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I. Ситуационные задачи по основам устного делового общения (задания открытого типа) 
Task 1

Вы прибыли в аэропорт отправления с багажом, вес которого Вы не знаете и не уверены, позволяют ли правила авиакомпании брать его на борт. Задайте вопросы работникам авиакомпании. 
Task 2

Вы впервые летите за границу. Поинтересуйтесь у работников международного сектора аэропорта, какие процедуры Вам необходимо пройти перед отправлением.
Task 3
Объясните, чем вызвано отчаяние француза в предложенной ситуации:
What a Language!
"What a language English is!" a Frenchman exclaimed in despair. "I once called on an English friend and the maid who came to the door said, 'He's not up yet. Come back in half an hour.' "
"When I came again, she was setting the table for breakfast and said, 'He's not down yet.'"
"I asked: 'If he's not up and he's not down, where is he?'" "She said, 'He's still in bed. When I say 'He's not up', I mean he has not yet got up; when I say, 'He's not down', I mean he has not yet come downstairs!' "
Task 4
Вы собираетесь в командировку за рубеж. Забронируйте номер в отеле по телефону.
Task 5
Вы прибыли в англоязычную страну по бизнесу; приехали в отель, где у вас заранее был забронирован номер. Вам сообщают, что произошла накладка и требуемый номер занят. Закажите новый номер. 

Task 6
Вам предстоит назначить встречу с иностранным бизнес-партнером, которого вы еще не видели. Составьте список выражений и вопросов, необходимых для разговора.
Task 7
Вам назначена встреча, на которую вы не можете попасть по объективным причинам. Составьте список выражений для переноса встречи.
Task 8
Сравните и обсудите 2 ситуации:

Situation 1. Helen Stewart is a Personnel Director. Tim Carey is looking for a job.

H.S. : Good morning, Mr. Carey. How are you?

T.C.: Not so great.

H.S. : What’s wrong?

T.C.: Oh, lots of little problems.

Situation 2. Richard Ginns is a Personnel Director. Jane Chapman is looking for a job.

R.G.: Hello, Ms. Chapman. How are you this morning?

J. Ch.: Never been better, thank you. How are you, Mr. Ginns?

R.G.: Very well, thank you.

Questions for discussion:

1. Who is more positive – Mr. Carey or Mrs. Chapman?

2. Who would you like to work with - Mr. Carey or Mrs. Chapman?

3. Do you ever have little problems? Do you talk about them? With whom? When?

4. Rewrite situation 1 so that Mr. Carey would make a good impression. 

Task 9
Вам  нужно  спросить дорогу.  Прочитайте и  запомните  выражения: 

- Excuse me,      can  you  tell  me the  way  to ...... ?
- could  you  tell  me  the  way  to ..... , please ?
- will  you  show  me  the  way  to...... , please ?
- would  you  show  me  the  way  to ... ,  please ?
- how  can / do I get to .... ?
- where's  the  nearest... ?
Task 10

Составьте пять коротких диалогов, используя слова и полезные выражения из колонок А и В.
A                                                               B
post – office                                              go  straight on / ahead
stadium                                                     turn right at the  corner  
concert hall                                               turn  left  at  the crossroad
art gallery                                                 turn  the  corner  and  go  along 
supermarket                                              cross  the  street  and  take  the  bus
exhibition                                                 walk  up to  the  traffic lights
town  hall                                                 take  the  first  turn  to  the  left
local  market                                            take  the  right  fork in  the  road 

Task 11
          Получить нужную информацию, задать  вежливо  вопрос  можно  по-разному. Например:
You  don’t  know  a  caller’s  name. (give)
Could  you  give  me  your name , please?
You  aren’t  sure of  the  name of  the  caller’s  company. (repeat)
Wouldyou  repeat  your company’s  name,  please?
You  want to know where  the caller  is  ringing from  (tell)
Can  you  tell  where  you’re  ringing  from,  please?
Задайте  вопросы, используя  сould, would  и  can  подобным  образом.

