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E-mail

Exam Tips. E-mails are usually written in a less formal style than letters. It is common to start an e-mail with the name of the person you are writing to. Salutations can range from informal (Hi, Joe!) to formal (Dear Professor Williams). All messages should use the three-part structure of introduction, body, and conclusion. E-mails are usually short, so keep each of these three parts brief. Split your email body into two to four short paragraphs, each one dealing with a single idea. Use informal vocabulary, simple sentence structure. It’s essential to close your e-mail appropriately. Use “Best regards” in formal e-mails and “Best wishes\ All the best\ See you” in informal ones.
Step 1. Get some information about the structure and key-phrases for writing e-mails.
Hi Tom,\ Dear Mr Jones,\ Dear Sir or Madam,

Introduction (opening remarks, reasons for writing)
Guess what!\ How’s it going?\ I’m writing to get some information about…\ Just a quick note to tell you …

Main Body (developing the topic of the e-mail)

Conclusion (closing remarks)
Best wishes\ All the best\ See you\ Best regards,

Anna\ Anna Johnson

Step 2. Read the sample. Pay attention to the underlined words and phrases.


Hi Taras,


Guess what! Bohdan and I have joined a health club.  I haven’t taken any exercise for months, and I have put on quite a lot of weight. 


The fitness test was so embarrassing. Well, I have been very busy at school recently and I haven’t had time to go to the swimming pool or go for a walk, so I didn’t do very well in the test! Neither did David. He has spent a lot of time doing his computer project in the last six months, and although he has gone swimming every day, he hasn’t felt so unfit for years.

Have you been to a health club? Did you enjoy it? I’ll write and let you know how we get on. 


All the best,


Paul

Step 3. Fill in the gaps with one or more words.
a) Hi Linda, Thanks 1) _______ your email. How 2) _______ you? I’m 3) _______ my homework. How boring! All the family are here and are 4) _______ too. Mum’s in the living room. She’s 5) _______some phone calls. Dad 6) _______ working in the garden. It’s hard work. My little brother, Tom, 7)_______ him. He’s 8) _______ some flowers. My 9)________, Zoe, is 10)_______a good time though. She’s playing draughts with her friend. What 11)_______ you________? Any plans for Sunday? Write 12)   _______ soon.

Love,

Rosie
b) Hi Joan, I can’t 1) _________ my umbrella at home. I believe I’ve 2) _________ it at your house on Friday at your birthday 3) _________. It’s probably in the corner of your 4) ________. You remember it was 5) ________ that day and my umbrella was very 6) ________. It is orange with yellow. If you 7) ________ it, I’ll come around. What time shall I come and 8) ________ it? 

Tanks for your help.


See you,


Tom
Step 4. 

a) Write an e-mail about yourself to your pen pal. Include the information:

- name, surname, age, where you live;

- family, parents’ occupation;

- school, subjects, friends;

- hobbies, free time;

- reason for your writing.
b) Write an e-mail to your pen-friend. Tell him about the club you have joined. 
Say

- what the reason for joining the club was;
- what you have been doing recently.
Ask

· what your friend has been busy with;
· whether he\she has joined any club.
Informal Letter
Exam Tips. In personal letters we normally use informal style (everyday vocabulary, phrasal verbs, short forms). Never begin with “Dear friend”. Start with the name of the person you are writing to. Use the three-part structure of introduction, body, and conclusion. Finish your letter with an informal phrase like “Best wishes”, “Love”, “All the best”. Sign you name. First name is usually enough.
Step 1. Get some information about the structure and key-phrases for writing informal letters.
Dear Mary,

Introduction (opening remarks, reasons for writing)
Thank you for your letter. It was great to hear from you.\ I'm sorry I haven't written for such a long time. I hope you and your family are well. I’m writing to tell you about …
Main Body (developing the topic of the letter where each new point is written in a new paragraph)
Conclusion (closing remarks)
Looking forward to hearing from you.\ Well, that’s all for now. Write back soon.
Best wishes\Love,

Tom

Step 2. Read the sample. Pay attention to the underlined words and phrases.

Dear Juliet,
I've just received your letter and I'm very excited. First of all, I'd love to come and stay with you. Please thank your parents very much for the invitation. If I tell you my plans for the summer, we'll be able to work out the best dates.
I'll be at school until the end of June but as soon as my classes finish, I'll be free to travel.
At the end of July, I'll have to be back in Barcelona because my father's rented a house in Mallorca for the month of August and the whole family is going there. But if it's convenient for you and your parents, I can come almost any time in July. 
I think the best dates for me would be from about the 7th to the 28th of July. There are flights every day to Heathrow and Gatwick. As soon as I hear from you, I'll go to the travel agency to book my flight.
I'm looking forward to hearing from you. I forgot all about my exam when I received your letter but I'm sure everything will be all right when we begin on Monday. My best wishes to your parents.
Love,
Marta
Step 3. Fill in the gaps with one or more words.

a) Dear Anne,

1) ________ for your letter. I’m 2) ________ to you from Italy. You remember that I am on 3) _________ with some friends. We 4)  ________ at a beautiful hotel in Venice. 

