How to write a personal
letter
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Personal letter
Pa3nea 4 «llucsmo». 3aganue C1 bazoeozo ypoensn
«Hanucanue JJMYHOIO MUChMAa»
(8 0ass10B)
Ieuan 3agaHusi: IPOBEPUTH BIAJICHUE YMEHUSIMU MMCbMEHHOM
peun.
PexkoMmeHnyemoe BpeMs Ha BBITIOJIHEHUE TAHHOTO pasaena — 30

MHUHYVT.

B 3aganuy npuBoaUTCS parMEHT MHUCHhMa MPEAIOIaracMoro
Apyra no Mepenrcke, Ha KOTOPOE€ HAA0 OTBETUTH C YYETOM
3aJJaHHOM cUTyaruu oomeHusd. Kak nmpaBuiio, B peanaracMom
(pparMeHTEe NMUChMa 3a4ar0TCS 3 BOMPOCA, HA KOTOPBIE
HEOOXOJIMMO OTBETHUTH. TpeOyeMbIil 00bEM TEKCTA JJIs1 JTaHHOTO
3ananus — 80-100 cJios.




[Ipy orleHUBaHUU JAHHOTO
3a7]aHUs IPUHUMAIOTCS BO
BHUMAaHME:

¢/ TOUHOCTbH BBIIIOJIHEHUS
3aJJaHUS 110 COJIEPKAHUIO;

¢/ IPaBUWILHOCTh CTPYKTYPHOI'O
0(hOpMIJICHUS TEKCTA;

v/ COOITI0/ICHUE 3aJJaHHBIX ,
TpeGoBaHHil K 00beMy TeKcTa; &

¢/ SI3bIKOBAsA TPAMOTHOCTb.




CoBeTrnl 110 3pPEeKTUBHOMY
BBINOJIHEHHUIO 3a1aHUSA

| .BHUMATENBHO U3YUYUTE TEKCT UHCTPYKIIMU U OMIPENICITUTE, KaK
OHA PENIAMEHTHUPYET COACPKAHUE BAIIETO MUChMA (UTO
TpeOyeTcsl: OTBETUTh Ha BOIPOCHI, 1aTh COBET, BHICKA3aTh
MHEHME, 3a/1aTh BOIIPOCHI U T.1.).

2.0npenennure, KOMY aJIpeCOBAHO MUCHMO.

3.BHUMATENBHO U3YyUYUTE TEKCT NUChMa. OTIPENEIUTE CYTh
3anpaiiBaeMoi nHgopmaiuu. [Ipu 4TeHUH MOXKHO U HY>KHO
MTOJIb30BATHCS KAPAHIAIIOM UM PYYKOM, MMOTUEPKUBATh U
BBIJICIATH KJIFOYEBBIE CII0BA, BOIIPOCHI, TPOCHOBI, KOTOPHIE HAA0
BKJIFOYUTH B CBOM OTBET.

4.BciomHuTe (popmMar JIMYHOTO MUCbMa U 0COOCHHOCTH
JIEKCUYECKOTO HanoJiHeHus Berymnenns, OCHOBHOU 4acCTH U
3aKIFOUCHUSL.




5. Ha yepHOBHKE COCTAaBbTE IJIAH OTBETA C KIIFOUEBBIMU CIIOBAMU U CTPOUTE
BBICKA3bIBAHUE B COOTBETCTBHHU C IIJIAHOM, HE 3a0bIBasi ACIUTh TEKCT Ha
a03aribl. [Ipu BbIJIesIeHNN a03a11eB MOXKHO HAaYMHATh KaXK/IbI HOBBIM a03all
C KpaCHOM CTPOKH, MOKHO MPOITYCTUTh OJHY CTPOKY MEX 1y ad3amaMu, HO
KPAaCHOW CTPOKH HE BbIJCIIAT.

6. CTapailTech UCMOJIb30BATh HE TOJIBKO MPOCTHIE MPEITIOKEHUSI, HO U

CJIOKHOTIOAYMHEHHBIE, UCTIOJIB3YS CPEJICTBA JIOTUYECKOM CBSI3H.

