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871-5466-0098, 917-5422-3333, 244-1449-2100
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I’'m writing to express my dissatisfaction with the tape recorder that I purchased in
your store.
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I purchased a tape recorder in your store on 12/3/2005, just 3 days ago. After a few
times that I used it, the “Play” button broke off.

1S o omilbly oles] (3 42 5l et (B
I was very surprised to see the new improved model with 2 years of warranty
breaking so soon and for no reason at all.

2l plosl St ol 8y (sl 6 42 Lot (C
I contacted your store immediately in order to return the tape recorder and spoke to

the shift manager. He refused to replace the tape recorder and suggested that I had it
repaired.

2yl ISk oyl 3y90 )3 (wlus 4> L (D
You can imagine how receiving this offer upset me.
DS s 5w A |y ol Algie o led LBl asl e Job pd GBLSTHL o sk b G1LSTL ol

Ll 31 5l aualss plol (2, dn &8 ol g Sty diny sl Ll 45 aalss o Lo sl &5 g, 5)50 55 =Y
i plxl ) aples o & (552

I insist that you replace the damaged tape recorder and send me a new one. Otherwise

I will be forced to stop my payments to your store.

I look forward to hearing from you.
158 sldel o0 ol 4 D (0 1)t o Wl &S S L ST
Yours sincerely,
John Smith
1008 szl Gygo cpl 4 1D (003 1) Mg (0 Hiulp &S S L ST
Yours faithfully,
John Smith

Mo Yo

)

T dod (0w bl & ST sy a5 d gd 1) ledd dol a8 a8 o ()8 ol salgs aslyl 3 ST SMes
Oy Sy P S 9 PSS

oMl clgis cpl b sl 4al g5 3 sl () 51 g sl bl 4 SISTL ja ]y (o e sl co lad

o) S5, ol

e “I am writing to complain about...”
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“I am writing in regard to...”

“The reason I am writing to you is (a problem with...)”

“I am writing to express my concern about/dissatisfaction with...”
“I would like to bring the matter of ... to your attention.”

“I would like to draw your attention to ...”

ipg> SLSLL Gl

“I was supposed to receive ... Unfortunately, that never happened.”

“You can imagine how unhappy I was to discover ...”

“I regret to inform you that your service was below my expectations.”

“When I tried to contact you by phone, no one could offer me any sensible

answer.”

“I contacted your representative in .... Unfortunately, he denied me the service

that I requested.”

ipg SLSHL sl

“The 1deal solution would be ... “

“I hope you can settle this matter by ...(doing something)”
“I insist on getting a refund of ...”

“Please look into this matter as soon as possible.”

“I believe this matter deserves your urgent attention.”

ol ColKb SO 51 (g aigod

Wb b AeSs Culsl aol S 5l gt diges S aS 0 talgs Lo bows 4 Jle o]

Dear Sir/Madam,

The reason I am writing to you is poor quality of a food processor, which I
bought in your store two weeks ago. After only two times it was in use,
problems started to appear.

The first malfunction that I noticed was safety lock that demanded applying of great
force. My wife had to ask me for help, because she wasn’t strong enough to push the
safety lock through. We discovered another problem when tried to use the blender. I
put some ice-cream and milk in the blender and pushed the “Start” button. It started

Yy
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working but suddenly got stuck and we were unable to use it since. I was very
surprised to discover that much problems in a quite expensive model.

Naturally, I returned the blender to you to be replaced with a new one. Your assistant
said that I would have to wait only a week. After two weeks the food processor had
still not arrived. Finally, four weeks later, I was contacted by your representative.
Imagine my feelings when I learned from him that I cannot receive the same model of
food processor as I bought. As a solution he offered that I upgrade my model to a
better one and this too will take two weeks. I am very disappointed with both the
equipment and the service have I received Therefore I expect a full refund of 180$ as
soon as possible.