The sun usually 5) ________brightly at this time of the year, but it is raining 6) ________.

My friends and me are never bored. There are many things 7) ________ here. We are trying not to 8) ________ anything. We are 9) ________ a snack right now, and we are waiting for the rain 10) ________. 

The food is fantastic. Every day I 11)  ________ eating pizza and spaghetti with different tasty sauces. Tonight we are planning a boat trip along the town. It’s so stunning! 12) ________ to hearing from you. 

Best wishes,

Jennifer
b) Dear Jane,

Thank you for 1)  ________. I am ready to 2) ________ you some 3)________ of advice concerning spending your holiday in my 4)________.


It goes without saying you should visit the Pyramid of the sun which is 5) _________ in the ancient city of Teotihuacan. It’s a great 6) _________ for all tourists who visit Mexico. This pyramid has got hundreds of steps that             7) ________ to the site of an old temple. Aztecs were the first to 8) _________ the ancient city. I am sure you won’t be 9) _________ to find yourself there. When you climb up steps to the 10) ________ of the pyramid, you’ll admire a fantastic 11) _________. You will be able to see two other pyramids and the ancient road. I 12) _________ you’ll visit me while coming back. 

Well, that’s all for now. Write back soon.


Best wishes, Maria
Step 4. 
a) Look at Meg's diary for next weekend; then use this information and the plan below to write a short letter (120—150 words) from Meg to her friend Larry telling about her plans.
Friday, 23

Stay at Earl's Inn hotel in city centre, London.
Saturday, 24

In the morning: visit some of London's museums.

In the afternoon: shop in Oxford Street in the West End, find some 
bargains in Top Shop. 

In the evening: have dinner at Planet Hollywood in Piccadilly — a really 
popular place with tasty food and great music.
Sunday, 25

Catch 10 o'clock train back to Liverpool.
PLAN

Introduction:

Salutation and greeting

Opening remarks and reason for writing 
Main Body

Telling about:

accommodation;

plans for the morning;

plans for the daytime;

plans for the evening. 

Conclusion

Closing remarks

Polite ending (Best wishes /Love/etc.)

Your signature
b) You’ve got a letter from your English pen-friend in which he/she wrote you about his/her future plans. He/she wants to become an actor. And your friend is sure that this profession will give him/her the opportunity to become famous and make a lot of money. Write a letter to your pen-friend in which say 

- about your thoughts regarding his/her career plans;
- what you are going to do after leaving school;
- how you prepare yourself for your future profession;
- what you think is necessary to be successful in your future job.
Letter of Complaint
Exam Tips. A formal letter of complaint is written to complain about a problem which has arisen (e. g. faulty merchandise, rude staff, inaccurate information). Writing in a formal style you should avoid colloquial language and contractions (write “do not” rather than “don’t”). In the first paragraph state the complaint, saying what has happened and where\when the incident took place. In the main body write a new paragraph for each complaint. In the last paragraph ask for some kind of compensation (e. g. an apology, a refund, a replacement). 
Step 1. Get some information about the structure and key-phrases for writing letters of complaint.
Dear Sir or Madam,

Introduction (state the problem: what has happened, where and when)
I am writing to complain about …\ I am writing to express my disappointment with…
Main Body (write complaints, giving examples or reasons). 
First…\To start with…
Second… 
Furthermore…\Besides…

Final paragraph (client’s expectations, closing remarks)
I hope this matter will be dealt with as soon as possible. \I feel that you should refund my money.\ I insist on…
Yours faithfully,

Artem Soroka
Step 2. Read the sample. Pay attention to the underlined words and phrases.

Dear Sir or Madam,
Last week I bought a pocket calculator at your branch in Cheltenham. It seemed to work in the shop. When I got home, I found that it was faulty. It ads and subtracts perfectly well, but it does not divide or multiply. 
I took it back to your branch in Tunbridge Wells, but they refused to exchange it, saying that I would have to return it to the branch where I bought it. This is impossible because I do not live in Cheltenham. 

Please find enclosed the calculator together with the receipt showing price and date of purchase, and the manufacturer's guarantee. I feel that you should refund my 8 $.
Yours faithfully,
Sandra Douglas
Step 3. Fill in the gaps with one or more words.

a) Write a letter of complaint to the manager of the restaurant you visited on May 6th. 

Dear Sir or Madam,
I am writing to 1) ________ about your restaurant which my family visited on May 6th.

Firstly, I am not 2) _________ with the service, because the waiter was not friendly. He was also very slow and we had to 3) _________ for about 30 minutes when he brought us the food.

Secondly, the music was so 4) ________ and violent that we were not able to hear each other.

As for the food in your restaurant, it was not nice either. Furthermore, I can say that food was undercooked. The steak which we ordered was very 5) ________ and chips were so greasy that they were 6) ________ to eat. At the end the waiter split coffee on my wife’s dress and he even 7) ________for it. 
I expect that you will give the matters 8) ________ consideration. I would also like you to give me a refund of the cost of the meal.


