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Введение
 «...главный характер …языка состоит в чрезвычайной легкости, с которой все выражается на нем — отвлеченные мысли, внутренние лирические чувствования, «жизни мышья беготня», крик негодования, искрящаяся шалость и потрясающая страсть». 
А. И. Герцен из «Былого и дум»
Сегодня английский язык является самым распространенным языком в мире. Он стал языком межнационального общения в политике, культуре, науке, торговле и т.д. Человек не может считать себя высокообразованным, интеллигентным, если он не владеет хотя бы одним иностранным языком. Государство понимает значимость обучения учащихся иностранным языкам.

Завершается эксперимент по введению ЕГЭ в российских школах как формы итоговой аттестации выпускников. ЕГЭ по английскому языку предполагает контроль знаний, умений и навыков учащихся по следующим видам деятельности: аудирование, чтение, лексико-грамматические умения, письмо и говорение. Овладение навыками письма на английском языке представляет некоторую трудность для школьников. Это обусловлено тем, что ранние УМК не уделяли большого внимания этому аспекту обучения АЯ. При этом существуют различные типы письма, т.е. сочинений: это собственно письма, статьи, заметки, описания (внешности человека, места, праздника…), обзоры, сообщения, интервью и т.д.
Поэтому темой нашего исследования мы выбрали «Writing in English…».

Объектом исследования является: требования к письму ЕГЭ,  экзаменов международных сертификатов. 
Предметом исследования является умение писать различные виды письменных работ.

Цель исследования – изучить и обобщить информацию по теме исследования.
Задачи исследования: 

1. Изучить научно-педагогическую литературу по исследуемой проблеме.
2. Проанализировать правила оформления отдельных типов сочинений.
3. Провести социологический опрос по теме исследования.

Для решения поставленных задач использовались следующие методы исследования: анализ научно-педагогической литературы; анализ образцов письменных работ из аутентичных учебников; наблюдение; беседа с учителем, социальный опрос. 
Новизна темы заключается в сопоставлении цели обучения ИЯ, сформулированном в программах по ИЯ для общеобразовательных учреждений РФ и целей, выделенных для Порогового уровня Советом Европы.

Практическое значение работы заключается в обобщении практически полной информации по требованиям, правилам оформления, видам и типам письменных работ на английском языке.

Апробация результатов исследования. Материалы работы были использованы на открытом уроке по теме «Почта», на занятиях в старших классах по обучению учащихся навыкам письма.

Структура работы: работа состоит из введения, трех глав, заключения, списка литературы, приложения.
Part I. TYPES OF COMPOSITION
When you write a composition you need to understand the type of writing required. Your piece of writing can be in the form of a letter, an article for a magazine / newspaper or a report.
LETTERS are written to a person (e.g. your pen friend, a newspaper editor, etc) or a group of people (e.g. the students' society, the local football club, etc) for a specific reason (e.g. to give advice, to make a complaint etc). They include:
· Informal letters to people you know well, written in a personal chatty style.
· Formal letters to managers/officials etc, written in a polite formal style.
· Semi-formal letters to people you do not know well or people you know but you
want to sound polite and respectful e.g. a teacher of yours, your pen friend's parents, 
etc, written in a polite and respectful style.
ARTICLES are found in magazines and newspapers. The following can be found in the form of an article:
· Descriptions of people, places, buildings, objects, festivals, ceremonies etc.
· Narratives about real or imaginary events which happened in the past. They can be written in the first person (first-person narratives) when the writer is the main character of the story or in the third person (third-person narratives) when the writer is describing events which happened to another person or group of people.
· News reports about current/recent events (e.g. fires, accidents, etc) written in
impersonal style. News reports present facts objectively and unemotionally.
· Reviews discussing a film, TV programme, book, restaurant, etc and recommending it or not to the reader.
· Discursive essays about arguments concerning particular subjects. They include:
· "For and Against" essays which present the pros and cons on a specific topic
· Opinion Essays which present the writer's personal opinion on a specific topic
· Providing Solutions to Problems which discuss a problem and its causes, making
suggestions and mentioning the expected results and consequences
· Letters to the Editor which present the writer's personal opinion on a specific topic or the writer's suggestions on a specific problem.
REPORTS are formal pieces of writing and have a specific format and features. They include:
· Assessment reports discussing the suitability of a person, place, plan, etc. for a
particular purpose, job, etc.
· Proposals reports discussing suggestions or decisions about future actions.
1.1. UNDERSTANDING RUBRICS
To plan your composition you need to understand the rubric i.e. the composition instructions. Read the rubric carefully and underline the key words/phrases which will help you decide what you will write about. Key words/phrases indicate:
· the imaginary situation you will write about (e.g. You are a reporter.. to write about a fire which broke out last night...) This can also suggest who you are (e.g. a reporter), what has happened (e.g. fire broke out), etc.
· the imaginary reader who is going to read your piece of writing (e.g. the manager of the company you work for has asked you to write ...). This will help you decide on the writing style i.e. the appropriate style of language - formal/informal, etc you should use.
· the type of writing (e.g. a letter, an article describing an event you attended, etc)
· the specific topics you should include in your answer (e.g. describe the place and comment on its good and bad points)
Study the example below.
1                                                                2
You work for a travel magazine. Your editor has asked you to
3                           4
write an article discussing the pros and cons of air travel,
including factors such as cost and convenience.

