KuiBcekuii yHiBepcuteT iMeH1 bopuca I 'pinuenka, 2012

ON THE WAY TO ZNO. EXAM PREPARATION TIPS

The words "assessment” and "testing" are oftengintm send goose bumps up
the arms of many students and teachers. By leamif@wv assessment strategies,
however, you can help your students through evennibst anxious moments and
help them score higher in the process.

Test preparation provides students with strateiipaswill enable them to focus
on content and not become frustrated with unfamfbbamats and situations. These
tips can help your students improve their perforoeaat ZNO and their comfort with
assessment in general.

Writing can be some people's favourite or least favouype of exam. The
good part of the writing exam is that studentstecaly explain their knowledge of the
subject matter in many ways. People with bettetingiskills tend to favor these
types of exams, if they know the strategy.

The tips below will help prepare your students floe “writing” part of the
assessment.

Let’s start from letter writing.

Letter Writing.

] LETTERS —

Informal Letters l Formal Letters

Transactional Letters To people in an official

To people you know
well osition or people you
Which respond to written P , peopiey
. . don’t know well (manager,
information

(friends, parents) director) formal style

informal style

e Personal letter

e Letter of advice

e Letter of invitation
e Letter of apology

(advertisements, notes,
other letters) or visual
prompts (maps, drawing)

formal/informal style

e Letter of asking
for/giving information

e Letter of complaint

e Letter of application

e Letter of apology

e Letter of application
* Letter to the editor
¢ Letter of complaint
e Letters of request

Semi-formal Letters

To people you do not
know well or people you
know but you want to
sound polite and
respectful (teachers, your
friend’s parents...)
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. YBa)XHO IIPOUYMTANTE 3aBIaHHS 1 BU3HAUTE T'OJIOBHI MUTAHHS, MPO sKI Tpeda

Hanmcaty. 3’ acyite popMaT MUCHMOBOTO 3aB/IaHHs (BH/I JICTA).

BUKOPHCTOBYIOUH 3aCO0H JIOTTYHOTO 3B’ SI3KY.

6. HamaraiiTecs mnpaBUJIbHO BUKOPUCTOBYBAaTH YacOBI

PI3HOMAaHITHI TPaMaTU4H1 CTPYKTYPH.

7.
a.
b.
C.

MDXK a03aramu;

Yu JIOTIYHO ITOAUIEHO TEKCT HA a03arli

d. IlepeBipTe HamMCaHHS KOKHOTO CIIOBA.

Crpykrypa Jaucra

3’scyiiTe, KOMYy aApEeCOBaHO JIUCTA 1 BUOEPITh BIAMOBITHUN CTUJT.
CxaiTh IJ1aH JUCTA 1 M110epiTh HEOOX1H1 CJI0BA 1 BUCJIOBIICHHS.
[TumriTe BIAMOBITHO IO TUIAHY 1 TaM’ ITAlTE PO TOILT TEKCTY Ha ab3ari.

Hamaraiitecs BXxuBaTH HE TIILKU MPOCTI PEUCHHS, ajie W CKJIaJIHOIMIAPSJIHI,

dbopmu  miecnona,

YBaxxHO nepeBipTe poOOTY, 3BEpTAIOUYHU YBary Ha HaCTYITHE!

Yu notpumano popmar 1 CTHIIb BUCIOBIIOBaHHS,

Yu BipHO BUKOPHUCTaH1 3aCO0M 3B’ SI3KYy BCEPEAMHI PEUEHB, MK PEUCHHSIMH,

No o Pexomenoauii Ilpuknaou
nompiono
1 | Address Anpeca BimnpaBHuMKa BKasyerbes y | 2. Victoria street
MIPaBOMY BEPXHHOMY KYTi.
Oxford
OX2 006
2 | Date [Tix anpecoro (MPOIYCTHUBIIN PSIOK) Saturday, March®] 2012
September 9, 2012
3 | Greeting Jluct moumMHAETbCA 31 3BepranHsA, micas | Dear Sally,
SIKOTO CTaBHTBHCS KOMa (3 HOBOTO PSJIKY,
HPOTTYCTHBIIH PAIOK) Dear Mr. Brown,
My darling,
4 | Introduction | Ha mouaTky JmcTa aBTOp 3a3BHYAi Thanks for..., Many thanks for..., Ho
* IsKye aapecartoBi 3a 3azmaneriib | nice of you ..., | was awfully glad to g
OTPUMaHy KOPECHOHIEHIIII0 your letter...
e Bubayaerhcs, IO HE IHUCaB
paHiie I must apologise for not writing...,
| really should have written sooner....

v
pt
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5 | Main Body

B Hiif MatOTh OyTH PO3KPHTI BCi ACIIEKTH,

BKa3aHl B 3aBjaHHi. KoxxuHuil a03an

IMOYUHACTHCA 3 HOBOT'O psAaKa.