Yours faithfully,


Jack Wilson
b) Kate Hilevska is writing a letter of complaint to the travel agent after having a holiday in “The Blue Sky” hotel.

Dear Mr Brown,

I was 1) _________ in the holiday in “The Blue Sky” hotel you highly recommended. You said it would be an 2) ________ package holiday but it was a disaster!
The holiday 3) ________ really badly – when we arrived at the airport, we had to 4) ________ for a long time because nobody met us. We had to take 5)_________ to the hotel and it cost much.We arrived at the hotel when it was 2 a. m. The restaurant 6) ________ and we went to bed hungry. At night we couldn’t sleep because the workmen were working all night finishing the hotel.The next day we set off to the 7) ________. You said that the hotel was in two minute 8) ________ from the beach – which was true, but there was a factory 9) _________ the hotel and the beach, and it took half an hour to walk round it!
I would like you to give me a 10) _________ for the holiday. 11) ________ faithfully,
Kate Hilevska

Step 4. 

a) Imagine that you visited La Monte restaurant last Friday, but you weren't pleased with the service, the quality of food or the prices. Use the plan below to write your letter of complaint.
PLAN
Para 1 Salutation
Para 2 Reason for writing (I'm writing to complain about...).
Para 3 Motivation for complaint:

waiters very slow — wait too long;

pasta/too spicy;

pizza/cold;

get bill — surprised/how much cost.
Para 4 Client's expectations:

expect/apology for spoiling evening;

hope/improve service/reduce prices or else you can lose customers.

Para 5 Polite ending (Yours faithfully /sincerely) 

Your signature
b) Write a formal letter of complaint. Include this information:

- say what gadget you bought and where and when you bought it;
- say what the problem is;

- tell the company you are returning the gadget;

- ask them to repair it or send you a new one.
Letter to the Editor

Exam Tips. We write letters to the editor of a newspaper\magazine when we want to express our opinion about the article which has been published or about the issue which is being discussed. We usually write a letter to express our agreement or disagreement using formal language. The letter also can contain suggestions on how to tackle a problem. 
Step 1. Get some information about the structure and key-phrases for writing a letter to the editor.
Dear Sir or Madam,

Introduction (state reasons for writing and your opinion)
I am writing to draw you attention to …\ to support …\to protest against…
In my opinion…\ I believe that…\It seems to me that…\ I strongly disagree with …
Main Body (present the problem and consequences, suggest solutions\ give arguments supporting your opinion and oppose already published views) 
To start with…
Due to the fact that…\ Because of…\ For this reason…

Furthermore…\Besides…
So…\ As a result…
Conclusion (summarizing, closing remarks)
I hope you will give this matter careful consideration.
I hope my comments/ suggestions/points will be taken into consideration.
I look forward to reading more letters about this issue in your newspaper.
Yours faithfully,

Margaret Haster
Step 2. Read the sample. Pay attention to the underlined words and phrases.

Dear Sir\Madam, 

I am writing with regard to your recent review of the Friends of Forest Hill charity rock concert. I wish to disagree with several of your comments as follows.

To begin with, the venue opened its doors two hours before the event began. The writer must have been a later comer who arrived after the performance had begun. 

I strongly disagree with your comment regarding “Silver Moon”. Although it is true that “Black Mud” did not play as advertised, their replacement “Silver Moon” are equally well-known entertainers. No one felt disappointed by the change. 
Furthermore, regarding the problem with the sound quality, this was only a temporary problem and lasted no more than ten minutes. Technicians quickly repaired the fault and we were able to enjoy the music again.

To sum up, I believe the whole event was well organized and an overall success. I hope you will print this letter together with an apology to the performers, fans and event organizers.

Yours faithfully, 

Timothy Tuller
Step 3. Fill in the gaps with one or more words.
a) Dear Sir,
I am writing about the recent 1) ________ in your newspaper regarding the decision to build a new sports centre in our town. 2)________, this is an excellent idea which will have many advantages for our town.

To start with, the town has very 3) ________ sports facilities. Many people do not get the chance to play sports when they want. A new sports centre will give more people an 4) ________ to play sports. It will also give children and teenagers access to better 5) ________ than they have at school, as well as somewhere to go at weekends. At the moment there is very little for them to do.

Furthermore, the new centre will be in an 6) ________ location. It is in the centre of town, near the railway station and several major bus 7)________. Consequently, it will be very 8) ________ to get to. What is more, the fact that it will be built on the site of the old factory means that the town's appearance will be 9) ________. All in all, I must state that I am in total agreement with the council's 10)________. I hope that the plan is put into effect as soon 11) ________.

Yours faithfully,

James Marshall
b) Dear Sir\Madam,

We are writing to suggest that all cars should be banned from the centre of the city 1) ________ as possible. The amount of 2) ________ from car exhaust fumes is now increasing, and we believe that the public must be 3) ________. 