courageous
1.2. PLANNING THE LAYOUT OF YOUR COMPOSITION
 Your ideas should be organised into paragraphs. The layout of most types of writing consists of three parts: an introduction, a main body and a conclusion.
I  Introduction
The introduction, i.e. the first paragraph, is a short paragraph whose purpose is to give the reader a general idea of the subject of the composition. It should attract the reader's attention so that he/she wants to continue reading.
II Main Body
The main body usually consists of two or more paragraphs and its purpose is to develop points related to the subject of the composition. The number of paragraphs and the way you divide them depends on the specific topics of the composition. Each paragraph should deal with points related to the same topic. Whenever you discuss a new topic, you should begin a new paragraph. For example, in a for and against essay the main body should have two paragraphs: one discussing the points for, and another discussing the points against.
III.  Conclusion
The conclusion is a short final paragraph in which you can summarise the main idea of the subject, restate your opinion in different words, make general comments, express your feelings, etc.
Brainstorming for ideas

· Write down any ideas, words and phrases that you can think of which relate to the specific topics of your composition.

· Group your ideas, crossing out any irrelevant ones, and put then into a logical order.

· Check that your ideas are relevant to the topic(s) of the rubric.

Topic sentences and supporting sentences

· Main body paragraphs should begin with topic sentences. A topic sentence introduces or summarises  the main topic of the paragraph and gives the reader an idea of what thw paragraph will be about.

· The topic sentence should be followed by supporting sentences which provide examples, details, reasons, justifications and/or evidence to support the topic sentence.
Topic sentence         There are many disadvantages to air travel.

Supporting sentences   Firstly, plane fair are extremely high. For example, if you choose to travel from London to Manchester by train, you will definitely pay less than you would if you travelled by plane. Moreover, being on a plane for hours can be tiring.
1.3.  LINKING WORDS AND PHRASES
Linking words/phrases make your writing more interesting to the reader, and easier to understand.
•    Some linking words (e.g. and, because, but, so, since, etc) can join two short sentences into one longer sentence.
e.g. He is clever. He is hard-working. = He's clever and hard-working. 
     Ann Is happy. She passed her exams. = Ann is happy because she passed her exams.
•    Some linking words/phrases (e.g. In addition, What is more, However, On the other hand, etc) show how ideas are related either between two sentences or two paragraphs.
e.g. / have written to you three times already. + I still have not received a reply from you. I have written to you three times already. However, I still have not received a reply from you.
Linking words/phrases can be used to:
· show time: when, whenever, before, while, as soon as, etc. 
· list points or show sequence: first(ly), to start with, next, finally, etc. 
· add more points: furthermore, moreover, in addition, and, also, what is more, etc. 
· show cause or effect: because, since, as a result, so, consequently, etc.

·  give examples: for instance, for example, such as, especially, etc. 
· show contrast: however, on the other hand, despite, though, etc.

·  introduce a conclusion: all in all, to conclude, to sum up, finally, etc. (for more examples see Appendix I)
1.4.  WRITING TECHNIQUES
There are a variety of writing techniques you can use to make your composition more interesting to the reader.
To begin or end your essay you can:
· address the reader directly i.e. write as if you were speaking to him/her.
e.g. You can imagine what life would be like without water.
· use direct speech to give somebody's exact words, a quotation from a famous person or someone who has influenced your life, a proverb or a saying (i.e. a well-known phrase). In all cases it is necessary to use quotation marks.
e.g. After all, "An apple a day keeps the doctor away."
· use a rhetorical question i.e. a question that does not expect a reply, e.g. What would modem society be like without computers?
You can start a narrative by setting the scene i.e. by using the senses to describe the weather, atmosphere, surroundings and also to create mystery and suspense.
e.g. It was a cold winter's night. The wind was blowing hard as Jack was walking down the dark empty street.
You can also use a variety of adjectives, adverbs and verbs to make your composition more attractive to the reader, e.g. "Hold on!" Helen screamed to Bob as she desperately tried to help him get out of the freezing water.
1.5. UNDERSTANDING WRITING STYLE
The writing style you should use depends on the type of composition you are writing, the situation and the intended reader. Therefore, you should not use the same style of writing for every composition. The two main types of writing style are formal and informal. However, not all styles of writing fall under these categories. For example, in a letter to somebody you do not know very well or in an article for a student's magazine, the style used is neither formal nor informal, but a blend of the two, known as semi-formal.
FORMAL STYLE is characterised by:
•    formal expressions, advanced vocabulary, longer sentences
e.g. Taking everything into consideration, it can be said that the facilities offered are of poor quality.
• formal linking words/phrases (i.e. However, Nevertheless, In addition, Consequently, etc.)
e.g. Mobile phones are extremely useful for people who travel frequently. However, they can be dangerous.
•    no use of short forms (i.e. I'm, there's...)
e.g./ would be grateful if... (instead of: I'd be grateful if...)
•    impersonal tone, i.e. use of the passive, no description of feelings
e.g. Late this evening, 20-year-old Tim McCormack was pulled to safety after being trapped under debris for more than ten hours.
•    factual presentation of the information
e.g. The Town Hall, constructed In the late 1800s, was seriously damaged by fire in 1909.
INFORMAL STYLE is characterised by:
•    everyday/colloquial expressions, vocabulary and idioms, e.g. I thought I'd drop you a line..., Thanks a million..., etc
•    frequent use of short forms
e.g. / wont be able to come to your party as I'll be away on a business trip.
•    informal phrasal verbs
e.g. Lucy takes after her /after. She's...
•    simple linking words/phrases (i.e. but, so, because, and, etc) e.g. It rains a lot here, so you'd better take an umbrella with you.
•    shorter sentences
e.g. Thanks a lot for the invitation. I'd love to come.
•    personal tone i.e. use of first person (I/We) e.g. I've got great news. I've found a new job.
•    descriptive tone i.e. use of adjectives/adverbs etc for vivid description e.g. it was a bitterly cold winter morning.
Semi-formal style
Semi-formal style is caracterised by:

· less formal language

· less frequent use of short forms, formal linking words/phrases or the passive

· respectful, polite tone

1.6.  EDITING YOUR ESSAY
You should always edit your piece of writing before handing it in. In order to do this, you should make sure:
•    you have used complete sentences and that the words are in the correct order (i.e. subject, verb, object, etc).
•    you have used the correct grammar (e.g. past tenses for narratives).
•    you do not repeat the same words, phrases, expressions, etc.
•    there are no spelling errors.
•    you have used the correct punctuation, (e.g. commas, full stops, question marks, etc) [See also Appendix III]
•    you have indented the paragraphs (i.e. have begun the first line of each paragraph further in from the margin).
Part II. WRITING LETTERS
There are various types of letters, such as:
•    letters of application     •   letters of complaint     • letters to the editor etc.
The type of letter you should write depends on the reason for writing (i.e. to give your news, to invite somebody to a party, etc to make a complaint, to apply for a job, etc). Depending on the rubric, you may be asked to write a letter for more than one reason (i.e. to give your news and ask for advice.) The most common reasons for writing a letter are:
•    giving/asking about news                      •   congratulating someone
•    giving/asking for advice                        •   inviting someone
•    giving/asking for information              •  accepting/refusing an invitation
•    apologising for something                     •   making suggestions etc
•    thanking someone
2.1.  LAYOUT OF LETTERS
All letters should include the following:
a)   an appropriate greeting (e.g. Dear Sir/Madam, Dear Aunt Claire, Dear Mrs Baker, etc);
b)   an introduction, in which you write your opening remarks (e.g. Hi! How are you?) and reason(s) for writing (e.g. I'm just writing to congratulate you on passing your exams, I'm wrWng to apologise for..., We were thrilled to hear that..., I was sorry to hear... etc);
c)   a main body, in which you write about the specific topics of the letter in detail;
d)   a conclusion, in which you write your closing remarks (e.g. Please forgive me - it won't happen again, I promise; Looking forward to seeing you...!, Please write soon, fate care/, Cant wait to hear from you, I'd better sign off now, Thatsallfornowy, and
e)   an appropriate ending (e.g. Yours faithfully + your full name, Lots of love + your first name).
2.2.  WRITING STYLE IN LETTERS
The writing style you should use (i.e. informal, formal or semi-formal), depends on who you are writing to. More specifically:
•    when you are writing to someone you know well (i.e. a close relative, your best friend, etc.) you should use informal style.
•    when you are writing to someone you do not know, or to someone who is in authority (i.e. the manager of a hotel, a doctor, etc) you should use formal style.
•    when you are writing to someone you do not know very well, or someone you want to be polite and respectful to (i.e. a friend's parents, your teacher, etc) you should use semi-formal style.
(See Appendix II for examples of each style.)
2.3.  CHARACTERISTICS OF
a)    INFORMAL LETTERS
•    address & date
i.e. your address in the top, right-hand corner, followed by the date.
•    greeting
(e.g. Dear John, Dear Mum, etc.)
•    informal language
(e.g. I've been meaning to write to you for ages; Don't worry; By the way; It was a piece of cake; I'll pick you up; We can give it a try, etc)
•    ending
(e.g. Yours/Love/Bestwishes/Regards etc + your first name)
b)    FORMAL LETTERS
•    address & date
i.e. your address as well as the recipient's address. Your address in the top, right-hand corner, followed by the date. The recipient's position, the name and address of the company, organisation, etc on the left-hand side.
•    greeting (e.g. Dear Mrs Davis - when you know the person's name -Dear Sir/Madam - when you do not know the person's name)
•    formal language (e.g. / am writing with regard to your advertisement; I would appreciate a reply at your earliest convenience; The product which was delivered, proved to be faulty; etc)
•    ending (e.g. Yours sincerely/ faithfully + your full name)
•    Note: when you begin with Dear Mr/Mrs/Ms Marcus, you should end
with Yours sincerely + your full name. When you begin with Dear Sir/Madam, you should end with Yours faithfully + your full name.
c) SEMI-FORMAL LETTERS 

