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Письмо як засіб формування комунікативної компетенції учнів         
Ідея змінити підхід до вивчення мов народилась у Британії в кінці 60-х років. Вона полягала в тому, щоб сфокусувати вивчення мови на комунікації, а не тільки на засвоєнні її структур. Вченими, що відстоювали цю точку зору, були Крістофер Кендлін і Генрі Відоусан.
Іншим кроком до змін у викладанні іноземних мов стала нова освітня політика у Європі. Освіта стала однією з прерогатив діяльності Ради Європи. У 1971 році було створено групу з вивчення потреб навчання іноземної мови в Європі. Британський лінгвіст Д. Вілкінс 1972 році запропонував комунікативний підхід у вивченні іноземної мови, який базується на теорії, що мова є засобом спілкування. І ціллю такого підходу є формування комунікативної компетенції.
У формуванні комунікативної компетенції окремі види мовленнєвої діяльності функціонують, як правило, інтегровано: рецептивні – аудіювання та читання та продуктивні – говоріння та письмо.  
Уміння писати (писемне мовлення) можна поділити на взаємопов’язані рівні:
· букво- та словоформування;

· заповнення чи доповнення речень, а також конструювання власних речень;
· самостійне написання текстів ( складання діалогів, написання офіційних та неофіційних листів, складання описів, розповідей, повідомлень, газетних статей, оголошень, есе та ін.  
При навчанні на перших двох рівнях не виникає особливих проблем ні в учнів ні в учителів. Але найбільше труднощів виникає при формуванні письмових навичок на останньому рівні, де учні повинні вміти:
- писати доповідь, нарис (есе) з метою обгрунтування або спростування певної думки;

- писати листи (офіційні та особисті), висловлюючи особисте ставлення до подій чи певного досвіду;

- робити описи на теми, зумовлені сферами спілкування та пов’язані з особистими інтересами, дотримуючись стилю висловлювання (не менше 25 речень);  

- написати твір (обсяг – не менше 18 речень для учнів не гуманітарного профілю та 20-25 речень – для гуманітарного);

- заповнювати форми (аплікаційні листи, заяви) чи анкету (СV) з основними відомостями про себе;

- написати доповідь на задану тему.

Якщо домашня робота учнів полягає у написанні одного з вищезгаданих завдань, то для цього необхідно:

· переконатися чи учні чітко зрозуміли завдання, виконання якого від них чекають;

· важливо зробити завдання усно або прочитати аналогічний зразок у класі;
· написати тезисний план майбутньої письмової роботи;
· дати учням ключові слова та фрази для переліку аргументів, протиставляння думок, підведення підсумків і т.д. 

Appendix I: Linking Words / Phrases
	To state personal opinion:
	In my opinion, / In my view, / To my mind, 1 (Personally) I believe that /1 feel (very) strongly that / It seems to me that / / think that people should be encouraged to use public transport in the city.

	To list advantages and disadvantages:
	One advantage of / Another advantage of 1 One other advantage of 1 The main advantage of 1 The greatest advantage of 1 The first advantage of having your own business is that you do not have to take orders.
One disadvantage of 1 Another disadvantage of 1 One other disadvantage of 1 The main disadvantage of 1 The greatest disadvantage of 1 The first disadvantage of having your own business is that you have to work long hours.

	To list points:
	First (ly), /First of all, 1 In the first place, / To start with, / To begin with, / Secondly, /
Thirdly, 1 Finally, everyone knows that smoking is extremely bad for one's health.

	To show sequence:
	BEGINNING: First, / To start with, 1 To begin with, 1 First of all, get everyone out of the building. CONTINUING: Secondly, /After this/that, / Then, / Next, call the fire brigade. CONCLUDING: Finally, / Lastly, / Last but not least keep a safe distance from the fire.

	To add more points on the same topic:
	What is more, /Furthermore, /Moreover, /Apartfrom this/that, /In additon (to this), /Besides (this),
dogs are very useful in police work.
Dogs are also very useful in police work. Dogs are very useful in police work too. Not only do dogs help the blind, but they are very useful in police work as well.

	To show cause:
	The BBC decided not to show the programme because / due to the fact that / since / as it would upset too many people. The programme would upset too many people; for this reason 1 therefore the BBC decided not to show it.