Apart from this the streets are crowded with cars, and our lives are at 4)________ when we try to cross the road! There has been a huge increase in the amount of traffic recently, and the government just seems to put off the problem, 5) ________ of dealing with.

Furthermore, unless we face up to the 6) ________ problem, and seriously consider some of the matters, life in our city will become 7)________.

To sum up, our organization, Cities for People, has been set up to 8)________ the government do something! We are holding a demonstration next week in the city centre, and hope that many people will join us.

Yours faithfully,
Mary Kingwood
Step 4. 
a) You recently attended an outdoor theatre performance which you found very disappointing. However, while you were reading your local newspaper you came across the following article. Read the article and your notes then write a letter to the editor expressing your opinion. 
This year “Theatre in the Park” at Whitby Park was another spectacular success. All three performances were crowded with theatre-goers of all ages*. The audience, seated outdoors on blankets and chairs**, enjoyed every moment of the performance***.

The set looked wonderful, so did the costumes. The highlight of the performance was, without doubt, Charlies Grey, whose energetic acting made the audience cheer whenever he was on stage.

* not true – tickets expensive – no special offers for senior citizens or young children;

** it rained twice – two performances cut short;

*** spectators couldn’t see the stage from the sides.
b) You have found out that the local council is planning to build a new supermarket not far from your school instead of a sports centre. You have decided with your friends to write about this plan to the major newspapers published in your city/region. Write a letter to the editor of an English language newspaper in which you: 
- say why you are writing; 

- explain why sport is important to people; 

- explain why a supermarket should not be built in your area; 

- give your reasons why a sports centre would serve your city/region well. 
“For and Against” Essay

Exam Tips. You write this type of an essay if the exam task requires you to present the “advantages and disadvantages” or “arguments for and against”. The introduction should state the topic or issue, but not your opinion. The main body consists of two paragraphs: “for” and “against”. The conclusion sums up the discussion and gives your opinion on the issue. An essay should be written in a formal style (no colloquial language, no contractions).
Step 1. Get some information about the structure and key-phrases for writing “for and against” essays.
Introduction. Para 1 (introduce the problem, signal that there are pros and cons without giving an opinion)
…What are the advantages and disadvantages of…?\Is… a positive or a negative thing?\ What are the benefits and drawbacks of such a step?
Main Body (present arguments for, then arguments against) 
Para 2. There are several arguments in support of…\Many people believe\claim that…\ On the one hand…
To begin with…\Firstly…\Secondly…\Moreover…

Para 3. On the other hand…\However…

In addition…\Another disadvantage is that…\ Finally…
Conclusion. Para 4 (sum up the discussion and give your opinion)
To sum up… \In conclusion…\On the whole…
In my opinion…\To my mind…
Step 2. Read the sample. Pay attention to the underlined words and phrases.

The Internet is something people are using more and more. Young people especially are spending more time surfing. However, is this new technology a positive or a negative thing?
There are several arguments in support of the Internet. Firstly, chat rooms and e-mails are good ways to meet new people and keep in touch. Secondly, educational sites provide useful information for school projects.

However, there are also arguments against the Internet. Some sites are unsuitable for children and although chat rooms might be fun, you don’t really know who you are talking to. Besides more and more people get in a full dependence on a computer. 

To sum up, the Internet has advantages and disadvantages. In my opinion it is necessary to distinguish, what is really important on the Internet and what is not. And then it will be not a terrible enemy, but a helpful assistant.
Step 3. Fill in the gaps with one or more words.
a) You have been asked to write an essay for your school magazine about the advantages and disadvantages of being a surgeon.
Have you ever dreamed of 1) ________ a ________? There are many advantages and disadvantages in doing this 2) ________ of job. 
One of the main 3) ________ of being a surgeon is that it is a well-paid job, because it needs a 4) ________ of________. Furthermore a surgeon is very rewarding as it’s great being able to 5) ________ people’s lives.
However, there is a number of disadvantages in becoming a surgeon. Firstly, it is rather tiring as you have to 6) _________ in the operating room. Finally, it is a stressful job, because you are 7) _________ for people’s lives. 

All things considered, becoming a surgeon is a good idea, as long as you are 8) ________ of all the drawbacks.
b) Many young people start to work before finishing their studies. Complete the essay presenting the advantages and disadvantages of such a step.
Many young people nowadays do not wait 1) ________ before they start work. They find their first 2) ________ while still at university. What are             3) ________ of taking such a step?

The main benefit, of course, is that you have your own income and do not have to 4) ________ your parents to cover all your expenses. Moreover, if the job is connected with the area you are studying, you can gain 5) ________ skills which may be useful to you in the future. Not only that, but when you start 6) ________ for full-time job after graduating, your CV will already show previous experience.
On the other hand, having a job while studying has its 7) ________. For one thing, it may affect your studies. You have less time to 8) ________ and you may be tired in class. 9) ________, it leaves you less time for your social life. Finally, it may mean you have to give up the long holidays and with them 10) ________ to travel.

