so much bad news we usually think that the world is really bad.
B) Without doubt, this daily diet of negativity has an effect on how we perceive the world.
3) A) Bad news sells, doesn’t it?
B) The simple fact is that bad news sells.
4) A) Much of the bad news we hear does nothing other than to make us feel sad and anxious about the world.
B) Hearing bad news mainly just makes us feel sad and anxious about the world.
5. A) I do think that the news providers should make more of an effort to give a balanced view of the world.
B) I do think that more of an effort should be made by the news providers to present a balanced view of the world.

6 a. Read the essay and choose the best title.

1) What are the advantages of selling our clothes online?
2) Should we shop for clothes online or not?
3) Are clothes online better than those in the high street?

These days, more and more people are buying their clothes on the internet rather than in the high street. Obviously, this is bad news for high-street shops. But is it also something that we, as consumers, should think more carefully about before we click on the basket icon and make our purchases? Are there 1disadavntages as well as advantages to buying clothes online?
There are, of course, 2 a number of advantages to shopping online. 3A significant advantage is that it is quick and easy. 4 A further advantage is that it tends to be much cheaper because we can shop around to find a bargain. Online retail sites also have fewer costs than high-street shops, so they can keep their prices low.
On the other hand, there are 5 a number of disadvantages to buying everything online. 6 A significant disadvantage is that you can’t try on clothes when you shop online, so you might choose the wrong size or colour, or find out that an item of clothing doesn’t suit you once it arrives. 7A further disadvantage is that by shopping online you miss out on the high street experience, which, for many people, is a leisure activity. Going to the city centre with friends, trying on clothes and buying new things is much more fun than shopping at home by yourself. 
8 Overall, buying clothes online is obviously a useful way of adding to our wardrobes. However, there is still a place for the high-street shop. 


6 b. Read the essay again. Match phrases a-h to the phrases in bold in the essay (1-8) that have a similar meaning.
a) One major problem 6
b) Both problems and benefits to ___
c) One major positive ____
d) Several problems with ___
e) Another benefit ____
f) Broadly speaking ____
g) Several benefits ____
h) Another drawback ____

7. Look at the following essay question. Work with a partner and make a list of 2-3 arguments or examples to support each view.
Some people believe that, in the future, we will have more and more leisure time as computers replace many of the tasks we do at home and work. Others believe that we will have less leisure time as employers will expect us to be available and connected to the internet at all times.
Discuss both these views and give your opinions.
8. Read the essay. How many of your arguments are mentioned?
Without doubt, computers and the internet are becoming more and more important in all our lives. In the future, the development of the technology is bound to have an impact on our lives and leisure time. However, it is uncertain whether technology will mean that we have more or less leisure time. 
Some people argue that computers will start to do more and more for us in the home and at work. We have already seen examples of this with the invention of cleaning robots such as the Roomba, and smart devices which enable us to turn appliances on or off from a distance.
Others feel, however, that although computers may help us with our daily tasks, this will not necessarily mean that we have free time. They argue that employers may simply expect us to have time to do more work. In addition, wearable technology may mean that we are expected to be available to our employers at all times. 
Personally, I doubt that we will have more leisure time in the future. Back in the 1970s, it was predicted that more technology would mean that people in the future would have a five-day weekend. This has certainly not happened yet, and I don’t expect it to happen in years to come. In fact, it seems that the more technology we invent, the harder we are expected to work and the more we are expected to produce.
In conclusion, while employers may not expect us to be constantly available in the future, I believe that they will continue to demand more of us. 

9. You are going to write an essay. Look at the following essay question and plan out what you are going to write. Try to think of a main idea and some supporting information or examples for each paragraph.
In recent years, the number of people travelling by air for business and pleasure has increased dramatically. Some people believe that air travel will continue to grow and that it will become easier, faster and cheaper. Others, however, believe that due to environmental pressures, flying is likely to become too expensive for most people.

10. Read Cathy’s essay. Which global issues does she mention? 
· the arms trade
· disease
· homelessness
· endangered species
· famine
· racism
· global warming
· terrorism

If I ruled the world
If I ruled the world, the first thing I’d do is prevent famine and disease in the developing world. In my opinion, that’s one of the most serious problems we face. I’d make sure that poor farmers could sell their food to the rest of the world. I’d also make more medicines available to people in poor countries. I believe we could save millions of lives by vaccinating children, so I’d make drugs companies do that.
The next thing I’d do is make governments invest in wind, water and solar power. In my view, we need to stop global warming, so I’d also make petrol-driven cars illegal.
There are some less serious things I’d do too. I’d ban rap music because I think it’s terrible and I’d reduce the number of sports programmes on television. Finally, I’d make my brother change his socks every day. 

11. Read an essay. What are the main advantages and disadvantages of modern technology in everyday life?

It is easy to see the advantages of modern technology in our everyday lives. Technology has given us mobile phones, computers, televisions and many other useful things. However, most modern inventions come with a price – maybe social or environmental – so we need to look at both sides of the story.
One of the main advantages of modern technology can be seen in medical science. The discoveries of antibiotics and vaccinations have saved millions of lives around the world. In addition to this, modern technology has made industry more efficient.
On the other hand, modern technology is responsible for the development of weapons, which have caused a lot of destruction. Another disadvantage is that it makes us lazy. Nowadays, many people spend their lives sitting in front of computer screens. This is a development that surely has negative effects on our mental and physical health, making us more isolated and less active.
In my opinion, modern technology is a good thing. In general, the advantages outweigh the disadvantages. Of course there are drawbacks, but it is important to remember that technology itself is not a problem. The problem is that we use technology without always thinking about the harmful consequences.

12.Complete the guidelines for writing an essay with expressions in the box

Personal opinions	     examples		notes		beginning		logical order

1. Sort out the facts – make _________ of all the relevant information you have on the subject.
2. Plan your argument – organize your notes and arrange the ideas in a _________.
3. Give your essay an appropriate ___________. Describe what you are planning to say.
4. Decide how many paragraphs you need for your argument. Each paragraph should discuss one point. Use __________ to support your arguments.
5. Write a logical conclusion. Though the style of the essay is generally formal and impersonal, this might be the place to include some ___________.