	To show effect / result / consequences:
	She won a scholarship therefore, / so / consequently, / as a consequence, / as a result, /
for this reason, she was able to continue her studies.

	To show purpose:
	He decided to learn Russian so that he could read Tolstoy. He decided to learn Russian so as to / in order to read Tolstoy.


	To give examples:
	For instance, / For example, by running, swimming or jogging three times a week you feel younger and live longer. By taking regular exercise such as / like running, swimming or jogging you feel younger and live longer. If you want to feel younger and live longer, you should take regular exercise, particularly, / in particular, / especially, running, swimming or jogging.

	To show contrast:
	Seatbelts are known to save lives, yet / however, / nevertheless, 1 but / nonetheless, many people refuse to wear them. Although 1 Even though 1 In spite of the fact that 1 Despite the fact that seatbelts are known to save lives, many people refuse to wear them.

	To show time:
	Turn the dial when 1 whenever / before / as soon as / the buzzer sounds. I haven't been back home since 1982. We met as I was crossing the street. I saw him while I was crossing the street. We never see each other now that they've moved to another neighbourhood.

	Relatives:
	That's the woman who lives next door to me. He's the man whose car was stolen yesterday. That's the cat which scratched me. London is the city where I was born.

	To introduce a conclusion:
	Finally, 1 Lastly, 1 All in all, 1 Taking everything into account, 1 On the whole, / All things considered, 1 In conclusion, 1 To sum up, no one is likely to find a cure for the common cold in the near future.


Appendix Ila: Opening and Closing Remarks for Letters
	        LETTERS:
	INFORMAL
	SEMI-FORMAL
	FORMAL                 ;

	Giving news
	
	
	

	Opening Remarks:
	(You'll never) guess what...
	I'm writing to tell you about...
	I am writing to inform you of...

	Closing Remarks:
	That's.all my news for now...
	Write and tell me your news.
	I would appreciate your thoughts

	
	
	
	on this matter.

	Making an invitation
	
	
	

	Opening Remarks:
	I'm writing to invite you to ...
	We would be very pleased if you
	We would be honoured if you

	
	
	could come...
	could attend...

	Closing Remarks:
	Hope you can make it - it'll be
	Please let us know if you can come.
	We would be grateful if you could

	
	great fun!
	
	notify us regarding whether...

	Accepting an invitation
	
	
	

	Opening Remarks:
	Thanks a lot for the invitation. I'd
	Thank you for your kind invitation;
	Thank you for your kind invitation.

	
	love to come...
	we would love to join you ...
	We would be delighted to attend...

	Closing Remarks:
	See you then!
	We look forward to seeing you.
	Thank you once more for your

	
	
	
	kind invitation.

	Refusing an invitation
	
	
	

	Opening Remarks:
	Thanks a lot for the invitation but I
	Thank you for your kind invitation.
	Thank you for your kind invitation.

	
	won't be able to make it...
	However, we will not be able to
	Unfortunately, we will be unable

	
	
	come...
	to attend...

	Closing Remarks:
	Sorry again. Maybe next time!
	Perhaps we can get together soon.
	I hope that in the future we might

	
	
	
	have the opportunity to meet.

	Asking for advice
	
	
	

	Opening Remarks:
	I've got a problem, and I think you
	I'd really like your advice about/
	I am writing to request some

	
	can help.
	on...
	advice concerning...

	Closing Remarks:
	Write back soon and tell me what
	I really hope you can help me.
	I would greatly appreciate your

	
	you think.
	
	assistance in this matter.

	Giving advice
	
	
	

	Opening Remarks:
	I'm sorry to hear... and I think I
	I'm very sorry to hear that you're
	I am writing with regard to your

	
	can help.
	having problems with...
	letter requesting advice concerning

	Closing Remarks:
	Let me know what happens.
	I hope everything turns out well.
	I hope to have been of assistance

	
	
	
	to you.

	Asking for information
	
	
	

	Opening Remarks:
	I'm thinking of... and I wondered
	I'm considering ... and I'd like it if
	I would greatly appreciate it if

	
	if you could help me out.
	you could give me some
	you could provide me with some

	
	
	information.
	information on...