7. CrapaiiTech NpaBUIbHO YHOTPEOIATh BpEMEHHbBIC (JOPMBI IJ1aroJia,
UCIIOJIb3YyHTE pa3HOOOpa3HbIC TPAMMATUYECKUE CTPYKTYPHI.
8.BHUMaTenpHO MpoBephTe padoTy, 0Opallias BHUMaHHUE Ha CICAYIOIIME
MOMEHTHI:

Ocobmromaercs mu popMaT M CTUIIL BEICKA3bIBAHMUS;

[nornyHo v TEKCT ASTUTCS Ha a03allbl;

[mpaBUIIBHO 7K UCITOIB30BAaHBI CPEJICTBA CBSA3HM BHYTPH IPEIIOKCHUH,
MEXKIY MPENIOKECHUSIMHU, MEXKITY ab3araMu;

[mpoBepsTe MpaBUILHOCTH HAMMCAHUS KaX0TO CJIOBA.




Iopsaaok moacyera cJ0B B 3aIaHUM pa3aena «/Iuunoe
MUCLMO»

1.ITpn ouenuBanum 3amanus Cl pazgena 4 ciaeayer yuyuTbiBaTh 00beM
MMICbMEHHOTO TEKCTA, BEIPAXKECHHBINA B KOJIMYECTBE CIIOB: CUUTAIOTCS BCE
CJIOBa, HAYMHAS C IIEPBOTO CJIOBA IO MOCIIEAHEE, BKITFOYAs
BCIIOMOTaTEIIbHBIE TJ1aroJIbl, IPEAJIOTH, ApTUKIN, YacTUllbL. [Ipnu mpoBepke
JAYHOTO MHACHMA MOJICUETY MOJICKAT aApeEC, Aara, IMOAMUCH aBTOPa.
2. Tpebyemsblii 00beM a1t tmuHoro nucbma Cl1 — 80—100 cnos. Eciiu B
BBINTOJITHEHHOM 3aJiannu C1 menee 70 cioB, TO 3aJlaHUE TPOBEPKE HE
NoJICKUT U onieHuBaetcs B 0 6ayutoB. [Ipu nipeBbillieHUH 00beMa, T.€. €CIIU
B BbIOJIHEHHOM 3a7aHuu C1 6onee 110 cioB, mpoBepke NOAICIKUT TOJIBKO
Ta 4acCTh paObOThI, KOTOPasi COOTBETCTBYET TPeOyeMOMY 00bEMY.
3.Takum oOpazoM, npu npoBepke 3aganust Cl1 OTCUMTHIBAIOTCA OT Havasa
pabotsl 100 cI0B, OLIEHUBAETCS TOJBKO 3TA YaCTh pa0OTHI M BHICTABIISCTCS
COOTBETCTBYIOIIAsA OI[CHKA 10 PEIICHUI0 KOMMYHUKATUBHOW 3a/1a4M.




Iopsiiok moacuyera CJI0OB B 3aJJaHUU pa3jiaesia
«JInuHOE MUCHMO»

0 CuuTtaroTcs BCe CJI0Ba, HAYMHAS € IEPBOTO CJIOBA 110 MOCJICAHEE,
BKJII0YAsi BCIIOMOTATEJIbHbIC [1aroJibl, MPEAJIOTH, ApTUKIIH,
qacTUIlbl. AJipec, AaTa, MOANUCH TaKXKe Mojjiexkar nojacuery. [lpu
ATOM:

Uctsoxkennsie (kpaTkue) dhopmel can’t, didn’t, I’'m u T.I. cuuTaroTcs
KaK OJIHO CJIOBO;

(uucaurenbHbie, BeIpakeHHbIE udpamu 1; 25; 2011; 176541 u T.
. CY4UTAIOTCS KaK OJTHO CJIOBO;

[uucauTenbHbIe, BEIpAXKECHHBIE CIOBAMH, CAMTAIOTCS KakK CJIOBA;

lcnoxxnabie cmoBa, Takue kak good-looking, well-bread,
twenty-ﬁve CUHUTAIOTCS KakK OJHO CJIOBO;

Ocokpamenns, Hanpumep, USA, e-mail, TV, CD-romcunTarorcs
KaK OJHO CJIOBO.




JTEMOHCTPALIMOHHBIU BAPUAHT KM I'A 2013
AHIVIMUCKHNU SA3BIK, 9KJIACC

C1l You have 30 minutes to do this task.

You have received a letter from your English-speaking pen-friend
Pamela who writes: [ am happy! My Granny is arriving tomorrow
and all my family are preparing for her visit. She is so kind and
her hobby is gardening. ....What about you? Where does your
granny live? What is she like? Is she fond of gardening&

Write a letter to Pamella and answer his 3 questions.

Write 80 — 100 words. Remember the rules of letter writing




CTPYKTYPA IINCHBMA



Addrecs\ adpec

YKA3bIBACTCH B IIPABOM BCPXHECM

Caosa Flat, Block, Street, Avenue,

NUINYT C 3arJIaBHOU OYKBbI.