13. Read the following introductions. Evaluate each introduction according to the questions below. Then give each introduction a score between 1 and 5. Discuss your answers and explain reasons for each score.
· Is it short?
· Is there background information?
· Does the paragraph clearly state the thesis?
· Does the paragraph prepare the reader for the body of the essay?
1. Score: ______.
I have been living in the USA a little more than one year, and I have learned about American customs and compared them with those of my country. One of the points that has caught my attention is education. In the United States, I have found many resources and opportunities to study. In Peru, it is not the same. Once I read a newspaper article that said Peru has the most ineffective and inefficient education system in Latin America. 

2. Score: _______.
I prefer writing a final paper to taking a final exam in my college classes. Writing a final paper is less stressful than taking a test. It gives students a chance to learn new material, rather than just proving what they already know. Most importantly, I tend to score higher on untimed writing than on written exams.

3. Score: _______.
Do you worry about the content on the Internet? Internet content is likely to offend many people, especially parents with teenage children. Still, parents shouldn’t try to control their teenagers’ access to the Internet, because their children are old enough to make their own decisions, and in the end, they will access whatever information they want regardless of their parents’ rules.





Topic 7: Summary
Plan
· How to write a summary
· Example of summary
· Summary or abstract
How to write a summary
A summary is a brief summarization of a larger work that gives the reader a comprehensive understanding. Summaries provide an abridged description of another work in the form of a paragraph, providing enough detail so that the reader understands the subject of the summary, while highlighting the summary writer’s personal understanding of the subject matter. The purpose of a summary is to provide readers with an overview of important details or interesting information, without inserting a personal opinion.
To write a good summary you should find the main idea. A useful summary distills the source material down to its most important point to inform the reader. Write without judgment. If you are summarizing an original text or piece of media, you are gathering and condensing its most relevant information, not writing a review. Write your summary in your own words, and avoid adding your opinion. Keep it brief. A summary is not a rewrite—it’s a short summation of the original piece. Make sure it flows. Transitions are incredibly helpful when it comes to building momentum in your writing. Connect your sentences with transition words, making sure they flow together and convey your summary clearly.

Example of summary
“Hansel and Gretel” follows the story of a brother and sister who must use their cunning to outsmart an evil witch intent on consuming them. In the beginning of the story, a great famine sweeps across the land, leaving little food or resources to spare. Hansel and Gretel’s stepmother leads the children into the woods intent on leaving them there to die. However, when Hansel hears of her plan, he collects a pocket full of white pebbles, dropping them as a trail for he and his sister as their stepmother attempts her plan the next day. When the duo makes their way home, the stepmother decides to bring them deeper into the woods. Hansel takes a slice of bread with him, leaving a trail of breadcrumbs behind. This time, birds eat the crumbs, destroying the trail back. Hansel and Gretel wander into a clearing, where they find a cottage made of treats. As they eat the house, the elderly woman who lives there invites them inside, where they discover she’s not a generous, old lady after all—she’s a witch with a particular taste for children.

Summary or abstract
While both a summary and an abstract aim to condense information from a longer text, they serve distinct purposes, appear in different contexts, and have different characteristics. In some organizations, the word abstract is used in place of summary to describe the same thing: an attempt by the writer to draw out and state succinctly the essence of the subject-matter in the text, especially the new information. In particular, collections of summaries in book form or in computer storage often have the term abstract in their titles, even though they contain the type of concise, condensed version of the essence of a text that we are calling summary. But we should remember that the main difference is that an abstract is a highly concise, self-contained, and comprehensive summary of a research paper, thesis, dissertation, or scholarly article. It's typically found at the very beginning of a scholarly work, before the introduction. Its primary purpose is to help readers quickly determine if the full document is relevant to their interests or research.

 Do the exercise

1. Read the following quote. Do you agree with it? Why? Why not?
“People don’t need to learn things by heart any more. They can go on to their phones and find out things instantly, they don’t have to remember. Education needs to focus on creativity and problem-solving, not learning facts.” 

2. Read the blog post. What would the blog post author think about the quote in exercise 1? How do you know?

In Defence of Rote Learning

a) It is often said these days that the ‘Google generation’ has access to so many facts online that memorization is a waste of time. Learning by heart, or ‘rote learning’, is seen as not only pointless, but also mindless. People argue that it doesn’t require any intelligence or creativity.
b) Creativity and problem-solving are very fashionable in education. But how can people use their minds creatively if there’s nothing actually memorized and stored in there? How do you create something from nothing?
c) And, in fact, far from being a waste of time, memorization actually helps the brain to develop. Research shows that people who were required to learn things by heart at school are better able to focus on their work as adults.
d) Sure, you can use a calculator these days, but isn’t it actually quicker and easier to know your multiplication tables? If you just know these basic things that frees up your brain power for bigger and better things.
e) Think about it. How would you feel about having surgery with a doctor who had just had to look up how to do it on Google? Expertise is developed through hours of learning, practice and memorization.

3. Match summaries 1-5 to paragraphs a-e in exercise 2

1) Having to look up facts is a waste of time when you could just learn them.
2) Practice and memorization are essential if you want to be an expert.
3) Rote learning is often considered to be unnecessary and uncreative.
4) People need background knowledge, as well as the ability to be creative.
5) Learning things by heart benefits the brain.

4. Read the article, write a summary (120-150 words)

What is Social Learning Theory?
The social learning theory known as observational learning proposed by Albert Bandura has become perhaps the most influential theory of learning and development. While rooted in many of the basic concepts of traditional learning theory, Bandura believed that direct reinforcement could not account for all types of learning. His theory added a social element, arguing that people can learn new information and behaviors by watching other people. Also known as modeling, this type of learning can be used to explain a wide variety of behaviors. 

Basic Social Learning Concepts 
1. People can learn through observation. In his famous "Bobo doll" studies, Bandura demonstrated that children learn and imitate behaviors they have observed in other people. The children in Bandura’s studies observed an adult acting violently toward a Bobo doll. When the children were later allowed to play in a room with the Bobo doll, they began to imitate the aggressive actions they had observed. 
2. Mental states are important to learning. Bandura noted that external, environmental reinforcement was not the only factor to influence learning and behavior. He described intrinsic reinforcement as a form of internal reward, such as pride, satisfaction, and a sense of accomplishment. 
 3. Learning does not necessarily lead to a change in behavior. Not all observed behaviors are effectively learned. Factors involving both the model and the learner can play a role in whether social learning is successful. Certain requirements and steps must also be followed. 
Attention 
In order to learn, you need to be paying attention. Anything that distracts your attention will have a negative effect on observational learning. If the model is interesting or there is a novel aspect to the situation, you are more likely to dedicate your full attention to learning

Retention 
The ability to store information is an important part of the learning process. Retention can be affected by a number of factors, but the ability to pull up information later and act on it is vital to observational learning. 