Yours faithfully,
Mr. Smith

Oleb] Cawlgs 1> dols
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“I am writing to ask for information about membership in the Shape sports club.”
by By dp lp (o SNl gg o a5 astun (ouS 4 lad a0l Sloj 2590 3 (il b -V
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I look forward to hearing from you.
28 el g0l 4y 1D (00 S oo el oS (g $ 5]

Yours sincerely,
John Smith

1S bl ©jg0 cpl 4 1D (003 ) Sy (o lalp o5 (S L S
Yours faithfully,
John Smith
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Dear Sir/Madam,

[ am writing to ask for complete itinerary of a trip to Africa that I booked with your
company.

The trip I refer to starts on August 12, 2005. I am supposed to leave with a group of
16 people. The information I would like to obtain should include the following:

1. Names and phone numbers of other people in my group.

2. Airline names, flight numbers, departure and arrival times.

Names and locations of hotels that you have booked for me, and on what bases,
bed and breakfast, half board or full board.

A list of optional day trips that are available and their prices.

A list of local doctors I can contact in case of emergency.

A contact number for your company representative in Africa.

A receipt for the payment I have made on July 28, 2005.

W

Nonk

You could send the above-mentioned information to my e-mail or a fax. I would like
to receive it as soon as possible but not later than a week before my flight.
I look forward to hearing from you.

Yours faithfully,
Mr. Smith

olassiw] Cuwlgd 1> Aol
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“I would like to apply for the position of secretary advertised in ‘Herald Tribune’ of
April 15" 2005
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“I am a Software Engineer with more than ten years of experience in ...”

“I graduated in Some Study Course from Famous University, 1996”

“At present I am employed as a ... by company ...”

“I am familiar with...”

“My skills include working with ..., performing ..., managing...”

“In course of my present job I have been responsible for the planning and
organization of ...”

“I am used to working at a fast pace to meet deadlines”.

23l sl IS )5 BLILL 30,550 sl BLELL ol contiS L3 (slo 4ol )3 4 shaslen

S5 Canlgd )d g dd b (o)Sed o 1y GUagd 03] dciid LadMe ad Cpl 4 bodd 1a a8 0 syl Y
ey (See oloj (1035 50 (§ypa> CBMe (e

“I would like to apply my skills in your company.”

“I believe the position you offer will give me opportunity to...”

“If you find my skills and experience suitable, please contact me to schedule an
interview.”

“I am looking forward to discussing my credentials with you personally.”

1S odlatwl 4ol 3 jlliwl oaimd UL e L8 ol dol Jio 5 08 )SUis Clolre oz 31 ¥

“Thank you for your time and consideration.”

1S slel Gygo cpl 4 ld (0 ]y g oo ol &S S pL S
Yours sincerely,
John Smith

1058 sLial &gl 1D 005 |y dsgi o il 45 S 51
Yours faithfully,
John Smith
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Dear Sir/Madam,

I would like to apply for the position of flight attendant, advertised in “The Wings”
issue of October 2005.

As you can see from my CV, [ am a flight attendant with 5 years of experience. | had
a one-year apprenticeship with United Airways, and the following 3 years I worked
for Sky-High Airlines. The last year I was working for Air Comfort Airlines,
providing customer service to first class passengers.

I have a pleasant personality and good communication skills. I am familiar with
service and emergency instructions, and used to working unsupervised. My
experience includes administering first aid to ill passengers and dealing with unusual
incidents. I am available to work weekends, holydays and overtime.

If you find my skills and experience suitable, please contact me to schedule an
interview. I am looking forward to discussing my credentials with you personally.

Thanks you for your time and consideration.

Yours faithfully,
S. Holts
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“I am sorry I haven’t written for so long.”
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“I am writing to thank/tell/ask/apologize/wish...”
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“With best wishes, Kathy”
“Yours, Louse”
“With love and many thanks from me, Diana”
e dal S 51 (g digod

Dear Sarah,

[ am sorry I haven’t written for so long. My work keeps me so busy, that [ never have
a minute to myself. [ am writing to invite you to my wedding. Since you have never
met my future husband, you must have a million questions running through your
mind right now. I hope I can tell you enough to put your mind at ease until we meet.
Five months ago I decided to take a cruise to Bahamas, to get away for a little while.
And on that cruise Faith arraigned for me to meet my future husband Alan. He is the
most wonderful, loving person you could ever imagine and we are very happy
together.