In conclusion, it seems that working while studying has as many 
11) ________ as drawbacks. In my opinion, it is worthwhile if the job is interesting or relevant to your future career. Ultimately, however, it is a matter of personal choice.
Step 4. 

a) Write a for-and-against essay entitled “The Advantages and Disadvantages of Computers in the Workplace”. Use the information in the table and the plan below.
	Advantages
	Reasons

	· computers work faster than people;

· don’t make mistakes;

· don’t need to be paid for the work they do;

· don’t have personalities or feelings
	· do the time consuming tasks while workers concentrate on other tasks;

· the quality of work is high;

· wages can be increased;

· can be used as air traffic controllers or surgeons whose job is dangerous and demanding

	Disadvantages
	Reasons

	· may replace people
	· it can lead to high unemployment


Plan
Para 1. Introduction (general comment about computers)
Para 2-3. Main Body

Para 2: advantages and reasons

Para 3: disadvantages and reasons

Para 4. Conclusion (summary and your own opinion)
b) Write an essay for your school magazine about the advantages and disadvantages of being a teacher.
Opinion Essay
Exam Tips. If the exam task asks you to present your opinion, in the introduction you should state that opinion and in the conclusion – repeat it using different words. The main body should contain arguments to support your opinion – one argument per paragraph. It is also a good idea to mention one or two arguments for the opposing view and explain why you disagree with them. The style should be formal (no colloquial language). The conclusion should not introduce new arguments, as this gives the impression that the text is unfinished. 
Step 1. Get some information about the structure and key-phrases for writing opinion essays.
Introduction. Para 1 (state the topic and your opinion)
It is often said\ argued that…\ Nowadays more and more people…\Recently…
In my opinion…\To my mind…
Main Body. 
Para 2-4 (present your viewpoints and give reasons/examples). 
To begin with…\Firstly…\Secondly…\Moreover…\Besides…\Last but not least…
For example…\Therefore…\For this reason…

Para 5 (present the opposing viewpoint and give examples/reasons).
On the other hand…\However…\Nevertheless…
For example…\Therefore…\For this reason…

Conclusion. Para 6 (sum up the discussion and restate your opinion in different words)
To sum up… \In conclusion…\On the whole…\All things considered…

It seems to me…\There is no doubt that…
Step 2. Read the sample. Pay attention to the underlined words and phrases.

More and more countries are introducing a ban on smoking in all enclosed public spaces, including restaurants, cafes, and clubs. In my opinion this regulation is beneficial to society.
First and foremost, there is the issue of public health. Smoking has been proved to cause lung cancer, heart disease and a number of other illnesses. Any measure to reduce this dangerous addiction must therefore be regarded as a positive step.

What is more, the risks are not restricted to smokers themselves. “Passive smoking” is almost equally dangerous. In particular, smoking anywhere where children are present is extremely harmful to their health.

Finally, with regard to smoking in restaurants, non-smokers find tobacco smoke disturbs them while they are eating, as to them its smell is disgusting.
In some countries café owners have opposed the smoking ban on the grounds that it is bad for business. Some people also complain about the crowds of smokers gathering on pavements outside cafes and office buildings. However, to my mind these are minor problems, which will surely be solved in time.
To sum up, I strongly support the smoking ban. It seems to be a move in the right direction and I hope it can be extended to even more places that are open to the public.

Step 3. Fill in the gaps.
a) Fill in the gaps with a word or expression from the box. 
“Top sports people earn too much money nowadays”.

In most countries today top sports people, 1) ________ footballers, tennis players and basketball players, get enormous salaries. In a week they often earn more than ordinary people in a year. Is this really too much? 2) ________ I don´t 3) ________.
4) ________, the active life of a professional sports person is relatively short – they often retire when they are in their mid-thirties. 5) ________, many of them don´t even play that long, as they often get injured, which means they have to retire early.
6) ________, 7)________ their salaries are very high they are not much higher than those of other successful people in the entertainment industry 8) ________ pop singers, actors or TV personalities, whose professional careers can last for fifty years. Sport today is watched by millions of people, so it should be considered entertainment 9) ________ like the cinema or TV.
10) ________, I think that top sports people´s high salaries are not unfair if you compare them with people doing similar jobs.
b) Fill in the gaps with one or more words. 

“Mobile phones at school”
1) ________ more and more students bring their mobile phones to school. While I believe that students should 2) ________ mobile phones in case of an emergency, I am strongly opposed to phones being used at school, 3) ________ in the classroom.
4) ________, many students travel to and from school without their parents. Therefore, it is important for them to have a mobile phone in case they 5) ________ or have an accident on the way to school or home.

6) ________, parents who work may need to contact their children. 
7) ________, if a parent has to work late, the student has to be told if arrangements have been made for a relative or neighbour to look after them.