 Reproduction 
Once you have paid attention to the model and retained the information, it is time to actually perform the behavior you observed. Further practice of the learned behavior leads to improvement and skill advancement.

Motivation 
Finally, in order for observational learning to be successful, you have to be motivated to imitate the behavior that has been modeled. Reward and punishment play an important role in motivation. While experiencing these motivators can be highly effective, so can observing others experience some type of reinforcement or punishment. For example, if you see another student rewarded for getting to class on time, you might start to show up a few minutes early. 

5a. Read the following passage and do as required below:

There is much debate about the capacity and duration of the short-term memory. The most accepted theory comes from George A. Miller, a cognitive psychologist who suggested that humans can remember about seven chunks of information. A chunk is defined as a meaningful unit of information, such as a word or name rather than just a letter or number. Modern theorists suggest that one can increase the capacity of the short-term memory by chunking, or classifying similar information together. By organizing information, one can optimize the STM, and improve the chances of a memory being passed on to long-term storage. The capacity of STM can also be affected by diseases that cause neuro-degeneration, such as Alzheimer's disease which can be a factor in a person's short-term and eventually long-term memory. Damage to certain sections of the brain can disable the ability to think and recall memories stored in STM.


5b. Identify the correct statements in the following:

 There is a great deal of agreement on the capacity and duration of the short-term memory.
 The capacity and duration of the short-term memory are controversial.
 Information can be remembered for longer time if it is saved in chunks.
 Theorists believe that it is impossible to improve our short-term memory.
 Some diseases such as Alzheimer badly affect our memory.
 Classifying information keeps it in the short-term memory.
 It is very important to keep our brains from damage to avoid losing our ability to think and recall information.
 Once information is kept in memory, it can never be lost.

5c. Write the correct sentences to form a paragraph.

Writing Skill: Summary

Analyze introduction paragraphs.

6. Read the introduction and the revised introduction below and compare them. Why is the revised introduction more effective?

Introduction
There are many new experiences for international students in the United States, and some of them cause a lot of anxiety. Arranging finances, housing, and legal papers in another language are some examples. However, those experiences are not typically ongoing; once the arrangements are made, they are usually stable for at least a semester. Other stressful experiences are repeated on a daily basis, like having a conversation with a native speaker of English. Many international students avoid these conversations, but that is a serious problem for them. Knowledge and preparation can help international students participate actively in conversations rather than avoiding them.

Revised introduction
Conversations happen everywhere: work, school, church, stores, dates, and even the gym. Conversations are such a common part of daily life that people often don’t think about how difficult they can be, or the anxiety they can cause, if all of these conversations are happening in another language. Many international students avoid participating in conversations, especially with native speakers of English. This avoidance is a serious problem for international students who study English because participating in conversations is crucial for developing their language skills. Avoiding conversations can also cause international students to struggle making friends and make them feel more isolated. While it is natural to feel nervous about participating in conversations, international students need to find ways to be more confident in their ability to participate in a conversation. International students can choose from various solutions to stop avoiding conversations and feel more confident.

Evaluate summaries

7. Evaluate the summaries. Which summary is most effective for each original paragraph? 

1. Original: The equipment is the first major difference between American football and soccer. In American football, the players need to wear protective clothing because it can be a dangerous game to play. The players need to wear helmets to protect their head, mouth guards for their teeth, and large pads for their shoulders and back. The players use a brown ball that is pointed on the ends. On the other hand, soccer players do not need to wear helmets and lots of protective pads. The players just have pads to protect their shins, and the goalie wears gloves. The ball they use in soccer is round. The ball is usually a bright color like white. Soccer and American football definitely require different equipment to play them.

•	Summary #1: American football and soccer have different clothing, which is the biggest difference between the two sports when people play them. 
•	Summary #2: The equipment is different. 
•	Summary #3: American football and soccer are different due to the equipment required to play each one, namely the protective clothing (helmets and pads) and the ball that is used to play.

2. Original: Exercise is important because it improves your mental health. First, exercise is the healthiest way to deal with stress. When we have too much stress, our mental and emotional health is affected negatively. Exercise can reduce this impact. Exercise can also influence the balance of chemicals we have inside our bodies. Exercise releases endorphins into our bodies and that can help us feel better or not be depressed. These emotional benefits are very helpful. Exercise also helps us think more clearly because it brings more oxygen to the brain. If you watch how you feel when you exercise, you will notice that your mood and mental clarity improve. 

•	Summary #1: Exercise improves your mental health. 
•	Summary #2: Due to mental health benefits like reducing stress, balancing chemicals, releasing endorphins, and helping us think more clearly, exercise is essential. 
•	Summary #3: Exercise improves your mental health. First, exercise is the healthiest way to deal with stress. Exercise can also influence our chemical balance. Exercise also helps us think more clearly because it brings more oxygen to the brain. 
•	Summary #4: Exercise is important because your mental health is more important than your physical health and exercise is effective at improving your mental health.

Identify major ideas.

8.Identify the details or examples that are not major ideas. Be prepared to explain your choices.

Dinner groups are a great solution for people who hate to cook for themselves. A dinner group is a group of friends that decides to eat dinner together every night. The job of being the cook rotates every day that the group meets for dinner. Most college dinner groups meet Monday through Thursday, to allow group members time on the weekends to go on dates and visit friends. If there are four people, everyone cooks dinner one day each week from Monday to Thursday. If you are only in charge of cooking one meal each week, you can simply go to someone’s house on the other days each week and not need to spend time cooking. Dinner groups allow busy students to eat healthy meals every night, but only cook once a week. This is an excellent way to eat healthier and maybe even make a new friend.

Evaluate and revise a summary.

9.a Read the original paragraph and the summary.