	Closing Remarks:
	Hope you can help!
	I would appreciate any help you
	Thank you in advance for your

	
	
	can give me...
	kind cooperation...


Appendix IIa: Opening and Closing Remarks for Letters
	LETTERS:                                            INFORMAL
	SEMI-FORMAL
	FORMAL

	Giving information
	
	
	

	Opening Remarks:
	I've looked into...
	I'm writing in reply to your letter
	I am writing in response to your

	
	
	asking for information on ...
	letter requesting information on ...

	Closing Remarks:
	Hope this was what you wanted...
	I hope you find mis useful...
	Do not hesitate to contact me

	
	
	
	should you require further

	
	
	
	assistance.

	Thanking sb
	
	
	

	Opening Remarks:
	Thanks a lot for...
	Thank you very much for...
	I am writing to express my

	
	
	
	gratitude for...

	Closing Remarks:
	Thanks again!
	It was very good of you to ...
	I am extremely grateful for...

	Apologising
	
	
	

	Opening Remarks:
	I'm really sorry about...
	I am writing to apologise for ...
	I am writing to offer my sincere

	
	
	
	apologies regarding...

	Closing Remarks:
	Please say you'll forgive me ...
	Please accept my apology ...
	Once again, please accept our

	
	
	
	sincerest apologies...

	Congratulating sb
	
	
	

	Opening Remarks:
	I'm just writing to say well done ...
	I was really happy/pleased to hear
	May I congratulate you on ...

	
	
	that...
	

	Closing Remarks:
	Well done!
	You really deserve {your) success.
	Once again, congratulations.

	of Application
	
	
	

	Opening Remarks:
	
	
	I am writing to apply for the

	
	
	
	position ...

	Closing Remarks:
	
	
	I look forward to hearing from

	
	
	
	you...

	of Complaint
	
	
	

	Opening Remarks:
	
	
	I am writing to draw your

	
	
	
	attention to...

	Closing Remarks:
	
	
	1 hope that this matter can be

	
	
	
	resolved...

	Making Requests
	
	
	

	Opening Remarks:
	Could you do something for me?
	I wondered if you could possibly do
	I would be most grateful if you

	
	
	me a favour.
	could...

	Closing Remarks:
	I hope you can help me out.
	I hope it isn't too much trouble.
	Thank you in advance for your

	
	
	
	assistance in this matter.


Appendix lIb: Useful Vocabulary for Letters
	LETTERS:
	INFORMAL               I
	SEMI-FORMAL             ;
	FORMAL                 I

	Making an invitation
	Let me tell you when & where ...
	These are the details of...
	The party/wedding/ceremony will

	
	
	
	be held on ... at...

	
	By the way, it's a fancy dress
	It will be a fancy dress party/
	Be advised that the party/

	
	party/formal ceremony...
	formal occassion...
	occassion is...

	
	You can stay over if you like...
	If you need somewhere to stay ...
	Accommodation can be provided

	
	
	
	by arrangement...

	
	There'll be plenty of food/drink...
	Refreshments will be provided...
	The catering arrangements have

	
	
	
	been made...

	
	You won't need to bring anything...
	It won't be necessary to ...
	You will not be required to ...

	Accepting an invitation
	What a great way to celebrate ...
	It's a wonderful way to celebrate ...
	I'm sure it will be a wonderful

	
	
	
	occasion.

	
	By the way, if you need help with...
	If you would like any help ...
	Should you require assistance ...

	
	Can I bring my friend, Brian?
	Could I invite a friend to come too?
	Would it be possible for... to

	
	
	
	accompany me?

	Refusing an invitation
	I can't make it because...
	I won't be able to come because...
	I am unable to attend due to ...

	Asking for information
	I've got plans for that weekend ...
	I have already arranged to ...
	I am otherwise engaged ...

	
	Do you know anything about...
	Do you have information about...
	What information do you hold on...

	
	I also need to know about...
	J
I would also like to know...
	Could you also provide details of...

	
	I want to find out about... as well.
	In addition, could you tell me ...
	Furthermore, it would be useful to

	
	Can you also let me know if...
	Please could you also ...
	have information concerning...

	
	I would be glad to...
	I would be grateful for...
	Please would you include ...

	
	
	
	... would be appreciated ...