On the other hand, nothing is more 8) ________ during a lesson than the sound of a mobile phone ringing or playing an annoying tune. 9) ________, students who send and receive text messages in class are not paying attention to the lesson.
10) ________, I feel that students should be allowed to take mobile phones to school for use in an emergency. However, 11) ________ should certainly be turned off during lessons.
Step 4. 
a) Write an opinion essay on the topic “Are social networks one of the best inventions ever, or are they social evil which we don’t fully realize yet?”
Useful phrases for introduction:

· Nowadays more and more people…
· In recent years … have\has become …

· In my opinion…\I personally believe that…

Ideas in support of your view:

· convenient means of communication, a chance to chat, exchange news and ideas, discuss the latest events;

· help to get in touch with people you once knew or make new friends with people having the same interests;

· great opportunity to share your ideas;

· great fun, a lot of entertainment (music, films, videos, etc.)

Opposing viewpoint:

· causing addiction, the biggest time-eater;
· loss of privacy, dangerous acquaintances.

b) Some towns have banned fast food restaurants from opening closer than 400 metres to schools and parks. Is this a good idea? Write an opinion essay. 
Review
Exam Tips. Review is a special type of article, giving a brief description and evaluation of a film, a book, a play etc. It may be formal or semiformal in style and is usually written in the Present Simple Tense. At the beginning provide the basic information about the work you are reviewing, such as the title, the author’s\director’s name, perhaps the awards it has won. The plot summary should be concise. Analyse and evaluate various aspects of the work, for example the plot, the characters, the acting, the directing etc.
Step 1. 
a) Get some information about the structure and key-phrases for writing film reviews.
Introduction (type of film, title, director, actors, awards)

… is one of the best films I have ever seen\ … is one of the best films I have seen recently. It’s a comedy directed by…, starring…

It tells the story of …\It is based on…

Main Body (plot, acting, music, special effects)

The story begins/focuses on…The film reaches a tragic\dramatic culmination when…

The film has a brilliant cast. The acting is good\perfect. The special effects are incredible. The film also has an unforgettable soundtrack. 

Conclusion (recommendation)

In my opinion the film is worth seeing. \I would strongly\definitely recommend it to anybody who…\I wouldn’t recommend it because…
b) Get some information about the structure and key-phrases for writing book reviews.
Introduction (title, author, genre, theme, awards)

One of the best books I have recently read is … It is a … novel by (author’s name) which won … This well-written\fascinating\thought-provoking book tells the story of …

Main Body (main points of the plot, comments on characters, writing style etc)

The story begins/focuses on…The book reaches a tragic\dramatic culmination when…

… is simply and yet beautifully written. The characters are touching\strong and complex. What I liked most was…\ I was impressed by… One weakness of the book is that …
Conclusion (recommendation)

In my opinion the book is worth reading. \I would strongly\definitely recommend it to anybody who…\I wouldn’t recommend it because…
Step 2. 
a) Read the sample of a film review. Pay attention to the underlined words and phrases.

A Review of “Race to Witch Mountain”

One of the best films I have seen recently is Race to Witch Mountain. It’s an action movie directed by Andy Fickman, starring Dwayne Johnson, Anna Sophia Robb, Alex​ander Ludwig, and Carla Gugino. The film is based on a science fiction novel written by Alexander Key.
In the film, the kids Sara and Seth crash the UFO into earth and look for an experi​ment their parents left for research to help their own dying planet. The cab driver Jack Bruno and Dr Alex Friedman help them to find their spaceship. The children possess special powers. Sara can move things with her mind, read minds and communicate with animals. Seth can go through solid objects, and resist high level impacts, such as getting hit by a van, by changing his molecular construction. Through a series of hardships, Sara and Seth find their way to their own people.
The film is fast moving and full of action. The acting is good. The special effects are incredible.
Fantasy, science fiction, mystery, adventure keep young viewers glued to the screen.
In my opinion the film is really exciting. I would certainly recommend it to anybody looking for a thrilling and fast-paced action film.
a) Read the sample of a book review. Pay attention to the underlined words and phrases.

One of the best books I have recently read is “The Little White Horse”. It is a fantasy novel by Elizabeth Goudge which won the 1946 Carnegie Medal for children’s literature. It has been adapted for film and television.

It is 1842 and Maria Merryweather, a thirteen-year-old orphan, is on a journey to the mysterious Moonacre Manor somewhere in the west of England. There she finds herself in a world out of time. Maria meets her cousin, Sir Benjamin Merryweather, and discovers that there is an ancient story around founding of the estate that will have a great effect on her future. Although she is helped by a lot of wonderful characters and magical beasts, it is only by self-sacrifice and persistence that she will be able to save Moonacre, reunite lost loves and finally bring peace to the valley. The story has the happiest of happy endings. 
The main strength of the book is its exciting plot and well-developed characterization. It keeps the reader in suspense. I really wanted to know what was going to happen.

Although this novel is aimed at teenagers, I would recommend it for adults too. It is certainly a book I will remember for a long time. 
Step 3. 
a) Complete the film review with the words from the box.