Original:
Getting married in the United States often involves many different types of parties. Some couples have an engagement party, which is for family and friends to express congratulations to the couple after they get engaged. The bride typically is invited to a bridal shower, which is a party for all of her friends (usually only female friends) to celebrate the upcoming wedding with her. After the wedding ceremony, there is usually a wedding reception, which is another large party. The wedding reception includes many traditional activities, like cutting the cake and throwing the bouquet. All of these different parties are part of many American weddings.
Summary:
Getting married in the United States has many different events, such as engagement parties for some people where friends and family congratulate the couple and a wedding reception which is a party where there are many traditional things like throwing the bouquet to find the next bride and cutting the cake for the bride and the groom; then the couple is very tired!

b. Evaluate the summary based on the following criteria:
•	explains the most important parts of the original.
•	is written in your own words.
•	keeps the original meaning.
•	does not merely “cut” and “copy” from the original.
•	is shorter than the original.

c. Revise the summary on a piece of paper.

10. Choose a paragraph to summarize. Write your summary on a piece of paper.

#1: Serving others
Serving others can help make people happier in any situation. When people are feeling stressed or unhappy, it is often because they are focused on their problems and worries. Focusing on our own problems and worries makes us feel more stressed about them. When we focus on helping other people with their problems, we feel happier because we are not focused on ourselves. Helping others also helps in the other areas of building happiness: it strengthens our relationships with others and it helps us feel more gratitude. When we serve others, we can become good friends with the people we help because they see how much we care about them. We feel more gratitude because we see the problems other people face and we realize that we are not the only ones who struggle with certain problems. Serving others is an essential key to living a happier life.

#2: Online classes
Online classes, on the other hand, do not offer face-to-face interaction and they are more limited in their instruction methods, yet they offer greater flexibility for scheduling. The interaction between teachers and students in an online class is typically time-delayed, meaning that students send an email and wait for a response. Interaction with classmates is less personal than it would be in a traditional class because when student-to-student interaction is required, it is typically limited to email or an online discussion board. The method of instruction in online classes is typically limited to videos and reading articles that can be sent to students electronically. Many of the hands-on experiences that students get in a traditional class are virtually impossible to have in an online class. Rather than being able to touch and feel rocks in the geology class, students will be limited to videos or pictures of rocks. The scheduling is very flexible. Students typically enroll in online classes because they need the ability to take classes at night, early in the morning, or even during their lunch break at work. The pace of online classes is typically determined by the students, so their personal and work schedules do not need to be completely changed. While the interaction and instruction may be limitations of an online class, the scheduling is very flexible.

11.Read the following passage and use a note-taking method to identify the main points. Then, compose a summary sentence summarizing the paragraph’s main points. 

Several factors about the environment influence our behaviour. First, temperature can influence us greatly. We seem to feel best when the temperature is in the high teens to low 20s. If it is too hot or cold, we have trouble concentrating. Lighting also influences how we function. A dark lecture hall may interfere with the lecture, or a bright nightclub might spoil romantic conversation. Finally, our behaviour is affected by colour. Some colours make us feel a peaceful while others are exciting. If you wanted a quiet room in which to study, for example, you would not paint it bright orange or red.










Topic 8: Motivation letter
Plan
· Motivation letter
· 6 steps to write a motivation letter
· Difference between motivation letter, cover letter, personal statement
Motivation letter
Motivational writing is not only an annoying part of your application, but can be a decisive factor in the selection process. A motivation letter is a written document that expresses your interest in a specific position, program, or opportunity and explains why you are a suitable and motivated candidate. It is a type of a cover letter. Motivation letter is attached to a resume or CV when you are applying for a job, acceptance to university or a specific program. A motivation letter focuses more on your personality, interests and motivation to apply. Based on your motivation letter, it can be deduced how intensively you dealt with the job. 

6 steps to write a motivation letter
Step1. Create a letterhead. At the top of your motivation letter, create a letterhead with your full name, address, telephone number, and email address. Here are some useful tips to keep in mind when constructing your letterhead: make your name bigger than the rest of the letter by using a 14 or 16 point bolded font. Put your address and contact information in 12 point font. Keep the rest of your letter in a font that is professional looking and easy to read. 
Step2. Write your recipient’s name. Below the letterhead, write your recipient’s name and address. Make sure that this looks professional as well by using a 12-point font that is easy to read. Set your margins around one-inch apart and use single spacing. Do not use a font colour other than black. 
Step3. The first paragraph should mention the job or position you are applying for and where you discovered the listing. The first paragraph should only be about 2 to 3 sentences in length. 
Step4. The body paragraph of your motivation letter should have around 1 to 2 paragraphs in it. Remember, you do not want to go on a whole spiel that is going to overwhelm or tire the hiring manager or person reading the letter. In your body paragraph, aim to address and answer the following questions: Why do I want to work, to go to school, or fill the desired position? What about this company or organization interests me? Why am I a qualified candidate for this position?
Step5. In your final paragraph include a positive statement about yourself or a question that will motivate the employer, school, or business to want to follow through and contact you. 
Step6.  It is important to proofread and edit your final product to look for any possible spelling, grammar or tense errors. It can be helpful to read your motivation letter out loud, or to have a family member go over it for you.

Difference between motivation letter, cover letter, personal statement
While the motivation letter and cover letter are used interchangeably, usually, the cover letter refers to a letter you would write to an employer when applying for a job. The motivation letter usually refers to an application letter you would write when applying for a university. 
The statement of purpose is the exact same thing as a motivation letter. It’s basically just a fancier way of saying the same thing. It’s likely you might find universities and employers referring to these letters in one or more of the ways mentioned above. You might also find motivation letters for university applications being called personal statement letters. But a motivation letter is not the same as a personal statement. The difference is in how long the letter is supposed to be and its intention.
Usually personal statements are more personal and refer to the past, while motivation letters have personal elements, but are focused on future plans. With a motivation letter you refer to past achievements only as proof of your commitment towards your future goals.  

 Do the exercise

1. Write down what to include and NOT to include in a motivation letter.

	DO’S
	DON’TS

	1. Introduction, previous education, activities while in the university
	1. Using slang words in writing motivation letter

	2. 
	2. 

	3. 
	3.

	4. 
	4.

	5. 
	5.

	6. 
	6.

	7. 
	7.





2. Below is the beginning of a motivational letter. Which parts need to be made more specific? What parts could be deleted? What are the benefits for the university of having this student doing a PhD with them?