1. You aren’t sure who the caller wants to speak to  (tell)
2. You want to know the caller’s telephone number.  (give)
3. You didn’t hear the caller’s address clearly.  (repeat)
4. You aren’t sure about your order’s delivery date.  (confirm)
Task 12
Представьте, что Вы пригласили Вашего делового партнера-англичанина в ресторан. Разы​грайте короткие диалоги на следующие темы:

•  Заказ обеда / ужина.

• Бронирование столика.
Task 13

Прочитайте текст ниже и используйте основные правила при написании отчёта о своем научном исследовании 

Academic Writing

Possible Stages Of Investigation
The eight stages of individual scientific investigation are presented below in random order (except A and H). Individually, read stages B-G, and try to find a logical sequence for the stages. Write down the letters in order. Note that there may be more than one possible sequence. Share your ideas with other members of your group.

A: Select a topic for investigation
For example, try to think about what you would like to improve in your classroom practice.
B: Decide which data to collect
For example, you can take photos, keep a classroom diary, save lesson plans, or write a simple questionnaire. Ask other mates or peers for advice.
C: Evaluate your work
For example, ask: What did my peers learn? What did I/we learn? Where is the 'evidence'? What recommendations can I/we give peers interested in the same topic? 
D: Preliminary exploration
Read as much as you can find on the topic you select (books, journals, websites), and about investigating, keeping notes on your reading. Ask mates or peers for advice.
E: Find (a) colleague(s) to work with
When you feel fed up or stuck, working together helps you to share ideas and the workload! 
F: Teach and collect data
Actually teach for the period you set yourself. Make sure that collecting data does not interfere too much with your studying!

G: Set aims and 'start small' 
Do not try to do too much too quickly. Set modest aims for your investi​gation, for example by focusing on one thing for a limited pe​riod of time.
H: Share the results with colleagues
Tell peers in your group about your recommen​dations by making a poster about your work; or write a report or article, or give a talk at a conference.
Task 14


Дайте характеристику интересной для Вас научной статьи по  клинической психологии в соответствии с предложенной схемой:
Text Potential










Task 15

Изучите схему. На ее основе попытайтесь составить мини-доклад по интересной для Вас тематике. 
Your Topic








Task 16

На основе предложенных выражений дайте советы Вашему коллеге по тому, как лучше использовать вопросы на конференции.

1. planning the questions to be asked
2. writing out the key questions
3. wording questions appropriately
4. asking concise and specific questions
5. using peers’ existing knowledge
6. asking relevant questions
7. asking questions in a logical order
8. varying the manner of asking questions
9. asking questions in a non-threatening manner
10. allowing enough time for trainees to think
11. rephrasing questions for clarification
12. following-up on answers
Task 17

Ваш коллега собирается выступать на научной конференции и просит у Вас совета. На основе предложенных выражений дайте советы Вашему коллеге по тому, как лучше подготовиться к устному выступлению на конференции.
1. mastering the topic
2. preparing notes
3. practicing or rehearsing
4. recording oneself
Task 18

Ваш коллега собирается выступать на научной конференции и просит у Вас совета. На основе предложенных выражений дайте советы Вашему коллеге о том, на что необходимо обратить внимание при устном выступлении на конференции.
1. getting feedback from others
2. making sure you can be seen 
3. speaking in a clear and well-modulated voice
4. maintaining eye contact
5. using natural and communicative gestures
6. stating the objectives and/or focus of the topic
7. using visuals and other aids appropriately
8. using handouts appropriately
9. using appropriate language (not too technical)
10. including only essential information
11. presenting points in a logical order
12. giving examples to concretize ideas
13. using humor, anecdotes an analogies to clarify and liven up the ideas
14. linking ideas constantly
15.  repeating and reinforcing the main points
16. closing clearly with a re-iteration of the focus of the topic
Task 19

Разыграйте роль председателя. Представьте спикеров. Используйте следующие  выражения:
Jane Schaller, M.D.A pediatric rheumatologist consulted on most continents, Chair of Pediatrics at Tufts University Medical School in Boston

Professor N. Will take /will be in/is in/ the chair. 