The wedding will take place at my parents’ mansion. The date is October
17, at 7 o’clock. I am so looking forward to introducing you to Alan, and he
can’t wait to meet you too. I told him all about you and our friendship.

With love,
Amy.
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“I am writing in regard to books I borrowed from the library on March 15, 2005 and
never returned”.

Cawl 03 los 4y Jlows Josdlygiuwd a5 (gl o) .ol oyl e 5l U yskaie Dyge 0 (g ytin Slis 2,8 S5 -V
SIS cpl S Canyd 3 1y ey Al Sl (Jlgw ol ons) pogMe mng o] olul g a8 S8
a8l 4 1 g5l Il (25552 2l
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I look forward to hearing from you.
23S Lol G900 (ul 4 1D (0]) Mg (o Jlalp & (oS P S
Y ours sincerely,

John Smith
1S slaal ©pso nl 4 IS (03 1) dpsi (oo Glalp S (S L S
Yours faithfully,
John Smith
813 ooy a0l SO 5l (5] diged
Dear Sir/Madam,

[ am writing to apologize about keeping books that I borrowed from the college
library 3 days ago longer than it is acceptable. 1 have found myself in this
unpleasant situation for a reason. My close relative was very sick and I had to go
visit him at the hospital. I intended to return the books immediately after I get back
to the college, but unfortunately I left the books on a train on my way from the
hospital to the library. It will take me about two days to get them back from “Lost
and Found” department at the train station.

I understand that other students may need those books and deeply apologize for
the inconvenience. I will try to return the books as soon as possible. Please don’t
revoke my library privileges, I promise that it will never happen again.

Faithfully yours,
John Smith.
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Topic 1
You should spend no more than 20 minutes on this task and write at least 150 words.

You have bought a mobile phone in a tax-free shop just a few days ago, and it doesn’t
work properly. Task: Write a letter to the manager to complain about it and ask him
to solve the problem.

You do not need to write your address. Begin your letter as follows: Dear Sir/Madam,

Topic 2
You should spend no more than 20 minutes on this task and write at least 150 words.

You rented a car from Car Rental Company. The air conditioner has stopped
working. You phoned the company a week ago but it has still not been repaired.
Write a letter to the company. In your letter

. introduce yourself
. explain the situation
. say what action you would like the company to take

You do not need to write your address. Begin your letter as follows: Dear Sir/Madam,
OleMbl Cuwlgs > -

Topic 1
Y ou should spend no more than 20 minutes on this task and write at least 150 words.

You are a student who wants to apply to Green Pines College. You are experiencing
financial problems at the moment. Task: Write a letter to the Principal of the College,
explaining your situation and ask for information on scholarships or other means of
financial help available.

You do not need to write your address. Begin your letter as follows: Dear Sir/Madam,

Yo
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Topic 2
You should spend no more than 20 minutes on this task and write at least 150 words.

You would like to participate in a work-related seminar in another country. Task:
Write a letter to the person in charge of the seminar and ask for detailed information
regarding the dates, program, accommodations and cost.

You do not need to write your address. Begin your letter as follows: Dear Sir/Madam,
plasiw] Cuwles > -

Topic 1
Y ou should spend no more than 20 minutes on this task and write at least 150 words.

You want to apply for the following job. Write a letter to Mrs. Keller describing your
previous experience and explaining why you would be suitable for the job.

Advertisement: Housekeeper required for private home. Experience is necessary.
Contact Mrs. D. Keller.

You do not need to write your address. Begin your letter as follows: Dear Sir/Madam,
: - & MU _

Topic 1
Y ou should spend no more than 20 minutes on this task and write at least 150 words.

You stayed at your friends’ house when you participated in a business seminar in
Australia. You left a file with important documents in your room. Task: Write a letter
to your friend, describing the file and ask him/her to return it to you by post.

You do not need to write your address. Begin your letter as follows: Dear Sir/Madam,
Topic 2
Y ou should spend no more than 20 minutes on this task and write at least 150 words.

You migrated to another country. Task: Write a letter to your friend to describe your
present life and tell him/her why you choose this country.