BKa31BKH Ipi3BHIIA(3 HOBOTO PSIKA).

6 | Conclusion |B «kinoi usmcra aBrop 3ragye mpo | Ill write again soon.
IOJAITBII KOHTAKTH (3 HOBOTO PSIIKA) _ )
Looking forward to seeing you.
Hope to hear from you soon.
7 | Ending Ils ¢pasa 3anexutre Big crynesto | | love you so much,
Onm3BKOCTI aBTOpa 1 aapecata. Ilicms mel
3aBXK/U CTABUTHCS KOMa(3 HOBOTO PSIKa). Lots of love,  Much love,
Best wishes,  All the best,
Yours..... ,
8 | Signature Ocobucti  nuctu  mignucytots  6e3 | Sally , David

MopeJti JucTiB i OCHOBHI peKOMeHAaNil 10 HAMMCAHHSA JUCTIB.

Informal letters

Personal Letters

Greeting

Dear....,

Introduction (§ 1-opening remarks)

Your address

The date

* Greeting

- never begin Dear friend / Pen friend,

- the name Dear Jane,

* Introduction
reasons for writing;

an apology for a delay in writing

a thank you to the person for his last

-questions / wishes about recent events

e Main Body
divide your letter into paragraphs and
include 2-3 points in each paragraph

e Conclusion

-an excuse to stop writing;

- greetings to the person’s family / friends

- aninvitation

- a promise to write again soon,

- arequest to the person to reply soon
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e Ending
- Lots of love/ Best wishes + your first name

ATTENTION! You shouldn’t write addresses and datesin your ZNO letter!

Useful Vocabulary

Introductory Phrases Closing Phrases
It was great to get your letter.... e | would really like you to visit me this summer. Weér
Thanks for your letter. It was great / lovely [to to me and tell me your plans.
hear from you. » Thanks for sending me... Please write to me again
Thanks for your long letter. It was really greatt  soon, and tell me all your news.
hear all your news, after not hearing from you fer Please give/send my regards (love) to your.... And
ages..... write and tell me your plans for....
Sorry | haven't written for so long but..... * | would really love to see you. Why don’t you come
I'm very sorry about not replying to your letter  and visit me this..... Write back soon!
sooner but I've been extremely busy. e If you want to know anything else, just drop me a
Sorry for not writing earlier but I've......... line.
How are things with you? I'm sorry | havent Well, that's all for now. Do write back soon.
written for so long, but ...... e That's all my news for now...
| was really pleased to hear that....
| thought I'd better write and tell you about....
Asking for advice
Introductory Phrases Closing Phrases
Formal Formal
I would appreciate it if you could give me some | would be grateful if you could give me your achi
advice about... as soon as possible
| am writing to ask if you could help me with...| « | look forward to receiving your advice.
| am writing to ask for your advice. * It would be of great help if you could advise me.
Could you possibly offer your advice? « | would greatly appreciate your assistance in this
Could you please give me your advice? matter.
| am writing to request some advice concerning|.e+ | would appreciate it if you could give me your
| would be grateful if you could offer your advice.  advice as soon as possible.
| wonder if you could help me with a problem... Informal
*  What do you think | should do?
Informal  Give me / Send me your advice soon.
| am writing to ask for your advice. * Do you think I should...?
Can you give me your advice? » Do you have any idea about...?
Give me your advice about.... * Please let me know what to do
Can you think of anything that...? * Please let me know what you think | should do
I've got a problem and | need your advice « I'd like to know what you think about...
I've got a problem, and I think you can help. »  Write back soon and tell me what you think.
e Your advice would help me a lot.
Giving advice
Introductory Phrases Main Body Phrases Closing Phrges
Formal Formal Formal
Thank you for your lettef e | strongly recommend that....... e | trust you will accept this
requesting.... | would suggest that......... advice
| am writing in reply to your | believe the best course of actionis....| * | hope this advice will be of
letter asking for advicg | would advise you to......... help
about........ You should / ought to........ e« | hope to have been of

I am writing with regard tq
your letter requesting advig
concerning....