The chair will be taken by ... 

The Chairman is/will be ...
Today's   discussion   will   be   chaired   by   our   vice president...
 I should like to open the discussion by asking for your comments on the paper given by...

 Would you speak a little louder/speak up/, please Would you speak more slowly, please?
 I think we should now take up to the discussion/come to the discussion.
  The discussion will be opened by a contribution from Dr. N of the University of Stockholm.
Task 20

 Разыграйте роль председателя конференции / симпозиума по проблемам позитивной психологии, выступив со вступительной речью, взяв за основу приведенный ниже пример.
Opening address
Ladies and Gentlemen,
It is a great pleasure for me to welcome you all to this symposium. It seems safe to say that what was originally planned as a nonrecurring event has now established itself to a tradition. The fact that so many of you have wanted to return year after year, certainly proves that the earlier conferences have been successful and valuable.

The subject for this year's symposium "Food and Fiber" seems to me to be not only the most timely that we have ever chosen but also the most ambiguous. It is interesting to note that the whole question of fiber and its medical importance started in the depth of Africa and thus is the second nutritional problem of great importance which comes to us from the devel​oping world. As far as I know very few conferences have been held on the subject and I think that this at least is the first to be held in Europe. I certainly hope that the symposium shall be able to answer at least some of the very complex questions involved in this subject

Task 21

Составьте список советов, которым нужно следовать во время интервью.
Task 22

Дополните список советов по написанию резюме.
Key Rules For Writing Successful Resume/CV
- Remember that you need to prepare both resume/CV and Application letter. 
- If your think that your resume doesn't reflect your best features and characteristics, then you will finally fail with such resume. 

- If you found that your resume pictures you a little better and more perfect as you feel you are, you have a chance to be successful. 
- When you are invited for interview, it shouldn't take much time to concentrate on your best features and complete your perfect professional and personal profile as written in resume. 

…………………………………………………………………………………………………… 

II. Ситуационные задачи по деловой переписке
Task 1

A neatly arranged letter will certainly make a better impression on the reader. Careful attention should be given to the manner of writing the date at the heading and in the body of the letter. 

Look through the dates written in students’ letters. If you see any   mistakes, correct them.
1. 2st April,1998                  
2. 24th, June, 2010

3. 10nd August, 2009

4. 18th Mar., 2010

5. 31rd May, 2008

6. 23rd of July, 1999
7. 11. 2. 2005

8. 31st June 2007 

Task 2

You were given the task to study letter-writing. This is the form of checking. 
Make up the letter models.

	Sender’s address
	Inside address
	Supplement
	Date

	The Royal Society
Berlington House

London, W.I. England
	Academy of Sciences of Russia, Leninsky Prospect 14, Moscow, Russia
	PAM/a:b
(typist’s reference)
	3rd June, 20011

	Miss Doris Smith 
1105 Lexington Ave.
New York 25, N.Y. 

USA
	Dr. S.V. Pavlova
Dubna  Observatory
Moscow
Russia
	Re: Symposium on 
“The moon”.
	October 12, 20011


Task 3

You wrote a letter to New York but you didn’t send it. Your friend tells you that you don’t know the layout of the envelope. Correct it.

	      Stamp
           Mrs. H.G. Brown, Managing editor,

           1112 Fifth Ave., New York, 23, N.Y. USA
        Moscow 125445

            Leningradskoye Shosse 114, apt. 73, S.R. Kuzmin



Task 4
Sort out the two letters.
Sunthoms Holidays have received two letters of complaint. Unfortunately, they are mixed up. Try to sort them out.  Mark the first letter 1-13 and the second one a-m. (The first part of Letter 1 has been done for you).

[image: image1]





Task 5

 Sort out the two letters. 

The two letters are all mixed up. Try to sort them out. Mark the first letter 1-9 and the second one a-k. (The first part of Letter 1 has been done for you.)