Y5
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You do not need to write your address. Begin your letter as follows: Dear Sir/Madam,

w)gd)b‘ &l -

Topic 1
Y ou should spend no more than 20 minutes on this task and write at least 150 words.

You successfully passed a job interview. You are expected to start on November 15,
but you will not be available on that date. Task: Write a letter to your new boss,
explaining your situation, expressing your concern and suggesting solution.

You do not need to write your address. Begin your letter as follows: Dear Sir/Madam,

Topic 2
Y ou should spend no more than 20 minutes on this task and write at least 150 words.

You are a gift shop keeper. Task: Write a letter to your supplier, to let him know that
you won’t need the merchandise you have ordered. Explain your situation and
suggest solution.

You do not need to write your address. Begin your letter as follows: Dear Sir/Madam,

Topic 3
You should spend no more than 20 minutes on this task and write at least 150 words.

You are a secretary, planning a corporate event. Task: Write a letter to Entertainment
Company explaining what kind of party you would like it to be, indicate date and
time of event and your special requests.

You do not need to write your address. Begin your letter as follows: Dear Sir/Madam,

Wil — Writing Task2 oS
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A: “Modern society benefits greatly from computer technology. However, becoming
more dependent on computer has its disadvantages. Discuss threats of computers.”

)15 3929 Fosals sblie b culre (ogad )3 Cou Bl 93 (398 Jle
H: “To what extent should television participate in our children’s education?”

e boams 5590l 1) 865 Wlgs o gl LT a8 cunl opl cconl ol sdwp &S e &l 53 (398 Jle

S: “Due to change of women’s role in modern society, men are now the ones
suffering from sexual discrimination. Do you agree?”
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From “to what extent something affects...?” to “Does something affect...?”
From “in what way something contributes?” to “does something contribute?”
From “how does something influence...?” to “does something influence ...?”
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e
“Home schooling belongs to the past and is unacceptable in the modern society. To

what extent do you agree or disagree with this statement? Use your own knowledge
and experience and support your arguments with examples and relevant evidence”
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“Is home schooling acceptable in modern society?”
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Everything has two sides and home schooling is not an exception. In the past it
seemed like the most natural way of educating the children, but today many people
criticize it.

We must acknowledge that parents know their children best. That gives them a
good chance of knowing how to make child understand certain concepts. Using
child’s interests, parents can make a process of learning more enjoyable and
effective. In addition, being at home makes child feel safe, which contributes to
his ability to concentrate on studying.

Nevertheless, many people believe that teaching should be done by professionals.
There are many proven scientific approaches that produce good results and
without those techniques parents who teach their kids at home have no chance of
success. Associative learning is a good example of such a technique. Showing the
child images while learning the alphabet (apple for “a”, boy for “b”’) makes him or
her remember the letters faster and easier.

Also not every parent is capable of teaching his or her child at home because the
blind cannot lead the blind. Parents cannot teach the children something they don’t
know themselves, and let’s face it — not all of us have profound knowledge of
history or geography even on a school textbook level. Eventually, even those
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mums and dads who had succeeded at school could forget the material as the
time went by.

In conclusion, I have more trust in abilities and experience of professional
teachers then I do in my own.
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. “Some people prefer .... Those who disagree point out that...”
. “We must acknowledge ... Nevertheless, ...”

. “No one can deny ... However, ...”

. “Many people hold the opinion... Others, however, disagree...”

. “Although it is hard to compete with ..., some people still prefer ...”

thyy sl

* “Notonly..., but...”
 “Also

*  “Furthermore,”

*  “In addition,”
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» “Moreover,”

fkd sS85 gl
. “Although...”
. “However,”
. “Nevertheless,”
. “Even if...”
. “In spite of”
. “On the other hand”
JWe by g1y
. “For example,”
. “For instance,”
. “In particular,”
. “...,such as”
. “To illustrate ...”
:0959] Jd gy
. “As a result”
. “Therefore”
. “Thus”
° 668079
. “Eventually”
t S 4G (5]

. “Lastly,”
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. “Finally,”

. “To conclude with,”
. “In short,”
. “In conclusion,”
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Topic 1

You are advised to spend the maximum of 40 minutes on this task.