Informal

If | were you | would.........

Informal
Why don't you.......... ?
If I were you / in your position, I'd...../

assistance to you/

e | would very much like to know
if this advice was helpful / ha
been of some use.
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n

| ‘m sorry to hear ..... and | wouldn't..... Informal
think I can help. e Have you thought of / about ...... +VingPe | hope that this / my advice
Cheer up / Don’'t worry togo « Don't forget to.... helps.
much. e Itwould be a good idea to......... e Let me know what happens.
Don't let it get you down «  What you should do is... * Let me know how it went.
I’'m only too glad to help. « How about + Ving.........? What about+* Let’s hope that things get better
| just got your letter and | Ving.....? * Let’s hope that everything turrn
think...... « | think you should...... out all right.
Here’s what | think yoy « The best advice | can give you is......... * Hope this helped.
should do. « Another good idea is to...... « If you do this, you would.......
L etters of apology
Introductory Phrases Closing Phrases
Formal Formal

e | am writing to apologise for...

| must apologise for...
Please accept my sincere apologies for...

» Once again, sincerest apologies for...

| hope you will accept my apologies...
| hope my apologies will be accepted...

Informal
e I'msorry for...

e I'mwriting justto say how sorry | am about ttelay | *

Informa

* | hope you believe me when | say how sorry | am...
| can't tell you how sorry | am...

in paying you back the money | owed you. e Of course | know this doesn’t excuse my dreadful
e | just wanted to drop you a line to say how sorayr for behaviour, but | do hope you can forgive me.
the way | behaved last Sunday night... * | beg you to forgive me...
e What can | say, except I'm sorry for... * There is no excuse for...
* | can't describe how sorry | am and how guiltyélfe.. | «  Anyway, | hope you will accept my apology and
« | hope you'll understand when | say that.... that you're not angry with me.
Letters of invitation
Introductory Phrases Main Body Phrases Closing Phrses
Formal Formal Formal
« We would be honoured if yous | have included some directions..|.» We would be grateful if you could

could attend ...

e | cordially invite you to... and a map » Please indicate whether you will be
* Your presence would bee If you follow the directions able to attend.....
appreciated at.... below.... .
* You are invited to attend.... - Catch a tram / bus No... to..... Informal
Informal - Get off at... * | hope you'll be able to make it...|
e I'm writing to invite you to..... -Go as far as.... * Hope you can come

e« I'd love it if you could come
to....

* Why don’t you come and sper
some time....

e We're organizing a............
and I'd love it if you could
come

a

I have enclosed some directions

-l live in an apartment building.
-My flat is on the .... floor.
| trust that you will find these
directions helpful.
| hope that you are able to follo
the directions given.
In case you do not know the exa
location of the........

Informal
In case you don’'t know the wa
I'll give you some directions......
Here are a few directions , so y
don't get lost.
I'll tell you how to get there.
I've written some directions , an
drawn a map to help.
My directions shouldn't be to

ct

/l

DU

difficult to follow.

notify us regarding whether

Looking forward to seeing yo
then....
Please let me know as soon
possible

as
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Accepting an invitation

Introductory Phrases Closing Phrases

Formal Formal
. | am writing to thank you for the kind . | look forward to seeing you
invitation....... *  We await the event with great
e Thank you for the kind invitation which | would be anticipation.....
honored to accept. »  Thank you once more for your
«  We would be delighted to attend... kind invitation.
. | am writing to accept your kind invitation....

Refusing an invitation

Introductory Phrases Closing Phrases
Formal Formal

. | am sorry to miss the opportunity of.... . | hope we can get together some
e Thank you for your kind invitation. Unfortunately, other time
we will be unable to attend.... . I hope that in the future we
. | am afraid | am unable to fit it into my schedule. might have the opportunity to meet.
. Due to other commitments... . | am sorry to miss the
«  We were really pleased to receive your invitation.t.. opportunity of...

but...... . | hope to be given the
. It will be impossible for me to attend... opportunity to meet you at a later date.

