. Jlucm opyzy
Focus on Writing

Merta ypoky: yIOCKOHaIUTH Ta NOBTOpUTH BkuBaHHA JIO mo Temi, po3BHTOK
HAaBUYOK HANKCAHHS e€-mails, pO3BUTOK HABMYOK KOMYHIKAIil, pO3BUTOK MOBHOT
3[I0TaJIKK, PO3BUTOK HAaBUYOK POOOTH B IpyIll Ta B Mapax, pO3BUTOK MHUCIEHHS,
BUXOBYBAaTHU CAMOCTIHHICTb.

OuikyBaHi pe3yJbTaTH: B KiHIIl YPOKY Y4HI MOXYTb PO3MOBICTH PO COIaIbHI
COLIMEPEX1, 3HAIOTh CTPYKTYPY €JIEKTPOHHOTO JIUCTA, MOXKYTh HalMcaTu
€JEKTPOHHUH JIUCT APYTY.

Tun ypoky: koMOiHOBaHHI.

X1 YPOKY

I. OCHOBHA YACTHUHA YPOKY

1. Warming Up

Y4H1 oTpUMYIOTH OJTHY KapTKy (AuB 10aaToK). JlaemMo gac Ha miarotoBky. [licms
KOKEH Ma€ 15 cexyH] Ha3BaTH TOJIOBHI + JaHOTO TMPEIMETY:

oK °
>

nioOpyYHUKOM

2.2 Poooma
3a

OOroBOPIOEMO 3 YUHSM MUTAHHS HAMMCAHHS €JIeKTPOHHUX JHUCTIB. Un yacTo
NUIIYTh Y4Hi JIucTU. KoMy MOKHA MUcaTH eNeKTPOHHI JUCTH. SKi € margopmu
JUISL peeCTparlii eJIeKTPOHHOT CKPUHBKH.

[IpocumMo y4HIB IpeACTaBUTH, IO HA YPOLl BOHU OylyTh peajibHO MUCATU
€JIEKTPOHHMM JIUCT. AJIe CIIOYaTKy MU IIPOMAEMO BCl €Tanu. YSIBISEMO, 11O 5
(yuuTenb) He Malo eJIEKTPOHHOI CKPUHBKH, ajleé MEH1 NOTPIOHO HANpaBUTHU
eneKTpoHHM JUCT. [IpocuMo gomoMoru y y4His.

. . WrrhngA Letter or Emalil u
JIns nporo auiMMo Ha rpynu yuHiB. KokHa rpyna
g - Dear M/ Mrs + zumame = Hello/ Hi + name.
- Dear Sir or Madam - Dear + name
- Hitherel

~Thank.you for youreffer/ email about . |~ Thanks fot yourlefter/ emal.

Many thanks for youelatee/ emal. Thanks for writing o me.

é Hwas great o hear from you again.
= | am writing to request information about/ 2

88 isfomyousbout/ complaingbout,.. | - W witingto fell you about .,



Ma€ po3poOUTH Il MEHE TTOKPOKOBUM IJIaH CTBOPEHHS €JIEKTPOHHOI CKPUHBKH.
[Ipe3enTytoTh cBOT LUISIXU CTBOpEHHS. [lepexoqumo 10 HamMcaHHs caMOoro JIMCTA.
[Ipocumo yuni nogymaru, unm OyayTh BupizHatucs formal and informal letters.
Po3naemo nucCTIBKU-IaM'sITKH Ta po300UpaEMO MPUITYIICHHS YUYHIB.

[Toxazyemo JTUCTH IPUKJIAAN YIHAM (JIUB. TOJIATOK), YYHI MAfOTh 3HAWTH JTUCTH
odimiitHi Ta TUCT Apyry. Ha3BaTu 3a skUMHU KpUTEPISIMH 10HH 1X oOpaiu.

Bmpaga 2 na cropinmi 125 - 126

VY4Hi NpaItooTh 13 3aPONOHOBAHUMHU TEKCTaMH JUCTIB. PoboTa B rpynax. Koxxna
rpyna onpaunboBye cBiil ucT. Onucye Horo, Yu AUIOBUM L€ JUCT, YU HI, YOMY TaK
BBaXKAIOTh. flKa CTpyKTypa JucTa.