“Inside Man” is a thriller, which is perhaps surprising from Spike Lee, a 1)________ known for more serious films 2) ________ the experiences of African Americans. However, this first attempt at cinema as entertainment is a great 3) ________. 
The movie tells the story of a 4) ________. Masked attackers hold up a bank in Manhattan, taking all the staff and customers hostage. Detective Keith Frazier, brilliantly played by Denzel Washington, negotiates with the robbers, while at the same time trying to work out what they are really up to.  The director guides us through a maze of confusing clues to a 5) _________. 
The film is exciting, with fast 6) ________ and many unexpected twists and turns. Denzel Washington gives a spectacular performance, as do Clive Owen as the leader of the gang and all of the 7) ________ cast.

But in addition to being a 8) ________ thriller, the movie offers a picture of life in New York. Apart from 9) ________ of Manhattan, the viewer sees a gallery of minor 10) ________ of many nationalities and languages. Their interactions give a real 11) ________ of life in the most cosmopolitan city on Earth. 

I sincerely 12) ________ this movie to everyone who likes a good thriller, but also to those interested in getting to know life in multicultural New York.
b) Complete the book review with the words from the box.

“Twilight” 1) ________ Stephenie Meyer is the story of Edward and Bella’s romance. Forget any vampire romance you 2) ________ before, “Twilight” is so unique that it will 3) ________ both teenagers and adults alike. 

The story is told by 17-year-old Bella Swan, who 4) ________ from Phoenix to the small town of Forks, Washington, to live with her dad for the remainder of high school. There, she meets Edward Cullen and his family, who 5)________ an irresistible beauty and grace to which Bella is drawn.
“Twilight” is simply and yet 6) ________ written. The 7) ________ of Forks leave you feeling you can almost smell the damp air and hear the rain falling on the roof. The 8) ________ between Bella and Edward is both 9)________ and compelling. There is a melancholic feel to their impossible love, yet at the same time they both are unwilling to give up hope that their relationship is not doomed. The book reaches a 10) ________ of excitement as the romance between Bella and Edward turns into a frantic race to stay alive. 

This book realy has something for everyone. 11) ________, this is one book that you won’t want to end. 
Step 4. 
a) Write a film review. Use the information from the table.

	Harry Potter and the Deathly Hallows , Part 2 (2011)

	Directed by
	David Yates 

	Produced by
	David Heyman, David Barron, J. K. Rowling 

	Screenplay by
	Steve Kloves 

	Based on
	“Harry Potter” by J. K. Rowling

	Starring
	Daniel Radcliffe, Rupert Grint, Emma Watson

	Music by
	Alexandre Desplat 

	Main characters
	Harry Potter, Ron Weasley and Hermione Granger, Lord Voldemort


b) Your teacher has asked you to write a review for a book you have read recently. The best reviews will go in the school magazine. Review the book giving your opinion and saying whether or not you would recommend it. Write your review in 120-180 words in an appropriate style.
Para 1 (general information: title, author, genre)
Para 2 (story and characters)
What is the story about?

Who are the main characters?

What happens?

Para 3 (your opinion) 
Story

Exam Tips. To write a story you should first decide on the type of it, the plot and the main characters. In the first paragraph, write when and where the event happened, who the people in the story were. You can start a story by asking a rhetorical question, addressing the reader directly (e. g. Are you afraid of spiders?), using direct speech. In the main body describe the events in the order they happened. It makes sense to describe the most important event in detail. Use linking words to join sentences and ideas. In the last paragraph write what happened in the end and how the people in the story felt. Use a variety of adjectives and adverbs to make your story more interesting. Use different narrative sentences. In most sentences you will need the Past Simple to present the events in chronological order. 
Step 1. 
a) Get some information about the structure and key-phrases for writing stories.
Introduction (time, place, characters)

It all started when…\I’ll never forget…

Have you ever tried\seen …?

Main Body (events leading up to the main event, detailed presentation of the main event)
At first …\The first thing that happened was…

Then…\After that…\As soon as…\Next…\Some minutes later…\ Later on…
Suddenly…\Within minutes…\Gradually…

In the end…\Eventually…\At last…
Conclusion (feelings, reactions, comments, consequences)
I laughed with relief.\... felt very proud\ satisfied\frightened\ disappointed….
It was the best\the worst day in my life.
Step 2. Read the sample. Pay attention to the underlined words and phrases.

One summer morning, as he waved goodbye to his grandparents and set off on his bicycle, Carlos had a feeling that it was going to be a very special day.

A few hours later, Carlos was breaking some rocks to look for fossils inside, when he noticed a strange looking rock. Carlos’s grandfather couldn’t believe his eyes when he saw the egg and immediately called the authorities to tell them the exciting news.

Early the next morning, Carlos set off on the long hot bus journey to the Carmen Funes Museum in Plaza Huincul with his precious egg. Over the next few months, scientists found hundreds more dinosaur eggs.
Carlos felt very proud that his story appeared in every newspaper, and he ever gave some interviews on television.
Step 3. Fill in the gaps with one or more words. 


a) Have you ever 1) ________ a cow on the ice? You could have seen one, if you had been 2) ________ the guests of Susan Arnold’s birthday party last Saturday. At least those, who were skating at the Chateau Ledau that evening, giggled and said something about cows going in for sports.