	Giving information
	I have sent you a ...
	This letter includes a ...
	Please find enclosed a ...

	
	To answer your question about...
	In response to your enquiry about...
	Regarding your request for...

	
	Did you know that...?
	Were you aware of...?
	May I bring to your attention ...

	
	This information should help you...
	This information should be useful
	The following information may be

	
	
	to you...
	of use to you ...

	Apologising
	I'm really sorry for/about...
	I apologise for...
	Please accept my apologies for...

	
	It wouldn't have happened if...
	It happened because of...
	The situation arose due to ...

	
	I admit that it was my fault...
	I am to blame for...
	The fault is entirely mine ...

	
	I didn't mean to ...
	It was not intentional...
	It was not my intention to ...

	Making requests
	I really need...
	I'd like...
	I wish to request...

	
	Can I ask you to ...
	Could I ask you to ...
	Would it be possible for you to ...

	Giving advice
	Why don't you...
	If I were you, I'd ...
	I would suggest that...
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 Formal letters

OQ

        1.Read the letter and label the paragraphs with the headings below.Say what qualifications, experience and personal qualities Steven has. Do you think he will get the job?
· closing remarks • personal qualities • age/present job/qualifications
· opening remarkslreason(s) for writing • experience
Dear Mrs Hunter,

     With reference to your advertisement in Thursday's edition of the Daily Star, I am interested in applying for the position of primary school teacher.
       I am 28 years old and currently teaching in Margate. I

have a BSc degree awarded by Glasgow University in


1997. I completed my certificate in Education at

Preston Teacher Training College in 1998.

       I  have  been working  for  Margate  Education
Department since 1999. During this time, I have

enjoyed teaching a variety of subjects, including

English, General Science and Games.
I consider myself to be punctual, hard-working and
fair. I enjoy working with children and have good   

organisational skills.

        I enclose a reference from my present employer. I
would be  grateful  if you would  consider my
  5
application. I am available for interview any weekday  
morning. I look forward to hearing from you.
Yours sincerely,
Steven Davies
2. Read the letter again and find formal expressions to match the informal ones in the table, as in the example.
Informal Style                          Formal Style 
.
About your advert...                        With reference to your advertisement
I want to apply for...                        ...........................................................
I got my teaching certificate ...          ...............................................................
I've had a job in ...                           ...........................................................
I think I'm always on time ...             .............................................................
I like working with kids...                 ............................................................. 
There's a note from my boss...          ...........................................................    
I'd like it if you hired me ...               .............................................................
I'm free to talk to you...                    ..........................................................
Drop me a line sometime ...               ............................................................

3.  Fill in the correct form of the verbs in the list.
study, be a member, graduate, join, attend, award
I graduated from Lancers University in 1998 with a first class degree in Physical Education.
At the moment, I 

courses at Southfield College.
After leaving high school, I


Art at the School of
Fine Art in Paris.
I am keen on sports. I

Barton football club three months ago.
I 
of the local
orchestra, where I play the violin.
I was 
a grade A
in Maths.
Formal style is characterised by the use of:
•
advanced vocabulary
e.g. / am writing to enquire whether
... (not: I want to ask if) ® formal linking words/phrases
(consequently, however, therefore,
for this reason)
e.g. I have worked as a primary school teacher for ten years and therefore have experience working with children.
•
passive voice
e.g. I can be contacted...
(not : You can contact me...)

•
polite forms without contractions
e.g. / would be grateful if...,
I would appreciate it if you could...
I would like to apply... (not: I'd like...)
Colloquial expressions, phrasal verbs, idioms and short forms are not used in formal style.
FORMAL STYLE
                                                                                                              Formal letters
4.   a) Read the letters below and label the paragraphs with the headings.
opening remarksIreason(s) for writing • experience, personal qualities closing remarks • age/qualifications • other information

 A                                                                                                   B                                                                                                                                                                                                                                                Dear Sir/Madam,                                                                                                                                                                                                                                                                                                                                                                                  
I am writing to apply for the position of part-time                                  Dear Manager,
                                                                                                         Hi! I've decided to drop you a line
shop assistant which was advertised in this week's                                   about the job you advertised in the

edition of the Frankfurt English News.                                                               Frankfurt English News.                                                                                                                  .                                                                                                                         l am a 16-year-old student, and my 