•    address & date
i.e. your address in the top right-hand corner, followed by the date
•    greeting
i.e. Dear Mr/Mrs/Ms+person's surname (e.g. Dear Mrs Marcus)
•    semi-formal language
•    ending
(e.g. Regards/Best wishes/etc + your first name or full name)
Informal letters are sent to people you know well (e.g. friends, relatives, etc) about your recent news, personal problems, information you need, etc. They are written in an informal style with a chatty, personal tone. An informal letter should consist of:
a) an informal greeting (Dear Ken/Aunt Joan/etc);
b) an introduction in which you write your opening remarks (i.e. asking about your friend's health, etc) and mention your reason for writing
e.g. Hil How are you? I thought I'd write and let you know that...;
c)  a main body in which you write the main subject(s) of the letter in detail, starting a new paragraph for each topic;
d) a conclusion in which you write your closing remarks e.g. That's all my news for now. Write back soon...;
e) an informal ending (e.g. Lots of love/Best wishes/etc + your first name).
OPENING/CLOSING REMARKS
Opening remarks in informal letters may include:
a)  questions/wishes about recent events, the person's health, etc
b)  a thank you to the person for their last letter, comments about their news
c)  an apology for a delay in writing/replying
d) the reason why you are writing
Closing remarks in informal letters may include:
e) the reason why you must end the letter
f)  greetings to the person's family/friends
g) wishes, a promise (e.g. to write again soon), an invitation, etc h) a request to the person to reply soon
INFORMAL STYLE
When writing friendly letters, you normally use informal style. Informal writing is characterised by the use of:
•    everyday vocabulary (e.g. / had a great time)
•    colloquial expressions/idioms (e.g. drop me a line)
•    phrasal verbs (e.g. get on, settle in)
•    short forms (e.g. can't, dont, I'm, I'll)
FORMAL STYLE
Formal letters are normally sent to people in an official position or people you don't  know well (e.g. Director of Studies, Personnel Manager, etc). They are written in a formal style with a polite, impersonal tone.
•   You can write a formal letter to apply for a job/course, make a complaint, give/ request official information, etc.
•   A formal letter should consist of:
a)   a formal greeting (e.g. Dear Sir/Madam - when you do not know the person's name; Dear Ms Green - when you know the person's name);
b)  an introduction in which you write your opening remarks and mention your reason(s) for writing e.g. / am writing to apply for the position of...);
c)   a main body in which you write about the main subject(s) of the letter in detail, starting a new paragraph for each topic;
d)  a conclusion in which you write your closing remarks
e.g. / look forward to hearing from you as soon as possible...;
e)   a formal ending (Yours faithfully - when you do not know the person's name; Yours sincerely - when you know the person's name; + your full name).
2.4. TYPES OF LETTERS
2.4.1. LETTERS OF APPLICATION
Whеn you write a letter applying for a job or a course, you should include the following information:
A)   in the opening remarks/reason(s) for writing
•  the name of the job/course, where and when you saw it advertised, eg. ... the position of manager advertised in yesterday's Herald.
В)  in the main body paragraphs (paras 2-3-4)
•   age, present job and/or studies (e.g. I am a nineteen-year-old university student.)
•   qualifications (e.g. / have aBA in French.)
•   experience (e.g. / have been working as a waiter for the last two years.)
•   skills and personal qualities that are suitable for the job/course
e.g. I am a good and careful driver. I consider myself to be mature and
responsible.
C)  in the closing remarks
•   any other important information (i.e. when you are available for interview, where and when you can be contacted, references you can send, a remark that you hope your application will be considered, etc)
e.g. / will be available for interview in September. I enclose references from my last two employers. I look forward to hearing from you.
You usually use:
the present simple to describe skills/personal qualities e.g. / am a patient and reliable person. 
the past simple to talk about past experiences eg. / left school in 1994.1 worked for General Motors for four years.
 the present perfect to talk about recent work/studies e.g. / have been working for LTYU for two years. I have recently finished secondary school.
2.4.2. LETTERS OF COMPLAINT
In a formal letter making a complaint, you may use a mild tone, for complaints about minor problems, or a strong tone, for complaints about more serious matters, especially when you are extremely upset or annoyed. However, the language you use should never be rude or insulting.
•   In the opening remarks, you should state your complaint, including details of what has happened and where/when the incident took place, e.g. (Mild)    I am writing in connection with .../to complain about... the
terrible behaviour/attitude/rudeness of... I am writing to draw your attention to... which... (Strong) • I wish to bring to your attention a problem which arose due to your staff/inefficiency...,
• I am writing to express my strong dissatisfaction at...
• I wish to express my dissatisfaction/unhappiness with the product/treatment I received from... on ...
•   In the main body paragraphs, you present each of the specific points you are complaining about. You start a new paragraph for each point and justify these points by giving examples/reasons.
e.g. • Although you advertise "top quality", I felt that the product I purchased was well below the standard I expected.
•   In the closing remarks, you should explain what you expect to happen (e.g. to be given a refund/replacement/apology/etc).
(Mild): / hope you will replace ...
/ feel/believe that I am entitled to a replacement/refund... I hope that this matter can be resolved/dealt with promptly. 
(Strong): I insist on/I demand a full refund/an immediate replacement/etc or I shall be forced to take legal action/the matter further. I hope that I will not be forced to take further action.
Semi-formal letters are sent to people you do not know very well or when you want to j        be more polite and respectful (e.g. a pen friend's parents, a person you do not know very well, a schoolteacher, etc). For this reason, they are written in a more polite tone than informal letters. Some formal language can be used. Compare the following:
INFORMAL       Thanks a lot for the invitation. I'd love to come to your party. FORMAL                  I would be delighted to attend your birthday celebration.
SEMI-FORMAL    Thank you for your kind invitation. I would love to join you on your birthday. 
• A semi-formal letter should consist of:
a)   a formal greeting e.g. Dear Mr and Mrs Baker,
b)   an introduction in which you write your opening remarks and clearly state the reason(s) for writing, e.g. Thank you very much indeed for your kind offer...;
c)   a main body in which you write the main subject(s) of the letter in detail, starting a new paragraph for each topic;
d)   a conclusion in which you write your closing remarks, e.g. lam looking forward to seeing you next month...;
e)   a semi-formal ending (Regards/Best wishes, etc & your full name).
2.4.3.  TRANSACTIONAL LETTERS
Transactional letters are letters which respond to written information. This information may be in the form of advertisements, letters, invitations, notes, etc, as well as visual prompts such as maps, drawings, etc.
•  Transactional letters can be of any type e.g. letters of complaint, letters of apology, letters applying for a job, letters giving/asking for information, etc.
•  The style of writing can be formal, semi-formal or informal, depending on who you are writing to.
•   It is important to include all the factual information given in the rubric. You must give this information in full sentences, using your own words as much as possible, e.g. early registration needed?
a)   Is early registration necessary?       c) Do I need to register early?
b)   Would you recommend that              d) Is it necessary to register early? I register early?
• You may need to summarise some information, or explain the results/importance of some facts, but you should not change the facts you are given.
REQUESTING INFORMATION
To request information you can use direct or indirect questions. Direct questions are quite common in informal letters and often begin with a question word such as what, who, when, how, etc. e.g. What time will the party finish? How far is the hotel from the beach?
Most indirect questions are formed with modals such as could, would, etc and are normally used in semi-formal or formal letters.