The moment I put on the skates I 3)  ________ that it was going
to be the most difficult birthday party 4) ________. While all the guests made for the ice rink, I felt my legs shaking and was afraid to 5) ________ even one step. 
I had 6) ________ thought ice could be so slippery! Have you? Anyway, among the guests there was a boy whose 7) ________ was important for me. So I closed my eyes and tried to skate. Luckily I didn’t get too far from the board. That saved me from 8) ________ down right away. 
9) ________ my legs got firmer and I dared to open my eyes. In my opinion, I did pretty well for a person skating for 10) ________.

Even though for others I seemed to be a skating disaster, I started enjoying what I was doing. I am even thinking of 11) ________ my own birthday on the ice!

b) The hot Peruvian sun was burning Professor Bingham’s bare 1) ________ as he studied the map of the Andes.  He was hot and 2) ________ but excited. He knew he was 3) ________ to finding the hidden city in the mountain of Peru.
Breathless but excited, the professor stood among the ruins of the 4)________ city. “This is it!” he said. “It wasn’t just a legend after all!”

The professor was 5) ________ of his great job. There were two 6) _______ who always travelled with him and helped in the explorations. The scientist realized that he 7) ________ to do a job which many other people had tried before but they 8) ________. It was a great historical discovery for the whole mankind!
Step 4. 

a) In summer your family went canoeing down the river. You spent three wonderful days, full of impressions and joy. Unfortunately, your canoe got a puncture and almost sank. Write a story following the plan below:
Introduction (who, when, where, what happened)
Main Body (events in the order they happened)

Conclusion (end the story, people’s feelings\comments)
b) Write a story about a day from your school life when something good happened to you and helped you to cope with problems. 
Keys
E-mail

Step 3. 
a) 1. for, 2. are, 3. doing, 4. busy, 5. making\answering, 6. is, 7. is helping, 8. watering\planting, 9. sister, 10. having, 11. are doing, 12. me.

b) 1. find, 2. left, 3. party, 4. room\hall, 5. rainy, 6. wet, 7. find, 8. collect. 

Informal Letter
Step 3.
 a) 1. thanks, 2. writing, 3. holidays\vacation, 4. are staying, 5. shines, 6. now, 7. to do, 8. miss, 9. having, 10. to stop, 11. enjoy, 12. looking forward.

b) 1. your letter, 2. give, 3. piece, 4. country, 5. located, 6. attraction, 7. lead, 8. inhabit, 9. disappointed, 10. top, 11. view, 12. hope.

Letter of Complaint

Step 3. 
a) 1. complain, 2. satisfied, 3. wait, 4. loud, 5. tough, 6. impossible, 7. didn’t apologize 8. further\serious.

b) 1. interested, 2. excellent, 3. started, 4. wait, 5. a taxi, 6. had closed\was closed, 7. beach, 8. walk, 9. between, 10) refund, 11) yours.

Letter to the Editor

Step 3.
 a) 1. article, 2. in my opinion, 3. few, 4. opportunity, 5. facilities, 6. excellent, 7. stops. 8. easy, 9. better\ more attractive, 10. decision, 11. as possible.

b) 1. as soon, 2. pollution, 3. informed\warned, 4. danger, 5. instead, 6. environmental, 7. worse, 8. make.

“For and Against” Essay

Step 3. 
a) 1. being\becoming a surgeon, 2. kind, 3. advantages\benefits, 4. a lot of  knowledge\qualification, 5. save, 6. spend hours, 7. responsible, 8. informed\aware.

b) 1. to graduate, 2. job, 3. the advantages and disadvantages. 4. ask\rely on, 5. valuable, 6. applying, 7. drawbacks\disadvantages, 8. study, 9. in addition\furthermore, 10. an opportunity, 11. benefits.

Opinion Essay

Step 3. 
a) 1. such as, like 2. personally 3. think so 4. firstly 5. besides 6. secondly 

7. although 8. like, such as 9. just 10. to sum up.

b) 1. nowadays, 2. carry, 3. particularly, 4. firstly, 5. need help, 6. furthermore\secondly\besides, 7. for example, 8. disruptive, 9. moreover, 10. in conclusion, 11. all phones.

Review

Step 3.
 a) 1. director, 2. depicting, 3. success, 4. bank robbery, 5. surprise ending, 6.  action, 7. supporting, 8. first-rate, 9. beautiful shots, 10. characters, 11. sense, 12. recommend. 
b) 1. by, 2. have read, 3. satisfy, 4. moves, 5. possess, 6. beautifully, 7. descriptions, 8. romance, 9. touching, 10. fever pitch, 11. believe me. 
Story

Step 3. 
a) 1. seen, 2. among\ one of, 3. understood\realized,  4. in my life, 5. make, 6. never, 7. opinion, 8. falling, 9. gradually, 10. the first time, 11. keeping\celebrating.
b) 1. head, 2. tired, 3. close, 4. ancient, 5. proud, 6. assistants, 7. managed, 8. failed.
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