Application for PhD position in Translational Medicine
Dear Admissions Committee,
I am writing to express my interest in pursuing a PhD program in translational medicine at your university. I developed a passion in complex systems and brain dynamics that completely persuaded me to take this step. Moreover, your program could offer me the opportunity to dive deep into these fascinating areas, as well as give me the opportunity to pursue my research interests and develop my skills as a scientist.

3. Below is the continuation of the same letter. Delete unnecessary phrases. Underline any generic statements that could in reality have been made by any PhD student on planet earth. Correct the grammar mistakes.

As an admittedly “newcomer” in neuroscience, I would like to explore both its clinical and computational aspects, to fully appreciate it. In particular, I would be eager to explore how information –theoretic methods an model and analyze learning tasks and cognitive processes. 
Furthermore, I am also interested in how better knowing of brain dynamics can help us improve existing machine learning algorithms, in particular deep neural networks. I believe that the combination of these two disciplines is an exciting prospect, as it has the potential to yield new knowledge and technology to enhance human health and well-being, as well as diagnose. 

4. Imagine you are going to apply for a place on a summer school on a topic that you find very interesting. Write down the following:
- the topic
- two reasons why you find the topic interesting
- two reasons why your studies are related in some way to the topic 
- an experience you have had personally in relation to this topic 
- how you expect to benefit from doing the summer school
- how perhaps  you could share your knowledge and experience with other students at school



5. Read the following motivation letter. Comment on the mistakes.

Dear Mr. Leimone, 

My name is Katherine Connor and I am writing this letter to apply for the Account Manager position. I have developed a robust skill set that allows me to effectively build trusted relationships with valuable clients as well as implement high-impact projects. 
In my former role as a PR Account Manager, I’ve fulfilled all my duties and achieved some notable successes including: spearheading new customer service initiatives, resulting in a 130% increase in business volume, negotiated contracts worth over $7.5 million. 
Together with my exceptional interpersonal and leadership skills, I believe that I match all job requirements perfectly. 
I have attached my work portfolio and CV below for your review. Thank you for considering my application.

See you soon,
﻿Katherine 








TESTS FOR SELF-ASSESSMENT
Test 1

1. What is an informal letter?
a) A personal letter that is written to let your family, friends know about your life and daily routine.
b) A personal letter that is written to let your family, colleagues or teachers know about what is going on in your life.
c) A personal letter that is written quickly to let your friends know about your life.

2. What is an essay?
a) A short piece of writing on a particular subject, especially one done by students as a part of the work for a course.
b) A piece of writing that is written to convince someone in something.
c) A piece of writing that has certain conventions.

3. What is a peer review?
a) To think or write about something in order to make changes to it or to make a decision about it.
b) The process of someone reading, checking, and giving his or her own opinion about something that has been written by another scientist or expert working in the same subject area.
c) The process of someone giving his or her opinion about different ideas.

4. What is a report?
a) A document
b) A document
c) A document that presents information for a specific audience and purpose. 

5. What should you avoid while writing an essay?
a) Slang, abbreviations, the use of ‘I’, subjective language.
b) Formal language, subjective language.
c) Slang, abbreviations and formal language.

6. What is an article?
a) A piece of writing on a particular subject.
b) A piece of writing that represents your point of view.
c) A piece of writing that is written to convince someone

7. What is the general structure for many written texts?
a) Main body, introduction, conclusion.
b) Introduction, main body, conclusion.
c) Introduction, main body, thesis statement.

8. What is autobiography?
a) A book about person’s life, written by that person.
b) A book about person’s life, written by another person.
c) A book about person’s daily routine.

9. What is a formal letter?
a) A letter that is written with the usage of idioms. 
b) A letter that is written in a strict and specific format.
c) A letter that is written in a strict and interesting format.

10.  What is thesis statement?
a) The sentence that is written in the introduction.
b) The sentence that should be very interesting.
c)  The sentence that tells the main idea of the whole essay

Test 2

1. When do we usually use comma?
a) A comma is used to separate different ideas in the sentence. 
b) A comma is used to indicate a pause but not to separate ideas in the sentence.
c) A comma is used to separate homogeneous members of a sentence when listing them.

2. When do we use semicolon?
a) to combine independent sentences in one compound sentence
b) to enter additional information or explanations of a certain part of a sentence
c) before a list of subjects or to express an explanation of the previous part of the sentence.

3. Was parentheses used in an appropriate way in this sentence? “He answered (after 5 minutes of hesitation) that he has never seen that girl”.
a)  Yes
b)  No

4. When do we use ellipsis?
a) To separate different ideas in the text.
b) To create an intriguing and mysterious atmosphere in the text.
c) To create a longer pause than a full stop.

5. Was colon used correctly in the following sentence? “We have to buy the following: things bread, butter, milk, a cake”.
a) No
b) Yes.

6. What punctuation mark do we use in the dates between the date and the year?
a) Comma
b) Colon
c) Dash

7. How many dashes are there?
a) 3
b) 1
c) 2

8. What is acronym?
a) An abbreviation consisting of the first letters of each word in the name of something, pronounced as a word
b) A short form of a word or phrase
c) An abbreviation consisting of the first two letters of each word in the name of something.

9. What punctuation mark is placed in the initials of the names?
a) Full stop
b) Slash
c) Comma

10. What punctuation marks do we have in the following sentence? “I think that Paris France is the most beautiful city”
a) 2 commas and full stop
b) 1 comma and full stop
c) Dash and full stop.
Test 3

1. What is a paragraph?
a) a paragraph is a group of sentences about a single topic beginning on a new line.
b) a big part of a text, consisting of at least five sentences.
c) a short part of a text, consisting of at least two sentences.

2. What are the parts of each paragraph?
a) The topic sentence, the supporting sentence and some concluding sentences;
b) the topic sentence, the supporting sentences, the concluding sentences;
c) the topic sentence and the supporting sentences.