[image: image2]

Task 6
A curriculum vitae                                                                               Sheet A
This CV is not complete: you have only half the information. The other half is on the sheet B. Work with a partner who has sheet B and complete the CV by asking questions. Your partner will also ask you questions. Follow these two rules:
1. Speak only in English.

2. Don’t show your CV to your partner until you have finished
CURRICULUM VITAE
Name:                       Jonathan R Porter
Address:                    __________________________

                                  __________________________ 
Telephone:                Home: (032) 1234567
                               Office:  (_______)   ______ _____
Date of birth:             15th June 1965
Nationality:                ___________________________

Family:                       Married, two children

Education:                  4 “A” Levels: English, French and German 1973; 
                                   Computer Studies 1978

                                   BA (Com) University of __________19 _____

Work Experience:      1986 – 19_____

                                   A______________ S_____________Manager

                                   J.B.______________ C______________ Ltd

                                   _________ ____________ Road

                                   ______________ ______________

                                   1990-present

                                   Purchasing Manager

                                   Well & Goode Ltd

                                   45 London Rd

                                   Rugby RG2 3QY

Other qualifications:  __________ in _____ _____ ________________

                                   ________   _________  __________

Languages:                 French (good)
                                   German (basic)

A curriculum vitae                                                                                  Sheet B
This CV is not complete: you have only half the information. The other half is on the sheet A. Work with a partner who has sheet A and complete the CV by asking questions. Your partner will also ask you questions. Follow these two rules:

1. Speak only in English.

2. Don’t show your CV to your partner until you have finished
CURRICULUM VITAE

Name:                       Jonathan R Porter

Address:                    12 Oxford St

                                  Liverpool LV1 0XB

Telephone:                Home: (______) ______ ______

                                  Office: (032) 987 6543

Date of birth:              ____th  _____________ 19_____

Nationality:                British

Family:                       Married, _______ children

Education:                  4 “A” Levels: ______________, ___________ and

                                   ______________ 19____; __________ _________

                                   19 _____

                                   BA (Com) University of Rugby 1986

Work Experience:      1986 – 1990

                                   Assistant Stock Manager

                                   J. Brown Construction Ltd

                                   123 Cambridge Rd

                                   Oxford OX1 2XY

                                   1990 – present

                                   P_______________Manager

                                   W ___________ &  G_________ Ltd

                                   _____  ____________ Road

                                   ____________ ______ ________

Other qualifications:  Diploma in IBM word processing

                                   Clean driving license
Languages:                 _____________________ (good)

                                    _____________________ (________)
Task 6

Вы являетесь выпускником Красноярского Медицинского университета. Вы узнали о существовании  курсов Медицинского английского в институте прикладного образования Institute for Applied Language Studies по адресу The University of Edinburgh, 21 Hill Place, Edinburgh EH8 9DP. Узнайте подробнее о программе обучения, сроках проведения, содержании программы,  жилье, выдаваемых документах.

Task 7

Вы являетесь менеджером одной довольно известной клиники, в одном из каталогов фирмы TECHO PRODUCTS (адрес 30 Thore way , Manchester MN1 3RT, Great Britain).Вы увидели томограф, который необходим Вашей клинике. К тому же они собираются презентовать свое оборудование  на международной выставке медицинских товаров. И Вы решили заказать несколько моделей.

Task 8

Напишите несколько слов о своей клинике, сообщите, как Вы узнали о существовании TECHO PRODUCTS. Проявите интерес к предложению. Расспросите, где и когда пройдет выставка, попросите письменное приглашение на участие в ярмарке.  Не забудьте подписаться и указать свою должность.
Task 9