Semi-formal Letters

To people you do not know well or people you knaw you want to sound
polite and respectful (teachers, your friend’s pgre

Formal Letters

To people in an official position or people you ddmow well (manager,
director...) formal style

o Letter of application
» Letter to the editor
o Letter of complaint
e Letters of request

Remember that in formal letters we use:
Formal vocabulary, usually not using phrasal verbs
(‘Tolerate’ instead of ‘put up with’)
More complex sentence structure

(Knowing what a good reputation the restaurant hbhswas
disappointed with the service)
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Punctuation using semi-colons

The library offers no facilities for borrowing vids; this is because of
the high cost involved

DearMr/Ms (surname), Deddir/Madam/Sir or Madam
| am writing to ...
Reason for i .
writin I am writing with regard to ...
9 I am writing on behalf of ...
I would be grateful if ...
Asking | wonder if you could ...

Could you ...? Could you tell me something about ...?
I would particularly like to know ...
I would be interested in having more details abaut
Referring to As you started in your letter, ...
their letter Regarding ... Concerning ... Withregard to ...
| am writing to complain about ...
You said ... but in fact what happened ...
We were supposed to stay with British families valasrwe actually stayed in a guest
house.
If you require any further information, please aa hesitate to contact me.
Closing I look forward to hearing from you.
Please contact me if you have any further questions
(If Dear surname) Yours sincerely,
Signing off  (If Dear Sir/Madam) Yours faithfully,
Yours,

guestions

Complaining

First name + surname

Style characteristics

* Advanced vocabulary @m writing to enquire whether...)

* Formal linking words / phrasesipwever, for this reason...)

» Passive voice (bettercan be contacted.... than : You can contact me...)
» Polite forms without contractior{d would be grateful if,,,,)

LETTERS OF APPLICATION

DearMr/Ms (surname), Dedsir/Madam/Sir or Madam

| am writing to apply for th@ost/positiorof ...
Reason for ... as advertised in ...
writing | am writingwith reference/in responge your advertisement, which | saw ...
| am writing in connection with your advertiseménthe Daily Star on May 11...
With reference to your advertisement ...
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| gained some experience while ...

| am currently working as ...

| have been working for ... for the last four years.

| worked part-time for three years as ...

At the moment | am employed by ...

My qualifications include ...

| have a diploma in ...

| graduated from Barcelona University last yeathwetdegree in ...
Please find attached my CV

As you can see from the attached CV ...

Experience
Qualifications
Ccv

Please do not hesitate to contactiffghouldyou require further information.
| look forward to hearing from you.

Endings ; . ; .
| am available for interview at your convenience.
| shall be available for interview any day apaonfr Wednesdays.
(If Dear surname) Yours sincerely,
Signing off  (If Dear Sir/Madam) Yours faithfully,
Yours,
First name + surname
Useful Vocabulary (for a job)
Only Formal style
Introductory Phrases Main Body Phrases Closing Phrses
. I am writing with regard « Asyoucansee frommyCV, I.... . | would appreciate a reply g
your advertisement. »  Although I do not have a lot of your earliest convenience
. | am writing to apply for experience in this field, | feel that|l - Please contact me regardin
the post / job / position of...], can.... any queries you may have....
which | saw advertised in.... e For the last /past year | have been + | enclose my CV and would
. | am writing to enquire working as.... be glad to attend an interview
about the job advertised « |amagood..../ | consider myself  any time convenient to you.
in....... to be... . | enclose references from
. | am writing in response e Since/for.... |have had
to your advertisement in.|. experience of.... . | look forward to meeting /
for.... *  Two years ago | was employed hearing from you
*  With referencetoyou | as........ . | look forward to receiving
r advertisement, | am writing « | worked as ..... before..... your respond in the near future
to... « | have been working as a.... forthe * | will be available for
. | aminterested in last two years. interview in....
applying for the positio « Mydegreeisin.... « 1 would be grateful if you
of......... would consider my application
Useful Vocabulary (for a course)
Only Formal style
Introductory Phrases Main body phrases Closing Phrases
. | would like to apply . I would like the opportunity to... . I look forward to meeting /
for admission to * | would be interested in... hearing from you
the.......... beginning.... . | hold a certificate / degree in.... . | would appreciate a reply g
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| am writing to apply . | am due to take examinations your earliest convenience
for a place on the ..... . in...... . | hope that you will considef
course which . | have taken / passed the me for entry
commences.... L examination . | enclose further details of

| would like to be . I hold the following qualification my education and qualifications
considered for........ . | have Comp|eted the fo”owing .....