3. What are the ways to develop a paragraph?
a) Giving details, explanations and examples
b) Giving details and examples
c) Giving examples and explanations

4. What are main types of paragraphs? 
a) Descriptive paragraph, process paragraph, comparison/contrast paragraph, problem/solution paragraph, opinion paragraph
b) Process paragraph, comparison paragraph, problem/solution paragraph, opinion paragraph
c) Descriptive paragraph, process paragraph, comparison/contrast paragraph,  opinion paragraph

5. What is the correct definition of a descriptive paragraph?
a) It expresses the opinion and presents facts
b) It explains how someone or something looks or feels
c) It compares people or places

6. How to organize a comparison/contrast paragraph?
a) Write the topic sentence, present points of comparison/contrast, write concluding sentence
b) Write the introduction, present your ideas, write conclusion
c) Write the topic sentence, present your ideas, write conclusion

7. How to link problem/solution paragraph?
a) Use such phrases as to meet this need…, one solution is…, final answer is…
b) Use such phrases as however, in contrast, one solution is…
c) Use phrases as in my opinion, one solution is…

8. How to support an opinion in an opinion paragraph?
a) Use modal auxiliary words, use transition words, avoid introductory phrases
b) Use modal auxiliary words, use transition words, use introductory phrases
c) Use modal auxiliary words, avoid transition words, use introductory phrases

9. What prepositions can be used to describe a place?
a) In front of, behind, next to, above etc.
b) In front of, behind, in, therefore, above etc.
c) In front of, behind, out, of etc.

10. How to find the best solution for a problem/solution paragraph?
a) Brainstorm solutions and find the best one to write about in the solution paragraph
b) Brainstorm solutions and write two or three of them in the solution paragraph
c) Brainstorm solutions and ask your colleagues opinion

Test 4

1. Should we use abbreviations or contractions in a formal letter?
a) We should avoid abbreviations and contractions in formal letters.
b) We should use abbreviations and contractions in formal letters.
c) We should use only abbreviations in formal letters.

2. What are the most common formal closings for a formal letter?
a) Sincerely, yours faithfully, respectfully
b) Sincerely, yours faithfully
c) Sincerely, best wishes, kind regards

3. What are some common purposes for writing a formal letter?
a) Making inquiries or requests, expressing complaints, providing official information or updates.
b) Making inquiries or requests, expressing complaints, to express feelings and emotions
c) Making inquiries or requests, expressing complaints, to express personal opinion


4. What is the tone and language that should be used in the body paragraphs of a formal letter?
a) The tone should be respectful and objective. The language should be clear, avoiding slang, contractions.
b) The tone should be respectful and objective. The language should be interesting, don’t avoid contractions.
c) The tone should be respectful and objective. The language should be clear, don’t avoid contractions.

5. What salutation should you use if you do not know the specific person you are writing to?
a) Dear Sir/Madam, dear Mr. Johnson
b) To whom it may concern, dear Andrew
c) Dear Sir/Madam, To whom it may concern

6. If you are writing a formal email, how does it differ from a traditional printed formal letter?
a) Formal emails share many similarities with printed letters in terms of tone, content, and purpose, but a physical signature in email is replaced by your typed name.
b) Formal emails and traditional formal letters are similar.
c) Formal emails share many similarities with printed letters in terms of tone, content, and purpose, but the difference is in the subject line.

7. What is typical for letters of complaint?
a) Clear identification of the issue, objective tone, detailed description of the problem.
b) Clear identification of the issue, objective tone, detailed description of the problem, statement of desired resolution, contact information, polite closing.
c) Objective tone, detailed description of the problem, statement of desired resolution, contact information, polite closing.

8. What are parts of a formal letter?
a) heading, inside address, use of ‘Messrs’ (M/s), subject, greeting, body, complimentary, enclosures postscript.
b) heading, use of ‘Messrs’ (M/s), subject, greeting, body, complimentary closure, signature line, enclosures postscript.
c) heading, inside address, use of ‘Messrs’ (M/s), subject, greeting, body, complimentary closure, signature line, enclosures postscript.
9. Which statement is correct?
a) A formal letter is inappropriate for academic and business functions.
b) A formal letter is appropriate for state, academic and business functions, or formal occasions.
c) A formal letter is appropriate only for specific purposes.

10. What is true about a formal letter?
a) It should be written with the usage of passive structures and complex sentences.
b) It is recommended to use passive voice in the sentences, but it is more important to follow all the other recommendations.
c) You shouldn’t pay too much attention to the complex sentences and passive voice.

Test 5
1. Letters written to friends and relatives are called…
a) formal letters
b) informal letters
c) semi-formal letters

2. What are the main purposes of writing an informal letter?
a) to express feelings and emotions; to send invitations, replies; to make personal complaints.
b) to send invitations, replies; to make personal complaints; to provide official information or updates.
c) to send invitations, replies; to make personal complaints; to provide official information or updates, to express feelings.

3. What is true about writing an informal letter?
a) The writer needs to consider why they are writing the letter and use a formal tone and special structure.
b) Do not hesitate in adopting your personal style while writing to close friends.
c) Writing an informal letter involves brainstorming, outlining, drafting.

4. To what extent can an informal letter blur the lines between personal communication and a form of self-expression or even a literary endeavor?
a) The language used, the storytelling techniques employed, and the depth of reflection can elevate a personal letter beyond a simple exchange of information, transforming it into a piece of personal narrative or even a form of epistolary art.
b) Writing any kind of letter has its specific structure and style but it’s not about creative process.
c) For some individuals, writing informal letters can be a creative outlet.

5. How might cultural differences influence the style and content of informal letters exchanged between people from different backgrounds?
a) Cultural norms can significantly shape how an informal letter is written and interpreted.
b) Cultural norms are the same in many European countries.
c) Cultural norms can significantly shape how an informal letter is written and interpreted, but anyway you should write everything you think is important.

6. How do we usually start an informal letter?
a) Dear John/ Hi Kate
b) Dear John/ Hi Mr. / Ms.
c) Dear Sir/Madam; to whom it may concern

7. How do we finish an informal letter?
a) Best wishes/ kinds regards/ see you soon
b) Best wishes/ yours sincerely/ see you soon
c) Best wishes/ respectfully/ see you soon

8. Which statement is correct?
a) The closing of an informal letter should mirror the friendly and relaxed tone of the rest of the letter.
b) For informal letters, your greeting should be respectful, professional, and clearly address the recipient using appropriate titles.
c) The closing of an informal letter should mirror the neutral and relaxed tone of the rest of the letter.

9. What is important in an informal letter?
a) shared memories, personal jokes, enthusiasm and warmth
b) shared memories, workplace issues, enthusiasm and warmth
c) enthusiasm and warmth, neutrality. 