Even though globalization affects the world’s economics in a very positive way,
its negative side should not be forgotten. Discuss.

You should write at least 250 words.

Topic 2
You are advised to spend the maximum of 40 minutes on this task.

Some people say that education system is the only critical factor to development
of a country. To what extent do you agree or disagree with this statement?

You should write at least 250 words.

Topic 3
You are advised to spend the maximum of 40 minutes on this task.

Dieting can change a person’s life for the better or ruin one’s health completely.
What is your opinion?

You should write at least 250 words.
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Topic 4
You are advised to spend the maximum of 40 minutes on this task.

Financial education should be mandatory component of the school program. To
what extent do you agree or disagree with this statement?

You should write at least 250 words.

Topic 5
You are advised to spend the maximum of 40 minutes on this task.

The best way to reduce the number of traffic accidents is to raise age limit for the
younger drivers and lower age limit for the aged ones. Do you agree?

You should write at least 250 words.

Topic 6
You are advised to spend the maximum of 40 minutes on this task.

Ecological balance is impossible to archive when technological progress
constantly ruins our environment. Do you agree?

You should write at least 250 words.
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1. Where do you come from?
I live in Small vile. It is a big city /small town located in the south of Never
Land.

2. What is your home like?
I rent an apartment. We have two bedrooms, one living room, one kitchen
and of course one restroom. The apartment is not very big, about 70 square
meters.

3. What the advantages and disadvantages your home has?
The advantage is that my accommodation has lots of sunlight from the
windows. And the disadvantage is that it is noisy because the centre of the
city is nearby.

4. Tell me about your family.
I have a mother, a father and a brother. My mother is a social worker, my
father is a civil engineer and my brother is a student.

5. Tell me about your job.
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Well, I work for a big firm /small company named Banana Soft. It is located
in Small vile. My job title is Software Designer.

6. Is there anything you dislike about your job?
Normally, 1 enjoy my job very much. But sometimes my boss gives me

boring assignments, which I don’t like at all.

7. What are your plans for the future? I would like to improve my English first
and then to find another job with better salary.

8. What type of transport do you use most? There are 2 types of transport that I
use: I either drive my car or take the bus.

9. Do you like reading? Yes I do. I enjoy reading very much. Usually, I read
every other day of the week.

10. What do you like reading the best? I enjoy reading news papers, magazines
and of course my favorite fantasy books.

11. What kind of television programs do you watch? Well, my favorite channel
is Some TV Channel. I find it very interesting and educational.

12. Tell me about a film you have seen recently I saw “Some New Movie” a
week ago. It is a comedy and I like comedies. This one has some silly jokes
but other than that I enjoyed it.

13. Do you have a pet?
Yes I do. I have a dog named Richy. He is 4 years old.

14. What kind of food do you like? I prefer Asian cooking, mostly Chinese. My
favorite dish is noodles with vegetables.

15. How often do you go shopping?
Well, I don’t like shopping, so I do it only when I have to.

16. What is your favorite festival and why? I like October Fest. It’s a German
festival that starts in late September and ends in October. People drink lots
of beer at October Fest and that is why I like it.

17. How do people celebrate this festival? Well, they build pavilions and stands
that sell beer and all kinds of food, a lot of bands are playing there. People
from all around Europe come to celebrate the October Fest dressed in
German Traditional clothes.
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Describe a journey you went on. You should include in your answer:

. Where you went on your journey
. Why you went to this particular place
. What did you do and with whom
. Why you enjoyed your journey or not

Possible answer:

“I would like to tell you about a journey I went on a year ago. My wife and I took a
trip to Holland. Both of us wanted to visit Amsterdam very much because we saw
pictures and heard stories of friends about how beautiful and wonderful it is. So
finally we bought plane tickets, booked a hotel, packed our bags and our trip began.

We spent a lot of time before our holiday in research of all the interesting places to
visit and all the sights to see. So we went to Amsteel Beer museum, took a romantic
sunset cruise in the water channels, drove to Vole dam, a small prettiest fisherman
village, visited a cheese farm. Every evening we took long walks along the channels,
resting in small gardens, which Amsterdam has a lot of. Street artists were
performing everywhere and a lot of people came to watch their show.