MoOKHO M0JIB30BATHCH O0IENPUHATHIMU COKPAICHUSIMU
KOTOpbIE TOKe MUINYT ¢ 3ariiaBHou OYkBbI ( Fl, Apt, St, Ave, Pr)
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Flat 7Gorkovo5St
Rostov-on- Don344005

Russia

Dear Pamella,
Dear Mr Brown,
My darling,




Introduction /Hayaso nucbma
B Havasne nucbsMa aBTOp OOBIYHO:

MOJTYYEHHYIO0 KOPPECHOHICHIIUIO.
*/13BUHSETCS, YTO HE MKCAJl paHbIIIE.

Main Body/OcHoBHast 4acTh
210 camas 0oJblllasi 4acTh MUChMA,
TaK KaK B 3TOM 4acTH MUChbMa aBTOP

Flat7Gorkovo5St
Rostov-on-Don 3440
05

Russia

Dear Pamella, e

I’m happy to get your letter.
It was nice to drop me a letter.
I’m happy to hear from you

again.
I was awfully glad to get

your letter...

OTBEYAET HA BCE BOMPOCHI U
BBIOJIHSET Bce 3agaHus. Kaxabii
naparpad NUIIyT ¢ HOBOM CTPOKH,
IIPONYCTUB CTPOUKY.

> [ must apologize for not

writing...,
I really should have written
sooner....

In your last letter you asked
me some questions. Well, I’d
like to answer your
questions....



Flat7Gorkogo5St
Rostov-on-Don 344005
Russia

11 May2013

Closing/3akirouenue.
B »TOM yacTu nrucbMa aBToOp

Thanks for your lovely letter. I’m gla JOJIDKCH YKa3aThb IIPUYHRHY,

find out from your letter that you afe IOYEeMY OH 3aKaH4YMBaCT
having a wonderful time. Me
IMCAaTh ITMCHBMO.

Well, I’d like to answer your gdestions. We are now .

at my granny’s. Her cottag€ is in the country so we Endlng/ BaBepmammaﬂ

enjoy bathing, cyclingAnd walking. There is a lovel

forest nearby, where we pick mushrooms, wild (l)pa?,a nucLMa

strawberries rin JTa qua3a 3dBUCHUT OT
CTENECHU OJM30CTH aBTOpa U

aapcecara, 1ocCJjIc HEE BCCraa

CTAaBUTCH 3alIdTasl.

Dear Pamela,

tomorrow.

Looking forward to hearjffg from you! Signature/HOImI/ICL aBTOpA
Write back soon.

I’m looking forwg#fl to you answer. Drop me a line JIngHbIEe TUCHhMA

MOAIKUCHIBAIOT O€3 yKa3aHMs
(amuiIny (C HOBOM CTPOKH,
MPONYCTUB CTPOKY)

Lots o#0ve, Much love,
Best wishes, Alltheb

Yours,
Sally



<o0TS =930

Ioozomoeumenvnovie ynparxcrHenus

Exercise 1: Read the following task. Put the jumbled sentences in the correct order
( the main body of the letter). Analyze the logic inside the paragraph.( npumep e3am u3

M.A. Booonbvu yueono- memoouuecko2o nocoous Anenuiickuil A3vlk noozomoexa Kk I'ua-9 3aoanus c

pazeepruymuim omeemom auunoe nucomo(C1,C2) Rostov-on - Don
Russia
th
Dear Alice, 12" March, 2012

Thank you for your letter. I’'m happy that you’re going to spend your holidays in the
summer camp.

As for me, I prefer to go by plane. I want to go visit the Kremlin and
g0 to Arbat street. ’m going to visit my granny. In your letter you
asked me about my plans for this summer. My parents have already
booked the tickets. It’ll take us 4 hours to get to Moscow. She lives in
Moscow that’s why I’ll go sightseeing there. Besides, I’d like to see the

monument to Yuri Golgoruky and to A. Pushkin

Sorry, I have to do my homework. Write back soon!
Best wishes,
Serge




IoaroroBUTE/bHbIC YIIPAKHEHUS

Exercise 2.(an/IMep B3iT U3 Reading/ Writing (Virginia Evans-Jenny Dooley) Express Publishing)
You recently started a new job, and you have decided to write and tell a friend about it. Write your
letter, describing the job and the people you work with. (100-150 words)

1. Who is going to read your letter?
A someone you know well B someone you have never met
2. Why are you writing the letter?
A to apply for a new job B to tell someone your news
3. What will your letter be about?
A your new job B your friend's new job
4. Which three points below would you not include in the letter? Put a cross (x).

reason for writing...... where you went last night........
the people you work with... news about your holiday......
asking the other person to reply description of yourself.......

brief description of the work you do

5.Which of the following could you use in the letter?
A short forms B idioms C informal vocabulary D formal, polite expressions




Iloozomoeumenvhvie ynparcHeHus

Exercise 3: A. Read the following parts of letter. Underline words and phrases showing similar and opposing

ideas.