10. What are typical phrases for the main part of an informal letter?
a) How are you? / I’m sure that…/Thank you for…/
b) How are you? / Thank you for your letter/ Why don’t you…?
c) How are you? / I’m looking forward to…


Test 6
1. What is an essay?
a) a short piece of writing by a student as a part of a course of study
b) a long piece of writing by a student as a part of a course of study
c) a piece of writing of more than 200 words

2. What is the first step in essay writing?
a) to analyze the question and to write the first paragraph
b) to analyze the essay task which tells you what the topic is and gives an indication of what kind of things you’re expected to say about the topic
c) to analyze the question and to write conclusion

3. What are the main types of essay?
a) argumentative, expository, narrative, descriptive
b) argumentative, opinion, narrative, descriptive
c) persuasive, opinion, narrative, descriptive

4. A descriptive essay is ____________________. 
a)  a type of written discourse that serves to explain, describe, or inform.
b) a form of writing that aims to create a vivid and detailed portrayal of a person, place, object, or experience.
c)  a form of writing that tells a story.

5. A narrative essay is _____________________.
a) a form of writing that tells a story.
b) a form of writing that explains a situation.
c) a form of writing that aims to create a vivid and detailed portrayal of a person, place, object, or experience.

6. How do you structure a typical essay?
a)  introduction, one paragraph, conclusion.
b) introduction, body paragraphs, conclusion
c) introduction, body paragraphs, thesis statement, conclusion.

7. How to write an effective body paragraph?
a) topic sentence and analysis
b) topic sentence, explanation, analysis, brief summarization  of the paragraph's main point
c) topic sentence, explanation and conclusion
8. What are some common mistakes to avoid in essay writing?
a) lack of clear essay organization, grammatical mistakes
b) weak thesis statement, grammatical or spelling mistakes, poor analysis
c) grammatical or spelling mistakes, poor analysis

9. An argumentative essay is ____________________.
a) a type of writing that aims to show benefits and drawbacks.
b) a type of writing that aims to create a vivid portrayal of a person, place, object, or experience.
c) a type of writing that aims to persuade the reader to agree with a particular point of view on a specific topic.

10. An expository essay is ______________________________.
a) a type of  writing that aims to inform, explain, or clarify a particular topic in a clear, concise, and objective manner. 
b) a type of writing that aims to show benefits and drawbacks.
c) a type of writing that aims to create a vivid portrayal of a person, place, object, or experience.

Test 7
1. What is summary?
a) a large summarization of a larger work that gives the reader a comprehensive understanding.
b) a brief summarization of a larger work that gives the reader a comprehensive understanding.
c)  a concise restatement of the main points or ideas of a small text

2. What are key characteristics of a good summary?
a) It includes all the crucial ideas without personal opinion.
b) It should be easy to understand and follow and include all crucial ideas without personal opinion.
c) It includes all crucial ideas and personal opinion

3. What is a purpose of a summary?
a) The purpose of a summary is to provide readers with details of a text.
b) The purpose of a summary is to provide readers with an overview of important details or interesting information.
c) The purpose of a summary is to provide readers with personal opinion.
 
4. What should you avoid including in a summary?
a) a concise restatement of the main points, minor details
b) personal opinion, a concise restatement of the main points
c) Minor details, examples, personal opinion

5. What is the first step you should take when asked to summarize something?
a) The first step is to carefully read or listen to the original text in its entirety.
b) The first step is read the original text in the shortened form.
c) The first step is to write a draft.

6. Which sentence is typical for a summary?
a) “If only one of my dreams could come true, I would wish to be a president”
b) “In the beginning of the story, a great famine sweeps across the land, leaving little food or resources to spare.”
 c) “During my studies I gained the experience as a consultant during an internship at company X”.

7. Which statement is correct?
a) A useful summary doesn’t distill the source material down to its most important point to inform the reader. 
b) A summary cannot be brief.
c) If you are summarizing an original text or piece of media, you are gathering and condensing its most relevant information.

Test 8
1. What is a motivation letter?
a) a brief summarization of a larger work that gives the reader a comprehensive understanding.
b) a written document that expresses your interest in a specific position, program, or opportunity and explains why you are a suitable and motivated candidate.
c) a short piece of writing by a student as a part of a course of study

2. What is the main purpose of a motivation letter?
a) to articulate why you are a strong candidate for a specific opportunity (e.g., a job, a university program, a scholarship)
b) to show your interest and enthusiasm in any kind of job
c) to articulate why you are a strong candidate for a specific opportunity as well as to show your weak points

3. How is a motivation letter different from a CV?
a) There is no difference between a CV and a motivation letter
b) While a motivation letter provides a factual overview of your qualifications, skills, and work history, a CV offers a narrative.
c) While a CV provides a factual overview of your qualifications, skills, and work history, a motivation letter offers a narrative.

4. What are the key elements that should be included in a motivation letter?
a) questions you are interested in, body paragraphs, conclusion
b) greetings, body paragraphs, conclusion
c) introduction, body paragraphs, conclusion

5. What kind of language should be used in a motivation letter?
a) clear, concise, professional language avoiding jargon
b) clear, concise, professional language and jargon
c) without grammar and spelling mistakes

6. How long should a motivation letter be?
a) no longer than one page
b) one or two pages
c) less than one page

7. What are some common mistakes to avoid in a motivation letter?
a) clear and concise language, negative tone
b) clear and concise language
c) grammatical errors, lack of specific examples, negative tone

8. What are typical phrases for a motivation letter?
a) Hi Mr. Jameson/ I would like to tell you…/ Moreover…
b) I would like to tell you…/ Furthermore…/ I will apply to a position of…
c) referring to your vacancy…/ I apply to a job…/I will be able to combine my academic knowledge as well as my practical experience.