Вы являетесь ведущим специалистом в межрегиональном центре помощи слабослышащим людям. В этом году Вам предстоит выступить на областном  конгрессе с докладом. Пригласите своего коллегу Luice Grane , Newell Street, Birmingham B3 3EL из Sydney Medical university принять участие в программе. Убедите его в полезности данного мероприятия для обеих сторон и возможном дальнейшем сотрудничестве. Попросите его поделиться опытом того, как государство поддерживает людей с ограниченными возможностями слуха, каким оборудованием они пользуются, с какими проблемами сталкиваются, и опытом успешной работы. Не забудьте сообщить о дате и времени начала мероприятия (17 апреля 2014 года  9 : 00) по адресу: дом 52, строение 13-15, г. Санкт Петербург, Россия, 4957777.
Task 10

Вы являетесь владельцем сети аптек в городе. Вы заказали  партию ингаляторов в Sabena Pharmacytics адрес 39 Turner Road , Bedford  MK 40 United Kingdom Mr R Harrison (Purchasing Manager). По Вашему заказу прибыл товар, но как оказалось в двух коробках не хватает  инструкции по эксплуатации прибора, а один и вовсе не работает. Сделайте запрос в компанию продавца, объясните ситуацию. Предложите сделать Вам скидку за причиненные неудобства. Выразите желание обсудить с партнером по телефону сложившуюся ситуацию. 

Keys:
Task 1 

1.    2nd  April, 1998; or April 24th , 1998; or 24 April,  1998;

2.   24th June, 2010; or June 24th,  2010; or 24 June, 2010

3.   10th  August, 2009; or August10th, 2009; or 10 August, 2009

4.   18th March, 2010

5.   31st May, 2008

6.  23rd July, 1999

7.   11th February, 2005

8.   31st June, 2007 

Task 3

	                             Moscow 125445

                             Leningradskoye Shosse 114, apt. 73,                                     Stamp
                              S.R. Kuzmin

 Stamp

                                                                    Mrs. H.G. Brown, 
                                                                    Managing editor,

                                                               1112 Fifth Ave., New York, 23, N.Y. USA                       



Task 4

The two letters are as follows:

Letter 1

 (1) Dear Sir,

I wish to make a compliant about a recent holiday to Copenhagen. According to the brochure I received (2) from Sunthoms Holidays, the holiday was to include a two-day boat trip to Oslo (3) in Norway. However, what your brochure failed to mention was the fact that the excursion was to be paid (4) for separately. Unfortunately, our travel representative forgot to mention this fact until we were well at sea. By (5) that time it was too late to change one’s mind. And had I realized how much it was going to cost, I would certainly not have gone on it – especially since the sea was so choppy that my wife and I spent most (6) of the trip being seasick!

I would be grateful if you could make sure in (7) future that all “extra” costs are clearly shown in your brochure.

Apart (8) from the above, the rest of our holiday in Copenhagen was wonderful, and both my wife and I fell in love (9) with the Tivoli Gardens. What an experience! What an atmosphere!  And to think that it’s in the centre (10) of the city. Whatever happens, we shall certainly try to return to Copenhagen at (11) some future date. (I can’t say the same about Oslo)!

                                                             Yours faithfully,

                                                             Bernard Wilson

Letter 2

 (a) Dear Sir,

I have just returned from a holiday in Spain and all I can say is that it was a nightmare from (b) start to finish. When I chose Sunthoms  Holidays I was under the impression that I was dealing (c) with a company you could rely on. How wrong can you be! The trouble started even before (d) we had left the country. To begin with, the plane was overbooked. This meant that myself and ten other passengers were forced to go on another plane – one hour later! Unfortunately, our luggage was still (e) on the first plane, so that there was a further delay in (f) sorting out the mess when we finally arrived at the airport in Spain.                                   

   The “luxury” hotel as advertised in your brochure was still under                                                                                                                                                                              constriction, which meant that there was the constant sound of cement mixers and so on –hardly the peaceful and relaxing holiday   I had been looking forward to.

My room was much smaller than I had expected and throughout (h) my stay I never once managed to get the shower to work properly – the water was either too cold or too hot. 

Another thing, in your brochure you state that the hotel is only a few minutes from (i) the sea.  Twenty – five to be exact.  And what a beach!   It was so polluted that it was    positively dangerous (j) to one health.