- e.g. / would be grateful if you could tell me what time the party will finish. Could you please let me know how far the hotel is from the beach? You use if/whether in an indirect question when there is no question word in the direct question, e.g. Direct question: Do we need to bring our own food?
Indirect question: / would like to know if/whether we need to bring our own food.
Part III. A DESCRIPTIVE  ESSAY
A descriptive essay about a person should consist of:
a)   an introduction in which you give general information about the person, saying when, where and how you first met them;
b)   a main body in which you describe their physical appearance, personal qualities and hobbies/interests. You start a new paragraph for each topic;
c)   a conclusion in which you write your comments and/or feelings about the person.
When describing someone you know well or see often (i.e. a friend, a neighbour, etc), you should use present tenses. When describing someone who is no longer alive, or someone you knew a long time ago and you do not see any more, you should use past tenses.
Descriptions of people can be found in articles, letters, narratives, etc. The writing style you use depends on the situation and the intended reader. For example, if you are writing an article for a magazine, you should use semi-formal style and a polite, respectful tone.
3.1. DESCRIBING APPEARANCE
When you describe someone's physical appearance you start with the general features (i.e. height, build, age) and move on to the more specific ones, such as hair, eyes, nose, etc. You can also add a description of the clothes the person likes to wear. e.g. Laura is a tall, slim woman in her early twenties. She has got red hair, green eyes and freckles. She usually wears smart suite.
• When you describe someone's personal qualities you should support your description with examples and/or justifications. e.g. Wayne is very shy. For example, he finds It difficult to make new friends. You can also describe someone's personality through their mannerisms by:
a)   referring to the way they speak
e.g. He speaks in a soft voice as if he were whispering.
b)   describing the gestures they use
e.g.She constantly uses her hands when she speaks.
c)   mentioning a particular habit they have.
e.g Jason always bites his nails when he is nervous.
Note: When you mention someone's negative qualities you should use mild language (seems to, can be rather, etc). For example, instead of saying Paul is lazy, it is better to say Paul can be rather lazy at times.
3.2. DESCRIBING BUILDINGS OR PLACES
A descriptive composition about a place or building should consist of:
a) an introduction in which you give the name and location of the place or building and/or the reason for choosing it;
b) a main body in which you describe the main aspects of the place or building in detail - for example, when you describe a place you should describe what you can see and do there; when you describe a building you should describe its exterior and interior, as well as give historical facts about it;
c) a conclusion which includes your comments/feelings and/or a recommendation.
Descriptions of places or buildings can be found in tourist magazines, travel brochures, stories, letters, etc. The style you use depends on the situation and the intended reader. For example, in an article for a magazine you should use semi-formal style and a polite, respectful tone. You normally use present tenses to describe a place/ building. You use past tenses to write about the historical facts.
To give the reader a more vivid picture of a place/building you are describing, you can refer to the senses (e.g. sight, hearing, smell, taste and touch).
When you write about a building, the main body of the essay should include:
•  a paragraph on historical facts about the building (when/why it was built, etc) using past tenses;
• a separate paragraph on the exterior (what it is made of, appearance, grounds/gardens, etc) using present tenses; and
• a paragraph on the interior (rooms, furniture, pictures, etc) using present tenses.
To give factual and/or historical information about the exterior and interior of a building you can also use the passive or prepositional phrases (e.g. all around, to the left, etc), e.g. The palace Is surrounded by high walls.
To the left of the entrance there is a marble statue.
3.2.  DESCRIPTIONS OF OBJECTS
Descriptions of objects can be found in leaflets, catalogues, advertisements or parts of letters, stories, reports or articles.
When you describe an object, you should give an accurate picture of it. Your description should include information about size, weight (e.g. tiny, big, heavy, long, etc), shape (e.g. circular, oval, etc), pattern or decoration (e.g. plain, checked, etc), colour (e.g. brown, multi-coloured, etc), origin (e.g. African, Japanese, etc) and material (e.g. leather, plastic, nylon, etc), as well as any information concerning special features (e.g. lock, stickers, etc). To describe objects you should use a variety of adjectives. Always list opinion adjectives (e.g. beautiful, inexpensive, unusual, etc) first, followed by fact adjectives. These are normally listed in the following order: size/weight, age, shape, pattern, colour, origin or material (e.g. large, rectangular, silver, etc). Avoid using all of them one after the other, as this will make your description sound unnatural - e.g. Instead of writing: Its a lovely, heavy, old, oval minor with a carved wooden frame... you could write: It's a lovely, heavy, old mirror. It's oval, with a carved frame made of wood.
Descriptions of objects can be found in leaflets, catalogues, advertisements or parts of letters, stories, reports or articles.
When you describe an object, you should give an accurate picture of it. Your description should include information about size, weight (e.g. tiny, big, heavy, long, etc), shape (e.g. circular, oval, etc), pattern or decoration (e.g. plain, checked, etc), colour (e.g. brown, multi-coloured, etc), origin (e.g. African, Japanese, etc) and material (e.g. leather, plastic, nylon, etc), as well as any information concerning special features (e.g. lock, stickers, etc). To describe objects you should use a variety of adjectives. Always list opinion adjectives (e.g. beautiful, inexpensive, unusual, etc) first, followed by fact adjectives. These are normally listed in the following order: size/weight, age, shape, pattern, colour, origin or material (e.g. large, rectangular, silver, etc). Avoid using all of them one after the other, as this will make your description sound unnatural - e.g. Instead of writing: Its a lovely, heavy, old, oval minor with a carved wooden frame... you could write: It's a lovely, heavy, old mirror. It's oval, with a carved frame made of wood.
3.4.  NEWS REPORTS
News reports are short pieces of writing about current events which are of interest to the public (e.g. natural disasters, accidents, political or sports events, social events etc). They are formal and impersonal in style and they present facts accurately, objectively and unemotionally. Therefore, they do not include feelings or chatty descriptions unless these are part of someone's comments quoted in direct speech.
· A news report should consist of:
a)   a short, eye-catching headline;
b)   an introduction which summarises the event, giving information about the time, place and people involved;
c)   a main body consisting of two or more paragraphs in which the event is described in  detail, including information about incidents and the people involved; and
d)   a conclusion which includes people's comments on the event, action(s) to be taken         and/or future developments.                                                                                                   
News reports are found in newspapers, magazines, etc. You normally use past tenses, the passive and appropriate reporting verbs in this type of writing.
A HEADLINE
A headline is a short summary of what the report is about. To write a headline: use the present simple for recent events: 
FACTORY EXPLOSION DAMAGES TOWN (=has damaged/damaged) 
· use to-infinitive to describe a future event: LOCAL FOOTBALL TEAM TO FLY TO ITALY FOR CHAMPIONS' LEAGUE (= is going to fly) 
· use to be + past participle when using the passive voice to describe a future event: TEACHERS' ANNUAL MEETING TO BE HELD IN AUGUST (= is going to be held) 
· use abbreviations like UK, USA, UNESCO UN RESCUES HOSTAGES IN SIERRA LEONE 
· omit full stops or commas, articles, pronouns, auxiliary verbs and words easily understood from context: SEVEN INJURED IN TRAIN CRASH (= Seven people were injured in a train crash.) 
· omit the verb "to be" when using the passive to describe a past event: YOUNG GIRL SAVED BY RESCUE WORKERS (= was saved)
3.5.  REWIEWS