I am a 16-year-old student,in December I passed                                                                                                    
the examination for the First Certificate in English with                             English isn't bad. I got an A in the
grade A. It is my ambition to become a teacher of                                  First Certificate exam! I want to be
English. Therefore, employment in an English-                                 an English teacher, so it would be lots
language bookshop particularly appeals to me.                                            of fun to sell English books.
Despite my lack of formal work experience, I feel  that                                           I haven't worked before, but I'm sure
I would be well-suited for the position. For the past                                    I'd be good at the job. I've helped out
two years I have been a volunteer helper in our school                                           in our school library for ages, and the
library. In my school report I was described by the                                    librarian says you can count on me
librarian as enthusiastic, dedicated and reliable.                                             to work hard.
Since the school holidays include the months of July
             I won't be doing anything in July and
and August, I will have no other commitments and                                     August. We’ve got our school holidays
would be available to work at any time, excluding                                    then, so I can work any hours you like
Saturdays, for as many hours as needed.
                            (but not Saturdays).
I may be contacted at the above address, or by                                   You can get in touch with me at the
telephone on 435 1708.1 look forward to receiving a
above address, or give me a ring on
reply in due course.                                                                                               435 1708. Let me know soon!
Yours faithfully,
All the best,
Steffi Braun
Steffi
Steffi Braun
Steffi Braun
■Compare the two letters. Which one has an appropriate greeting
and ending? Then, underline the phrases in Letter A which mean
the same as the phrases in bold in Letter B. Which style is more
suitable in a formal letter applying for a job? Why?
b) Read the advertisements below. Which job did Steffi apply for?
Hard-working young assistant wanted for part-time work in a bookshop during July/August. No sales experience needed, but a good understanding of English is essential. Apply in writing to Bookworms.
Large department store seeking ambitious and experienced floor manager to work on a full time basis. Computer skills an asset. For more information call J.T. Reeves at 217-3233.

5. In which letter in Ex.4 can you find each of these features? Label each point as A or B.
1 short forms



2 passive voice



3 a friendly, personal tone



4 everyday vocabulary



5 formal linking words/phrases    


6 phrasal verbs or idioms



7 longer, more complex
sentences


8 advanced vocabulary



9 colloquial expressions



10 a polite, impersonal tone
Describing People
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1. Read the topic sentences, then write appropriate supporting sentences, as in the example.
e.g. My grandmother is a very kind-hearted person.
She cares about everyone she meets, and she is always ready to help some​one in trouble.
1   Our teacher is quite handsome.
2   I like my five-year-old cousin, but he can be very naughty.
3   My friend, Jackie, is very intelligent.

2.    a) Read the rubric and underline the key words. Then, read the composition and put the paragraphs into the correct order.
Your teacher has asked you to write a composition describing a person who once helped you. Write your composition, describing the person's appearance, personal qualities, mannerisms and hobbies/interests.
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4   My neighbour, Mrs Gray, takes good care of herself.
5  My sister's friend, Simon, loves adventure and dangerous sports.


	A
	


In her spare time, Ruth liked to read. She loved detective stories and crime novels, and she used to bring me many of her favourite books to read. I remember she also spoke about the karate lessons she went to twice a week.
|B I | I first met Ruth when I was in hospital in Melbourne about three years ago. t was there on holiday, but had become seriously ill. Ruth was the patient in the next bed. She not only kept me company the whole time I was in hospital, but also visited me for many weeks after she recovered from her own illness.
	C
	


When I returned to England, we kept in touch by letter. Then, about a year ago, Ruth got a new job and moved to another part of Australia. Sadly, we have lost touch with each other, but I will never forget her kindness and help.
|D| ] Ruth had a quiet but very friendly nature. She was generous as well as kind-hearted. Whenever she visited me she always brought flowers and chocolates. She talked in a low voice because she was rather shy. She also blushed very easily, although she had a great sense of humour.
	E
	


Ruth was pretty. She was tall, fairly slim and in her mid-teens then. She had a small pretty face, with smiling eyes and long straight brown hair. She liked to dress casually in bright, colourful clothes which matched her sunny personality.





Кременецький районний методичний кабінет





Кременецький ліцей ім. У. Самчука
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