| am very interested course
in joining
your...... classes /course

Use:

Present Perfect /Present Perfect Continuouskabout recent work / studies
or experiences; Past Simple to lk about past experiences; Present
Simple to talk about your personal qualities

1. Your interest in the job

* | want a job that will give me satisfaction and dqmospects

* | believe that | have the proper qualifications agerience for the position
of....

| believe | have the education, experience and quexlgy that an
excellent........ needs.

e | think | would be a good............. due to my experience.

* | would like to work for you because............

- | am very interested in.............

- | enjoy helping people with their problems

* | hope that my experience coupled with the prattiedure of my completed
training would make me a good candidate for this jo

» Despite my lack of formal work experience, | featt would be well-suited
for the position.

| have studied English for six years but | wantsjgend some time in
England in order to improve my spoken English.

* | would like to broaden my experience as a .......

a. Your qualifications and training
* lhave.......... / | received...... last year
- two A levels in maths and geography

- a driving license

- a degree in Media Studies
© Koncmanmunosa O.M., 2012
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- a certificate / a diploma in.....

- top grades there, and.......

« | obtained.....
- a degree in Sports Science at..... (place) in....teJda

- three A levels in History, Latin and Arts

* | have completed....

- a Bachelor’s degree in Archaeology at London @rsity
- my second year.....

* | passed the examination for the First Certificatd=nglish with grade A.

* | have been awarded certificates in both Engliskl &mench and | speak
both fluently.

e | am fluent in spoken and written..........

* At present | am still studying at college, but | gaking my final exams in
May.

 |am acompetent.......... as | have completed a course.in..
 |am agraduate of........... college and my degree is..........
* | graduated from......... University with a degree in..........

b. Your experience

» For the last six months | have worked as a ...........

» For the past two years | have been working as a...n..........
* | have spent two years workingas a ............

* | have been working for........ since ........... (date)

 |lam good at organizing.........

« | have a good knowledge of.......... (history, places ntdérest, tourist
resorts...)

e |lamexperiencedin ......... (doing something)

* | have three years experience in this position.

* | have done a number of training courses

« | had previous experience with........... My resjolitees
included...........

» After graduating from the University | was employed........

 This has given me a lot of experience of workinth wlifferent kinds of
people.

« While studying, | worked on a part-time basis at.....asa .............

c. Your qualities and skills

| am considered to be.......... /' 1 consider myself to.be...../ In my school
report | was described as..../
| regard myself as........ /[ Ithink l am a....... persom.ds@mple, | have....

© Koncmanmunosa O.M., 2012
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- patient, alert, open-minded, dedicated, organjzedpproachable,
understanding, calm, imaginative, creative, knowgksble, kind, confident, polite,
conscientious, tolerant, skilful, logical, able ¢ope in a crisis, able to work under
pressure, punctual, hard-working, fair, enthusiestreliable, energetic, sociable,
outgoing, a good listener.......

- good communication skills, sense of humour, goadners, ability to cope in
a crisis, leadership qualities, good organisatioretills,

* | geton very well with people and | like makingvrfeends

d. Your additional information and reference

« | am available for an interview at your earliests@nience.

* | am available for interview any weekday morning.

» Since the school holidays include the months of dotl August, | will have
no other commitments and would be available to watkany time, excluding
Saturdays, for as many hours as needed.

* | have enclosed my C.V. which lists my educakibaekground and work
experience.

* | enclose a detailed curriculum vitae in the hopattyou will consider my
application for entry.

* | enclose a reference from my present employer.

* | have enclosed my C.V. and would be glad to sugply further
information required.

* | would appreciate a reply at your earliest conesite.

A Letter of Complaint.