Reviews are short descriptions of books, films, plays, TV programmes, etc. They are written to inform readers and viewers, and to give them your opinion/recommendation about whether (or not) they should read a book or see a film/play/etc.
A review should consist of:
a) an introduction in which you summarise all the background information of the book/film/etc, (i.e. title, name of author/director, type, setting, etc);
b) a main body consisting of two paragraphs: one about the main points of the plot, presented in chronological order, and another including general comments on the plot, the main characters, the acting, the directing, etc.
•    Note: You should not reveal the end of the story to the reader.
c) a conclusion in which you recommend or do not recommend the book/film/play/etc, giving reasons to support your recommendation.
•  Reviews are normally found in newspapers, magazines or as parts of a letter. The style you use depends on the publication and the intended reader and can be formal or semi-formal.
•  You normally use present tenses and a variety of adjectives to describe the plot and make your comments more clear and to the point.
3.6.  “FOR AND AGAINST” ESSAYS
"For and against" essays are one type of discursive writing in which you discuss the advantages and disadvantages of a specific topic. A "For and against" essay should consist of:
a)   an introduction in which you present the topic, making a general remark about it without giving your opinion;
b)   a main body in which you present the points for and the points against, in separate paragraphs, supporting your arguments with justifications/examples;
c)   a conclusion which includes your opinion (e.g. In my opinion/view, I believe! think, etc) or a balanced summary of the topic.
You must not include opinion words (I believe, I think, etc) in the introduction or the s main body. Opinion words can only be used in the final paragraph, where you may state your opinion on the topic.
"For and against" essays are normally written in a formal style; therefore you should avoid using strong language (I know, I am sure, etc), short sentences, colloquial expressions or idioms.
You can find this type of writing in articles in newspapers, magazines, etc.
3.7.  OPINION ESSAYS
Opinion essays are discursive essays in which you present your personal opinion on a particular topic. Your opinion must be stated clearly and supported by justifications. You should also present the opposing viewpoints in a separate paragraph.
An opinion essay should consist of:
a) an introduction, in which you introduce the subject and state your opinion clearly;
b) a main body, consisting of two or more paragraphs (each presenting a separate viewpoint supported by reasons/examples), including a paragraph giving the opposing viewpoint supported by reasons/examples; and
c) a conclusion, in which you restate your opinion using different words.
•    You normally use present tenses in this type of writing, and phrases such as / believe, In my opinion, I think, It seems to me that, I strongly disagree with, etc to express your opinion. You should list your viewpoints with Firstly, Furthermore, Moreover, Also, etc, and introduce the opposing viewpoint using However, On the other hand, etc.
•     Opinion essays are normally written in a formal style, therefore you should avoid using colloquial expressions, short forms or personal examples. You can find this type of writing in the form of an article in newspapers, magazines, etc.