Finally, on the return journey I found myself sitting (k) amongst a group of smokers despite the fact that I had specifically asked for a non-smoking seat. If I get lung cancer in (l) the future then all I can say is that Sunthoms Holidays are to blame. This is the worst holiday I have ever had in my life, and I demand to get money back. If not, I shall put the matter in the hands of my solicitor. 

I look forward to hearing from you soon.

                                                                       Yours faithfully,                        

                                                                       Ms Pauline Wood
Task 5  

Letter 1

Dear Bob, 

(1) Sorry I’ve taken such a long time in answering your letter, but the truth is that I’ve been really busy these past few weeks (2) with exams and everything, so I hope you understand. 

      My main reason for writing, however, is to ask if you feel like spending a couple of weeks with us (3) in the summer? Mum and Dad have hired a caravan in Fairlight – a little village (40 near Hastings, and they thought you might like to join us for two weeks – from sea, so we could do swimming every day. It should be great fun, but it would be even better if really. Dad’s got a new car – a Volvo – and Mum’s just started back to work again.

      But the way, Dad asked me to find (7) out if your parents received the holiday brochures he sent, as he hasn’t heard (8) from them yet.  Well, Bob, that’s all for now. I hope you’re keeping well and that you’ll be able to join us (9) in the summer.

       Give my regards to your parents and write soon.

Lots of love,

Paul

Letter 2

(a) Dear Paul,

Many thanks for your letter. It was nice to hear from you at last. (I was beginning to think you’d emigrated!)

       About the summer, yes (b) of course I’d love to join you and your parents in Fairlight. It sounds really fun. I visited Hastings once and it was a really nice place – lots (c) of things to do and so on – especially in the summer. (Lots of pretty foreign students too!) So thank your parents for me and tell them I’m really looking forward to it.   I asked Mum and Dad (d) about the holiday brochures, and they say they haven’t received them yet. (Well, you know what the post is like!) But they’ll write as soon as they get them, and they asked mo to tell you to thank your dad (e) for all the trouble he’s gone to. By the way, Paul, Dad’s very jealous (f) of the new Volvo.  He’s always liked foreign cars – especially Volvos – and keeps hinting (g) to Mum about getting a new car. But she’s not interested, really, so I don’t think he’ll persuade her.

       Well, Paul, I’ll stop now because I’m off to a disco (h) with Sally. You remember Sally, don’t you? She was the girl I met at Jenny’s birthday party. We’ve been together now (i) for almost three months. (Not bad for me!) What about you? Are you still going out with Pauline or have you got someone new now?

        Anyway, do write some time and remember to give my love (j) to your mum and dad.

Lots of love,

Bob

P.S. 

Don’t forget you’re coming here (k) for my birthday party on the nineteenth. (Bring Pauline, if you like!)    
the future then all I can say is that Sunthoms Holidays are to blame. This is the worst holiday I have ever had in my life, and I demand to get my money back. If not I shall put the matter in the hands of my solicitor. 


I look forward





from the above, the rest of our holiday in Copenhagen was wonderful, and both my wife and I fell in love





amongst a group of smokers despite the fact that I had specifically asked for a non-smoking seat. If I get lung cancer in





Dear Sir,


I have just returned from a holiday in Spain and all I can say is that it was a nightmare from





future that all “extra” costs are clearly shown in your brochure. 


Apart





of the city. Whatever happens, we shall certainly try to return to Copenhagen at      





for separately. Unfortunately, travel representative forgot to mention this fact until we were well at the sea. By





from Sunthoms Holidays, the holiday was to include a two-day boat trip to Oslo in





we had left the country. To begin with, the plane was overbooked. This meant that myself and ten other passengers were forced to go on another plane – one hour later. Unfortunately, our luggage was still   





on the first plane so that there was a further delay in





some future date. I can’t say the same about Oslo).


Yours faithfully,


Bernard Wilson
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to your Mum and Dad.


Lots of love,


Bob


P.S.