Greeting
- Dear Mr/Mrs/Ms Green or Dear Sir/ Madam,

Introduction
- state the reasons for writing

- state your complaint
- details of what has happened
- when and where the incident took place

Main Body
-present each of the specific points you are compig about

-give examples/ reasons

Conclusion
-what you expect to happen

© Koncmanmunosa O.M., 2012
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Ending
- Yours faithfully /Yours sinceretyyour full name

Useful Vocabulary

Introductory Phrases Main body phrases Conclusion Phrases

e | am writing to draw| » The advertisement said.......... / Your  What are you going to do about
your  attention to... advertisement promised....... but to our it?
which..... surprise... | would be interested to know
e | am writing in| « Your advertisement clearly stated that what you intend to do about this.
connection with....,| ... e | would like to hear you
which I saw| ¢ According to your brochure.....but in explanation for this.
advertised.... fact.... e | would like to investigate this

| am writing to tell you

I am writing to complain
about...

| have to say that | was not at all satisfied

with....
| am sorry to say that | was extremel

disappointed with.... / | was disgusted

Yy

matter, and let me know yol
decision.

| demand a full refund...

| insist upon full compensation

ur

| wish to express my by..../ 1was extremely appalled at....| « | hope the situation wil
strong / complete « | am sorry to say that your company let improve...
dissatisfaction with/at.... us down. « | hope the matter will be
| was appalled at the fagte | am really not happy about the situation. resolved...
that... | = Itwas not what we were expecting atall.« | hope we will sort this matter
* | feel I must complain « We expected ..... but.... out amicably...
about... e Although ..../ Even though... | would like a full or partly
* We were extremely. Firstofall .../ In addition.... refund
disappointed with... « To make matters worse..../ On top |of | would like a complete refungd
everything... as soon as possible
 You can imagine how upset | am jat | feel completely cheated and
having spent a considerable amount| of therefore demand a full refund
money on... * Unless....., we shall take matters
further
Comblaints
Food Things/Goods Hotels/Rooms Treatment
Overdone/underdone; Zip broken; button Noisy; dirty; damp;|| Rude/rudeness; hott
_ | | missing; sweater uncomfortable ; the | tempered;
salty./ l.msa.llted, (_;Old' shrunk; lining torn; bed was hard ; thg| unfriendly;
sour; bitter; tough; did </ room was not| | irresponsible;
It didn’t work / was out : - .
tasteless: uneatable: of work/ doesn't work cleaned at all; the ?rrltable,
rooms were not up| incompetent;
stale bread; it smellg | Properly; the to standard; there|| indifferent; impolite;
bad; badly-cooked; mechanism is stuck; were cracks|| lazy; slow-minded;
It was not up to everywhere; wag | sloppy; vylcked;
standard. cracked...... tactless; abusive

1. to complain about the quality of the holiday and service:
| am writing to tell you about the problem we haithw.....
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- the tickets you arranged
- service offered by your travel agency

* | am writing to complain about........
-the service | received during a visit to your eestant on & October. Firstly, |

had booked a table for eight o’clock, but when waévad, our table was not
ready and it was half an hour before we were sedte@s very annoyed.

-the quality of the service and food | receivede@agle Airways flight 723 from
London to Kyiv on 8 May.

- unpleasant evening at your café on 8 June.

e |amwriting ........
- to express my extreme dissatisfaction with thabBean holiday | booked

with your agency

- to express my disgust at the facilities and iserwffered by your travel
agency

- to make the strongest possible complaint aboaitviay your ordering office
works.

* | have to say it was the worst holiday | have deat

» As you will realize, we are thoroughly disgustethwine holiday your company
provided

* To begin with,........
- the hotel was not at all as we had been leekjmect from your brochure.

- we expected to be met at the airportumfibrtunately nobody turned up...

- | booked the room with a private bathroodowever, | had to share a
bathroom with other guests.

* Your advertisement clearly stated that ...........
- everything was included in the price but wecoig&red that excursions were

extras
- all tours included the price of lunch in a tréidnal restaurant.......

- all rooms had a view of the sea, mine laagiew of a car park and
dustbins....

- all rooms had air-conditioning

- all your guides spoke good French, but......
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-your guides were very knowledgeabile......

* Your advertisement promised a stay in a top-clagslhHowever, the lift was
not working at any time during the weekend, despijerepeated requests to
have it repaired.

« Contrary to what the advertisement stated, thers wa swimming pool, the
rooms were extremely small and there was no maidcse

» Firstly, / Secondly.... / Moreover,.../ In addition, ...\What is more,...... /
Furthermore.....
- the service was extremely slow

- the resort was crowded with tourists but | hebn told that it was quiet and
unspoilt.