Bnpaga 5 na ctopinmi 127
VYuHi po3ranaTh CTpyKTypy e-mail letter. BukonyroTs Bripasy.

Po6ora 3a kapTkamMu(AUB. J0JaTOK):

In the following formal and informal emails, there are some missing words. Try to fill in the
gaps with appropriates words. There are two extra words in each email. Decide which of
the emails is more formal.

1) appointment/ could / unable / hesitate / faithfully / afraid / grateful / please / sincerely
/ forward / due to

Dear Mr. Perkins,

I am writing in response to the email I received from you on the 21* July 2002. Tam ............ I
willbe ............... to attend to our meeting ................ a work meeting arranged on the same
day. The only solution to discuss our differences would be to meet another day. ............... it be
possible to arrange another .................. ?Donot ......oiiiiiin to contact me whenever you
find a free day for our meeting. [ would be ............... if you could inform me about the day as
soon as possible.

[look .....cvviennnnn. to hearing from you,

Malcom Bross

2) feel free / regards / happy / can / sorry / hello / asap / won’t be able / looking / tell / re /
because



Dear Peter,

I write you because I have read your last email. .............. butl............... to go to our
meeting ................ I have a work meeting on the same day. We can only talk about our
differences if we meet another day. ............. we see each other another day? ............. to call
me when you find a free day to meet. [ would be ................ ifyoucould ............... me about

Po3naemo ko>kHii mapi y4HiB OKpeMi Ha3BU YaCTHH JIUCTA (3aMHUIIITh HA OKPEMUX
JUCTOYKAX:

e Salutations

e Ways to close an email

e Giving bad news

e Giving good news

e Friendly Ending

3aBaaHHs YYHIB PO3CTaBUTU TPABWIBHIN MOCTIJOBHOCTI 111 YaCTHHH JIKCTA.

HeBenuukuii TecT y1st y4HIB, SIK pO3MIOYATH JIUCT. Y YHI OTPUMYIOTh CUTYaTHUBHI
KapTKHU.
CuryatuBHa kKapTKa 1 (1.B.2.C.3.D.4.A)

Hairuddin Omar, a maths teacher, has written four
emails this morning. Read the descriptions of the
emails and then match them to the opening lines of the
emails

A. Hairuddin emailed a man called
Norozan Bakar, the father of a pupil at
the school. He wanted to know why
Mr Bakar’s son was absent from 1. Morning everyone, Just thought you
school. might be interested to know that...

B. Hairuddin emailed all the maths 2. Hi there Rahim, Hope you’re well.
teachers at his school about some Might be a bit late on Saturday...
training.




3. Dear Sir or Madam, Could you please
C. Hairuddin wrote to his friend about | send me...

their plans to play football at the
weekend. 4. Dear Mr Bakar, [ am writing to you
because I am worried that. ..

D. Hairuddin sent an email asking for
more information about a conference.
He did not know the name of the
person who will read his email.

CHTyaTHBHa KapTka 21.a); b); d); f); h); i) 2. a); b); d); e); g); h)
Indicate which endings are appropriate or not.
1. Which phrases are an 2. Which phrases are an
appropriate way to end a formal |appropriate way to end an
email? (Three are not.) informal email? (Three are not.)
a) Yours truly, a) Regards,
b) With best regards, b) Cheers,
c¢) For your information, c) Hi again,
d) Yours sincerely, d) Rgds,
e) For Attention Of: ¢) Bye for now,
f) Best wishes, f) CC
g) To Whom It May Concern: g) With best wishes,
h) Yours faithfully, h) See you soon,
1) With many thanks and best 1) How are you?
wishes

CutyatuBHa KapTKa 3

Put the phrases in the right order to make sentences.
1. 1/ forward / meeting / you. / to / look

2. hearing / to / forward / look / you. / from / We

3. to / speaking to / soon. / forward / you / I/ look

4. on / forward / to / seeing / We / look / Saturday. / you

5. look / possible. / your / to / receiving / as soon as / reply / forward / I




I11. BAKJITFOYHA YACTHUHA
3.1. ITioseoenns niocymkie.

[TinbutTs 6aniB y y4aCHUKIB KOMaH/I.
3.2. Pegpnexcia
[ITo ciomo6anock Ha ypori?