3.8.  ESSAYS PROVIDING SOLUTIONS TO PROBLEMS
Essays providing solutions to problems are pieces of writing in which you discuss a problem and its causes as well as the expected results or consequences of your suggestions. An essay providing solutions to problems should consist of:
a)    an introduction in which you state the problem and/or what has caused it;
b)    a main body which consists of two or more paragraphs presenting suggestions and their results/consequences. You should start a new paragraph for each suggestion and its results/consequences; and
c)    a conclusion in which you summarise your opinion.
• Essays providing solutions to problems are normally written in a formal or semi-formal style, depending on who is going to read them and where they are published. They are usually found in newspapers and magazines.
3.9.  LETTERS TO THE EDITOR
Letters to the editor of a newspaper or magazine are written when you want to express your opinion about a topic that is of interest to the general public, to show your agreement or disagreement or to discuss a problem and suggest solutions.
Letters to the editor should consist of:
a)    an introduction in which you clearly give the reason for writing and your opinion about the topic;
Note: If your letter is written in reply to another letter or article you should also mention where and when you read it, as well as the name of the person who wrote it.
b)    a main body in which you present the problems and their consequences or suggestions and results in separate paragraphs ;
c)    a conclusion in which you summarise your opinion or restate it using different words.
•   Letters to the editor are usually written in a formal or semi-formal style.
PART IV. REPORTS
Reports are normally written for someone in authority (e.g. your employer, the local council, the head of a committee, etc) and contain factual information.
Assessment reports present and evaluate the positive and negative qualities of a person (i.e. an employee) or a building/place (i.e. a hotel, a restaurant, a shop, a cinema complex etc) in order to make a judgment or recommendation about them.
Proposal reports present suggestions, plans or decisions about future actions.
Reports should consist of:
a)    an introduction in which you state the purpose and content of the report;
b) a main body in which you present each topic in detail under suitable subheadings (these headings introduce the topic of the paragraphs, so you do not need to start each paragraph with a topic sentence);
c) a conclusion which summarises the information from the main body and states your general assessment and/or recommendation.
• Reports are written in a formal, impersonal style. You should use factual language, passive voice and full verb forms. You should also write fairly short sentences to help your reader pick out the information easily. Present tenses are normally used for assessment reports. Past tenses can be used for reports related to past events. Modals, conditionals or would are normally used for proposal reports.
•   You should always begin your report by stating who the report is addressed to and what their position is, the writer's name and position, what the report is about and the date.
e.g. To:                 Thomas Prescot, Chairman of Council 
      From:            Mary Scott, Senior Manager 
     Subject:          Big Screen Cinema Complex 
     Date:               3rd June, 20...
You can start a report with the following phrases: The purpose/aim of this report is to assess...