- the hotel was near a construction site and tleastant noise was very
irritating.

- it was really noisy as it was on a mesad
- the noise made by the children’s portabl#¢ios was unbearable
- | could not sleep all night because & timise from the night club

- the noise from the disco was so bad gle#ting to sleep before 2 am on any
night was virtually impossible

- the bed was hard ...
- none of the hotels had a sports centre
- my room was not cleaned at all duringstay ...

- the bedrooms , were not up to standardiur room, the walls were damp,
the basin was cracked......

- the ..... in my room was broken, and despitehree/ repeated requests for
it to be repaired, nothing was done

- | had to take a long bus ride every dayget to the beach. However, the
brochure said that the beach was only a ten-mimatk away

- | went on the sightseeing tour, whichatltbeen looking forward to. | was
very disappointed to find that the guide cledhew nothing about the area. /
......... the guide knew less about Scotland than | did.

- | paid for a tour. However, the tour gaiadvas sick, and no replacement
guide was found.

© Koncmanmunosa O.M., 2012



KuiBcekuii yHiBepcuteT iMeH1 bopuca I 'pinuenka, 2012

* | was not at all satisfied with the service or thed.
- Firstly, the service was very slow. We badvait...... minutes to be seated

although we had booked a table a week in advance.

- Moreover, the food was badly cooked assteak was tough and the chips
were greasy.

-Despite the restaurant’s claim of fast segy we had to wait 20 minutes to
give our order and a further 20 minutes for thed to be served

-Furthermore,......... The advertisement dessrithe food at....as delicious.
However, the chips were raw, the meat was sikdn in the middle and the
tomatoes were rotten.

- When the food arrived, it had not beeaparly heated. Apart from being
unappetizing, this is extremely dangerous, aslegaate heating can result in
severe food poisoning.

-To make matters worse, the waiter was ritke.spilt coffee on my wife’s
dress and didn’t even apologise.

* In view of all the problems we had, | feel your pamy should refund our
money.

* | look forward to receiving a satisfactory replylido not receive satisfaction, |
am going to write to the TV programme ‘Inform TWdaexpose your
operation.

2. to complain about the quality of the things you bought:
* | am writing to complain about................
- a VGC stereo which | gave my son for Christmdsiost immediately, things

started going wrong...
- the poor quality of the items which | receiveahf your company
- adamaged.....I bought at your shop
- the quality of an appliance | recentlyrghiased from your company.

- a faulty computer | bought in your shopdaalso about your inadequate
after-sales service.

* You advertise “top quality”, | felt that the produtcpurchased was well below
the standard | expected...

* Firstly,...... / Secondly,...... / Moreover,.../ In addition,/ What is more,......
- the product | was given was not the model | hsickd for.
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- the model | received was not the model adettan television. It was a huge ,
ugly, old-fashioned model.

STT worked perfectly for the first few sléyt now it has gone wrong.

- the battery went flat after only two heuHowever, the instructions said the
battery lasted for 16 hours.

ST has broken in spite of the fact theJe only used it three times
PR has a scratch across the front.

* In spite of the fact that | paid for a set of fieempact discs, there were only
three in the box.

e Although / Even though...........
- your advertisement says that the........... will mm10 hours on the same

batteries, this is not the case. | had to
change the batteries after only 5 hours of use.
- | have only used the....... once, it no longer work
- the bicycle was brand new, the chainearf the first time | rode it.

* My two-year-old daughter cut herself on the toynetf®ugh you claim it is safe
for children

« The shirt’s bright red collar has turned pink, despthe fact that the label
states that it can be washed at high temperaturd®ut the colours fading

» | still haven't received the goods | ordered intspof the fact that | sent you
cheque three weeks ago.

* | would like to hear your explanation for the abgweblems, and | would also
like to have all or part of my money refunded

* | have now been waiting a month for a replacement.

» | trust that you will give this matter serious cateation and that this won't be
repeated

» | insist that the product be replaced .

| would appreciate it if the faulty appliance cdukither be replaced or
repaired as soon as possible

» Unless | receive the equipment by the end of thekwl will have no choice but
to cancel my order.

* As you can imagine, | am extremely upset. | faeh lentitled to a full refund, in
addition to a written apology from the local manage

| am returning the.......... with this letter and wouldl drateful if you could
send me a new one or refund the money.