Glossary

Academic integrity – expectation that teachers, students, researches and all members of the academic community act with honesty, trust, fairness, respect and responsibility.
Acronym - an abbreviation consisting of the first letters of each word in the name of something, pronounced as a word.
An argumentative essay – is a type of writing that requires a writer to defend a position on a topic using evidence from personal experience, literature, historical examples, and research to support his or her point of view.
Autobiography – a book about person’s life, written by that person.
Biography - the life story of a person written by someone else.
Bibliography – a list of books that have been used.
Coherence in a paragraph means a logical flow of information or sequencing of information related to the controlling idea of the topic sentence. A writer connects some information related to the controlling idea of the topic sentence to the next. 
Conclusion – the final part of a written text.
CV (Curriculum Vitae) – a resume of one’s education, qualifications and jobs held.
Critical thinking – the objective analysis and evaluation of an issue in order to form a judgment; to assess the merits and faults of a work or piece of writing.
Draft – a preliminary version of a piece of writing.
Essay – a short piece of writing on a particular subject.
Expository essay – a type of written discourse that serves to explain, describe, or inform.
Formal letter – a letter written for a professional setting that follows certain guidelines and format.
Informal letter – a letter written for everyday communication that uses short forms, everyday expressions, informal phrasal verbs.
Introduction – a short piece of writing that comes before a longer written text, usually giving basic information about what is to follow.
Jargon – words or expressions used by a particular group of people.
Linking word – a word which shows a connection between sentences.
Motivation letter – a type of a cover letter that focuses more on your personality, interests and motivation to apply. 
Outline – a list of the information you will put in your essay. 
Paragraph –a group of sentences dealing with the same topic.
Peer review – the process of someone reading, checking, and giving his or her opinion about something that has been written by another scientist or expert working in the same subject area, or a piece of work in which this is done.
Plagiarism –using someone else’s work as your own.
Proofread – to read and correct a piece of written or printed work.
Report – a spoken or written description of something containing information that somebody needs to have.
Semi-formal letter –is a type of letter that falls between a purely formal letter and an informal letter. It's used when you need to maintain a level of professionalism and respect, but you also have some existing relationship with the recipient or the context allows for a slightly more personal, though still polite, tone.
Summary – a brief summarization of a larger work that gives the reader a comprehensive understanding.
Tautology –A statement that is repeated in a different way in the same sentence.
Term paper – a long piece of written work that a student does on a subject that is a part of a course of study.
Thesis statement – is the sentence that tells the main idea of the whole essay.  
Topic sentence – sentence that introduces or summarises the main topic of the paragraph and gives the reader an idea of what the paragraph will be about.


Useful language
[bookmark: _Hlk198919603]
Formal letters
Asking for information
[bookmark: _Hlk198919643]Opening remarks:
· I am writing to ask for your help in…
· I hope you don’t mind me asking for / about…
· I’d be really / terribly grateful if you could… was interested in your advertisement in (where it was published) and would like to have further information about…
· I would be grateful if you could send me full details of…
· Can I request…
[bookmark: _Hlk198919888]Closing remarks:
· Let me know as soon as possible.
· I look forward to receiving 
· Please send / email me the details of…
Agreeing:
· I fully agree with…
· I am in agreement with…
· I fully support…
Disagreeing:
· I strongly disagree with…
· I cannot support the view that…
Explaining your views:
· for this reason
· therefore
· because of this…
Clarifying:
· that is 
· that is to say
· in other words
Making suggestions:
· One idea is / would be to…
· Perhaps we could…
· It may interest them…

Making references:
· In regard to…
· Regarding…
· Concerning…
Informal letters
Personal letter of invitation
Opening remarks:
· Many thanks for your recent letter / postcard.
· It was good / nice / lovely to hear from you recently.
· I was glad to hear that you had a good holiday.
· I hope that you and your family are well.
· I’m sorry I haven’t been in touch / written for such a long time.
· It’s ages since I’ve heard from you.
· I am writing to invite you to…
· Why don’t you come and spend some time…
Closing remarks:
· I was wondering if you’d like to go / visit…
· I hope you’ll be able to make it.
· Please let me know as soon as possible…
· Looking forward to hearing / seeing you soon.
· Write soon.
· Hope to hear from you soon.
· Once again thank you for all your help.
· Give my regards / love to…
· Love / Love from
· Best wishes / All the best

Accepting an invitation
· Thanks for the kind invitation.
· I’d love to come.
· I can’t wait to see…
· Thank you so much for your invitation to stay with you for a week in July.
· I’d really enjoy spending some time there.
· I expect that the weather will be… so I hope we can…
· Would you like to bring anything for you?
· I would like to bring something special for you and your family.
· Thanks again for the invitation.

Advantage Disadvantage Essay
· The topic of…presents both notable advantages and certain disadvantages.
· It is thought by some people that…
· Examining the pros and cons of… is crucial for a comprehensive understanding.
· One significant advantage is…
· A primary benefit of… lies in…
· Furthermore / moreover / in addition…
· This contributes to…
· This has the effect of…
· On the other hand, there are obvious downsides…
· The benefits of… are counterbalanced by its potential drawbacks.
· The overall value of… depends on a careful consideration of both its benefits and limitations.
· In conclusion, a careful evaluation of both the positive and negative aspects…
· To sum up / ultimately…

Argumentative essay
· To begin with…/ Firstly…/ 
· Another significant point is…
· It is also important to consider…
· This is supported by…/For example…/This is illustrated by…
· This demonstrates that…
· This underscores the importance of…
· It could be argued that…
· Nevertheless, this perspective fails to consider…
· Undoubtedly…/ clearly…/ significantly…/ indeed…
· Based on the evidence presented…
· In conclusion…/ therefore…/ thus…

Summary
· In his/her article/essay/book/speech (the author) argues/states/explains/discusses/ analyzes/ examines...
· The author focuses on…
· The main point of the text is that...
· The central argument revolves around…
· Furthermore, the text highlights...
· Another key aspect discussed is...
· Moreover/Furthermore/Similarly/ Likewise/In contrast
· In conclusion, the text argues that...
· Ultimately, the author suggests that...
· In essence, the article concludes by stating...

Motivation letter
· I am writing with immense enthusiasm to express my interest in the position…at your company.
· The opportunity to contribute to [Company Name]'s work in [Specific Area] deeply resonates with my professional aspirations.
· My interest in this industry is not merely professional but stems from a genuine passion for...
· I am particularly fascinated by…
· My experience in [Specific Skill] directly aligns with the requirements outlined in the job description.
· I am highly motivated to contribute my skills and learn from the experienced professionals at…
· I am confident that my dedication and enthusiasm would make me a valuable worker in your team.
· Thank you for considering my application.
· I am available for an interview at your earliest convenience and look forward to hearing from you soon.
· Thank you for your time and consideration.
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