We enjoyed very much everything we did and especially being together in such a
beautiful country. Having my wife by my side on this trip made it even more fun.”
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Describe a book that has had a major influence on you. You should include in your
answer:

What is the name of that book and who is the author?

How you first heard of it?
What is that book about?
Why it played such an important role in your life?

Describe your favorite restaurant. You should include in your answer:

Where it is located in city?
What does it look like inside and outside?

What kind of food is served there ?
What makes this restaurant so special to you and others?

Describe a museum you visited. You should say:

Where this museum is situated?
Why people visit the museum?
What did it look like?

Why you liked this museum?

Describe a conflict at work you once had you should mention:

The nature of the conflict?

Why the conflict occurred?

What you felt at the time of the conflict?
What you had to do to resolve it?
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Describe a good friend of yours. You should say

* Where and when did you meet?

» What did you do together?

* What do you like about him/her?

* Why is he/she a good friend of yours?

Then in third sub-part of the Speaking test the examiner may ask you these kinds of
questions:

» Who can not be a good friend of yours? Tell the properties of such a person

» What do you value and not value in people?

» Can people, opposite in personality, be good friends?

* What do the children think about friendship? What about the adults? Compare
them.

* What do you think of friendship through internet? What good and bad sides does
it have?
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General topics

Household

Main industry in your country now, how it will develop in the future
Pollution affecting ecology

Popular transportation in your country

How to have better public transport

How your country has been improved

City you are living in, it's advantages and disadvantages

Your country's weather, main season

Your country's animals, in what ways are they used.

Piece of equipment that you consider very important, why, how did you
start to use it

Computers - their advantages and disadvantages, whether people of
different sexes and ages use them more or less

Food in restaurants, why and when we eat there, what are pros and cons of
eating in a restaurant

Celebrities in your country
Idols - who chooses them, why copy them, etc.
Favorite holiday in your country

Who does the shopping

Where do you like to shop and when

What do you shop for

Who does house works, which work in the most important, why

About yourself

oy

How do you like spending your time

Favorite movies (films), do you watch them on TV or in cinema would
you like to act in movies? Why not?

Where you like to spend your vacation

Study or work, where, what do you like most about your job, what do you
dislike about your job

Your future plans

Your hobbies

Do you think free time is important and why

What did you study at university
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Which subject is your favorite

Which subject you don't like

What do you want to do in the future

Your favorite food

Greatest success in your life

Design of your apartment, like, dislike, why

What room do you like most, what you do there most, what it looks like
Your favorite sportsmen

Favorite TV program

Most interesting time in your life

Things that was important in your life

Friends

Traveling

oY

Song

Book - what about, how did it influence you

Doll or some other toy, who gave it to you, on what occasion, what did
you do with it

Who is your best friend

Where and when did you meet

What do you like the best about him/her

What have you done together? Explain the reasons of your good
friendship

What do the children think about friendship? What about the adults?
Compare them

Who cannot be a good friend of yours? Tell the properties of such a
person

Can people, opposite in personality, be good friends?

What do you value and not value in people

Friendship through internet, good and bad sides

How can a visitor travel in my country
How did my grandparents travel in the past
Will the travel method change in the future
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Traveling in group compared single traveling

What kinds of holidays exist

Where people prefer to go on vacation

Applications that have positive effect on growth of tourism

Toys

e Why boys and girls chose different toys

e Why toys are good for kids

e Negative influence of toys, educational side of toys
Music

e What kind of music do you like,
e Why we should teach music to our kids
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AN

- I am not sure what you mean, could you be more specific?
- Could you repeat the question, please?
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- Well, I never thought about that, but if [ do, I would say that...
- Well, it is not a simple question.

1S £y gl Ales (oo 9 g Lo oads 3)90 53 S

- In my opinion...

- I think that...

- Well, if you ask me, ...

- When it comes tome, I ...
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- I am sure that (something will/won’t happen)
- It s likely/unlikely that (some event will / won’t occur)
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“Thank you for your time. Good bye”.
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