* | demand that | should be given a full refund, avill be forced to take legal
action.
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| should be grateful if you could arrange either otechnician to come and
put the fault right, or for a substitute computey be delivered to me

immediately.

| have already written to you twice. Neverthelesdiowever , you have not

taken any action.

3. to complain about the disgraceful treatment you received from
somebody:

| am writing to express my strong dissatisfactidnath

-.the disgraceful treatment | received from ongaifr shop assistants.

-the terrible behavior.....

-attitude / rudeness of....

| was deeply offended by the behavior of the sasssstant when | went to

complain........

| find this behavior unacceptable

| am writing to inform you that | was absolutelyrhfied by the rudeness of

She/he was not only.....but also

The crew were totally indifferent to the passengérsfellow passenger, an
elderly man, required assistance and repeatedlysgwd the call button. He
received no attention whatsoever.

Transactional
Definition Letters Types Style Tasks
These are letterse Letters of| « Formal e Includeall the factual information give
which respond tg complaint e Semi-formal in the rubric
writing input | «  Letters of| « Informal « Give this information in full sentence
(advertisements, application usingyour own words.
other letters, notes,. |etters giving /| (depending on whde+ You may need to summarize sof
invitations, etc.) ang asking for| you are writing to) information, or explain the results
Jor visual prompts information importance of some facts, but yshould
(maps,  drawings, . |etters giving / not change the factgou are given.
etc.) asking for advice » Each paragraph deals with only one top
* Letters of
invitation
Asking for information
Introductory Main body phrases Closing Phrases
Phrases
Formal Formal Formal
e | am writing to inquire| « | would appreciate some information about... e | look forward to
about.../ in connection «  Could you possibly send me... (further details) receiving your reply
with.../ regarding.... |+ Would it be possible to send me... « | ook forward to
* I'mwriting in response « | would like some more information aboui.... receiving....
to.../ ..for information| «  First of all, | would like to know if........ * | would appreciate it if

about.../...to ask
whether..

With reference to your
advertisement in....
(the title of the

newspaper...), | am

I would be grateful if you could give me some
information about.../ ...if you could tell me..../[if
you could send me this information ( details of
courses you offer) as soon as possible

Could you give me some more information about.|.?
| would also like to know if there is......... *

soon as possible.

he
Informal

Please let me know...

you could inform me as

n

U7

ic.

D

Please send me details.
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writing to ask for morg «  Let me know how much it costs, could you? » Tell me soon.
information about....... « Can/Could you tell me how many people will be|im  Send me the details...
the group? * Thanking you for youn
Informal «  Would it be possible to add......?( another nantaeg help in this matter
I want you to tell me... list of participants) « | look forward to hearing
Can you tell me... « | would like to know whether/if we can hire the from you
Can you send me.... rooms for the whole weekend.. * | hope to hear from yo
Can you let mg e« Finally, | would like to know if.../where.../what/. soon
know...
Informal
e Canyou send me..../tell me...
e | want to know.../l want you to tell me...
e« Canyou also find out....
Giving information
Introductory Phrases Closing Phrases
Formal Formal

| am writing in reply.............
- to your letter asking for information about...
-to your query...
| am writing in response to your letter request
information on...
| am writing to let you know about.....
| am writing to inform you about....
| have managed to get some information about...
| am writing to tell you the possibilities for...
| am pleased to be able to assist in your engguiri

The following information is what was requested.}.

Informal
You wanted to tell you...
Remember the information you wanted?
This is what | found out.
This is what you asked me about.
I hope this is the information you were looking.fo

| hope that | have been of some assistance / teeju.
Please inform me if | can be of any further asaista
| trust that this is the information you require.
I hope | have answered all your questions.
Please do not hesitate to contact me if you hawe
further queries / if you require any further infation
Do not hesitate to contact me should you requirthéu
assistance.
Informal
I hope this will help you...
I'm glad | could help you.
Let me know if you need any more help.
I hope this will help you...
Hope this was what you wanted...
Write back and let me know what you think is best
Write and tell me your decision
Write back and let me know what you have decided

an

He 3abyBauTe yac Bif yacy BiaBiAyBaTM CauT YKPAIHCbKOIro LLEeHTPY

OLIIHIOBAHHA AKOCTi ocBiTK: htt

testportal.gov.ua
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