( npumep 63am u3z M.A. booonvu yueono- memoouueckozo nocoouna Anenuiickuit A3viK noocomosxa Kk I'ua-9
3a0anus ¢ pazeepuymuoim omeemom auunoe nucemo(C1,C2)

l.

2.

I want to become a doctor. What’s more, the exams I’ve chosen are related to my
future career.

We have wonderful relationships in my family and we like to spend tome together
as well.

We usually go to the cinema or to the park. We don’t have an opportunity to do it
very often though.

Tests make pupils very nervous. However, they don’t help them to learn the
subject.

She’s got short blond hair and brown eyes. What’s more, she’s very kind and
careful

B. Some of these statements are wrong. Analyze the fragments (part A), tick ( \) the correct

A

statements and correct the ones with mistakes.

We use and to link ideas in one sentence.

We use also and what s more to link in two sentences.

We put also before the verbs to be and after other verbs. / o

We use but to contrast ideas in two sentences. L\ I : | 2V
We use however at the beginning of the sentence and though at the end V’(A‘i?.:é\/ﬁ
We use however at the though to contrast ideas in two sentence ; -




IloozomoeumesnvHuvie YRpaj)iCHeHus;

Exercise4: A. Read the following letters. Choose the correct answer. Mind the grammar.
( npumep 63am uz M.A. booonvu yueoHO- Memoouueckozo nocoous Anznuiickuii a3vlk noozomoeka Kk I'ua-9
3a0anus ¢ pazeepHymuim omeemom auunoe nucomo(C1,C2)

You have 30 minutes to do this task. You have receive a letter from your English- speaking pen friend Henry.
Yesterday we had a very interesting round table discussion. We talked about future life. My friend think that the life
will change a lot , for example, cars will fly and robots will teach pupils. Do you agree with these predictions? What
will the most important invention in the future be? Would you like to live in the future and why?
Write him a letter and answer his 3 questions. Write 100-120 words. Remember the rules of letters writing.
Rostov-on-Don
Russia
12 th of April. 2013
Dear Henry,
I’m so happy to get your letter. What an interesting topic for the round table discussion
you (1) chose/have chosen yesterday!
Of course, [ (2) will agree/ agree with these predictions and I/m sure that our life (3) will
change /is changing a lot in the future. I (4)believe/ have believed that people (5) are not
using/ won t use cars because they (6) pollute/ are polluted the nature. I think that scientists
(7) will be inventing/ will invent special medicine and people(8) won t fall/ don/t fall ill. As
for me, [ would like to (9)live/ living in the future. [ would like (10) seeing/ to see all the
changes with my own eyes.
Sorry. [ have to go to my dance classes. I’'m looking forward to your reply.
Best wishes,
Kate.




TOCYOAPCTBEHHAA UTOrOBAAl ATTECTALMA

Pecypcni:

1.Reading/ Writing (Virginia Evans-Jenny Dooley) Express 3)
Publishing) AHTMHCKIM A3bIK

2.Practice Tests for the Russian State Exam (E.Klekovkina...) B rtecasbespusirs
Macmillan HochosHow

TOCYAAPCTBEHHOMY 3K3AMEHY

3.'A9 (B HOBOU (popme). AHIITMUCKHUN SA3BIK. TUITOBBIE
TtecToBble 3aganus. Poccust u mup/E.H.ConoBoga, E.C.
Mapxkosa, K.C. MaxmypsH, Toni Hull,. — M.:IlenTp n3yuenus
aHruickoro sizbika Enensl ConoBosoit, 2013

4. lemoncrpannonubii Bapuant KM ['MA nio aHmmiickomy
a3bIKy 2018 roma, ®UITNA.

5.M.A. bogoHbu y4e€OHO- METOJIUYECKOE ITOCOOMEe AHIIMNUCKUI
a3bIk [TogroroBka k [ MA-9 U EI'D ;3apanus ¢ pa3BepHYTHIM
OTBETOM JIMYHOE nTucbMo, Icce(C1,C2)

4 LONGMAN
i? Dictionary of
il contemporary
3 English




XEJIAEM YOAHN