This report was carried out to assess...

As requested, this report is to assess...

To end your report you can use the following phrases:

On the hole,.../To sum up,.../All in all,.../In conclusion,...

In spite of the (dis)advantages,.../I would not recommend.../... is (not) recommended.../...is not suitable for...

Part V. Practice
When we started to study the subject of the work, we expected to make some analysis of real letters. We got addresses of young people living abroad from the newspaper “School English” and wrote and sent them letters. They were transactional letters. But unfortunately we didn’t have any reply.

While working on the subject we did some research work. We asked people the following questions.

	1.
	How do you communicate with your friends, relatives?

	2.
	Do you write letters?

	3.
	Who do you write letters to?

	4.
	Where do you write? (around the country, abroad, to the army...)

	5.
	Do you write your letter or do you print it on the computer?

	6.
	Do you like to receive and read letters?

	7.
	What kind of letters do you write?

	8.
	Do you follow any rules of writing letters?

	9.
	Do you keep your letters?

	10.
	How old are you?


And the results we’ve got are very curious in our opinion. Well, 

1. All the people prefer to communicate with their friends and relatives by phone – 100%. And 81% of them sometimes write letters.

2. 72,7% of people writing letters are 12 – 17 years old, 27,2% - 20 years old and more.

3. 91 % of people write informal letters.

4. 28 % of people print their letters (only youth) 

5. 18, 7% of letters are sent to the army.

6. 73% of people write to their dearest and nearest in our country.

7. People like to receive and to read letters very much, but they are lazy to write them.

8. Letters are usually kept and reread.

9. Few letters are sent abroad.

As for me, I don’t write letters, though I’d like to. My grandparents live in our district and we just phone them every day.  And we also call other relatives. But our family like to send greeting cards on different occasions: birthdays, special holidays, weddings, warming the house holidays...
Conclusion

Getting information is one of daily necessities of a human being. Letters, telegrammes, invitation cards, greeting cards, e-mail messages are really important means of communication among people. Increasing of international cooperation and relationship requires our skills of keeping up a correspondence in a proper way.
So we believe the problem of our work "Writing in English..." is quite actual nowadays.
The purpose of the work is to find out some rules of correspondence design. We tried our best to examine any information given in the literature listed in our bibliography. And we came to the conclusion after some research work on the subject.
1. Formal and informal styles of correspondence have some special features. Informal styles usually have abbreviations. I've got...
- Simple linking words e.g. but, so, and etc.
- Shorter sentences e.g. I'd like to see you...
- Personal tone e.g. I've got some great news.
- Everyday expressions e.g. Thanks a lot. And formal (official) style has
-  no abbreviations e.g. I have got...
- formal linking words e.g. in despite of
- longer sentences: (though where the formal style is required the established phraseology, lexical patterns and grammar form of diplomatic correspondence are used.
-    Impersonal tone e.g. passive
-    Formal expressions e.g. I look forward to hearing.
The modern tendency in letter - writing is the tendency of conversational style. The essential qualities of all letters can be summed in "three" с s:
1. Concise
2. Clear and
3. Courteous.
Each letter consists mainly of seven parts:
-    The Heading
-    The address of the person you are writing to (the recipient's address)
-    The greeting
-    The body of the letter
-    The Complementary close (closing)
-    The signature
-    The envelope address.
The heading consists of the sender's name, address and the fetters date. Put your address in the top right - hand corner of the fetter. Don't write your name, leave a space between your address and date.
The recipient's address (person) is the name and address of the office, institutions or person, to whom the fetter is sent.

The greeting is written at the sheet about one and a half centimeters below the heading.
You should suet a comma after the opening greeting. Start the letter with a greeting. Begin with a capital letter.
The body of the letter has the main information of the letter. The body of the letter should be divided into paragraphs; many paged letters should be numbered.
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