Don’t forget you’re coming here





of the new Volvo. He’s always liked foreign cars –especially Volvos –and keeps hinting





near Hastings, and they thought you might like to join us for two weeks –from 2-15 August. It sleeps four, so there is plenty of room. And it’s only five minutes 





for almost three months. (Not bad for me). What about you? Are you still going out with Pauline or have you got someone new now.  Anyway, do write some time and remember to give my love  
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of things to do and so on –especially in summer. Lots of pretty foreign students too.   So thank your parents for me and tell I’m really looking forward to it. I asked Mum and Dad





out if your parents received the holiday brochures he sent,  as he hasn’t heard
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of course I’d love to join you and your parents in Fairlight. It sounds really fun. I visited Hastings once and it was a really nice place -lots





in the summer.


Give my regards to your parents and write soon.


Lots of love,


Paul





from the sea, so we could go swimming every day. It should be great fun, but it would be even better if you could be there too. So what do you say? Apart
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the sea. Twenty-five to be exact! And  what a beach. It was so polluted that it was positively dangerous





 for my birthday party on the nineteenth. (Bring Pauline, if you like).
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Dear Bob,


Sorry I’ve taken such a long time in answering your letter,  but the truth is that I’ve been really busy these past few weeks





that time it was too  late to change one’s mind. And had I realized how much it was going to cost, I would certainly not have gone on it – especially since the sea was so choppy that my wife and I spent most





Norway. However, what your brochure failed to mention was the fact that the excursion was to be paid








to one’s health.


Finally, on the return journey I found myself sitting








sorting out the mess when we  finally arrived at the airport  in Spain.


The “luxury” hotel as advertised in your holiday brochure was still under








with a company you could rely on. How wrong can you be!


The trouble started even before








construction, which meant that there was the constant sound of cement mixers and so on – hardly the peaceful and  relaxing holiday I had been looking forward to.


My room was much smaller  than I had expected and 


through out








to hearing from you soon. 


Yours faithfully,


Ms Pauline Wood








from them yet. Well, Bob, that’s all for now. I hope you‘re keeping well and that you’ll be able to join us.








from this, there’s not much else to say really. Dad’s got a new car – A Volvo – and Mum’s just started back to work again.


By the way, Dad asked me to find








in the summer? Mum and Dad have hired a caravan in Fairlight –a little village








with Sally. You remember Sally, don’t you? She was the girl I met at Jenny’s birthday party. We’ve been together now


My room was much smaller than I had expected and 


through out








with the Tivoli  Gardens. What an experience! What an atmosphere! And to think that it’s in the centre








Start to finish! When I chose Sunthoms Holiday I was under the impression that I was 


dealing








my stay I never once managed to get the shower to work properly – the water was either too cold or too hot.


Another thing, in your brochure you state that the hotel is only a few minutes from








of the trip being seasick! I would be grateful if you could make sure in








Dear Sir,                                    


I wish to make a complaint about a recent holiday to Copenhagen. According to the brochure I received
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about the holiday brochures and they say –they haven’t received them yet. (Well, you know what the post is like.) But they’ll write as soon as they get them, and they asked me to tell you to thank your Dad








with exams and everything , so I hope you understand.


 My main reason for writing; however is to ask if you feel like spending a couple of weeks with us








Dear Paul,


Many thanks for your letter. It was nice to hear from you at last. (I was beginning to think you’d emigrated.)





About the summer, yes 


hotel is only a few minutes from








to Mum about getting a new car. But she’s not interested really, so I don’t think he’ll persuade her. Well, Paul, I’ll stop now because I’m off to a disco.








for all the trouble he’s gone to. By the way, Paul, Dad’s very jealous.
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Order


Sort out


Classify


Recognize patterns


Identify assumption





Determine criteria for assessment





Evaluate








Personalize


Speculate


Use intuition
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Topic





Compare
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Summarize


Identify casual relationship








Expand


Modify


Concretize


Illustrate





Research the problem


Find alternative solution


Choose the solution
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