AT,

& "

Organizace PTN —<o a jak presné hodnotit?

Co? e

Zahrnuje kritéria pro hodnoceni koherence, koheze a celistvosti textu. Také zde (pfedevsim pak na
Grovni B2) hodnotime interpunkci (punctuation). Spravné pouzivani ¢arek oéekdvame od Grovné
B2.

Koherence (coherence)
= logicka progrese myslenek od za&atku textu do jeho konce a v rdmei jednotlivych odstaveid

V koherentnim textu jeden odstavec logicky vede do nasledujiciho a étenaf se nemusi v textu vracet
(¢ist n€ktera mista vicekrat), aby pochopil navaznost myslenek v textu.

Logické uspofadani se méni podle typu textu (tedy podle zadani); napf. ve vypravéni se nabizi
organizace chronologicka, pfi popisu (tfeba porovnani 2 véci) si miZeme zvolit, jak text budeme
&lenit. Logické je napfiklad porovnévat na zékladé vzhledu, poté na zaklad€ dalsi vybrané
vlastnosti, vahy, tvaru apod.

Je velké mnozZstvi zplisobi, jak pohliZet na logické uspofadani textu. Nejjednodussi je uspofadat je
do ¥ zékladnich kategorii:

* organizace ovlivnénd typem textu (napf. chronologicky ve vypravéni, prostorové pro popis
mista)

 organizace ovlivnénd tim jaké informace text obsahuje (napt. dileZitost — od
nejdilezitjsiho k nejméné podstatnému, konkrétnost — od obecného ke konkrétnimu)

* organizace ovlivnénd metodou prezentace myslenek (napt. otazka — odpovéd’, nazor —
vysvétleni/odiivodnéni, problém — feSent)

Koherence je ve své podstatd KVALITA textu vyvozena z toho, jak pfesné je uveden vztah mezi
jednotlivymi my§lenkami v rdmci vét a odstavci.

111 Ctenat neni schopen na prvni pohled poznat (jen pouhym pohledem), jestli je text koherentni
nebo neni!!! K posouzeni koherence je nutné si text pre¢ist. Nicmén€, PTN ndm logickou navaznost
do jisté miry naznaluji. Neznamena to vsak, Ze text ktery neobsahuje PTN neni koherentni. Stejné
tak to neznamena, Ze text, ktery obsahuje PTN je koherentni.

Celistvost (unity)

= kazda préace rozviji hlavni téma a odstavce uvnitf textu rozvijeji pfipadna podtémata, ktera je vZdy
vztahuji k hlavnimu tématu

Pokud napfiklad téma popisu je ,,pFitel/kyné&“, tak podtémata mohou napiiklad byt:
*  popis, jak se setkali/y
* popis vzhledu
* popis povahy

Celistvost v rimci odstavce znamena, Ze kazdy jednotlivy odstavec mé své podtéma a toto rozviji.
Viechny véty v ramci odstavce se tedy vztahuji pouze k podtématu. Pokud odstavec obsahuje véty
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tykajici se podtémat jinych odstavcii nebo zcela jiného tématu, tak narusuje celistvost celého textu.

Celistvost v ramci textu pak znamena, Ze viechny jednotlivé odstavce se vztahuji pouze k hlavnimu
tématu celého textu. Pokud by tedy pisatel k tématu uvedenému nahote uvedl napt. odstavec o své
roding (byt’ ji jeho/jeji pfitel/kyné& znd), tak by text postradal celistvost.

Celistvost tedy vyznamnou mérou pfispiva ke koherenci textu. Pokud tedy hodnotime koherenci, je
nutné pfihliZet jak k aspektu koherence jako takové, tak i k celistvosti textu a odstavcil.

Koheze (cohesion)

= explicitn& uvedené znageni gramatickych a lexikalnich vztahi mezi ¢astmi vét, mezi vétami, nebo
mezi jednotlivymi odstavci

Tyto vztahy vyrazné sjednocuji text tak, aby se lépe a snaze &etl. Kohezivni techniky umoZiiuji
pisateli tvofit véty riiznych délek a ukézat ¢tendfi vztahy mezi vétami a odstavci. Také poméhayji
s tim, aby se slova opakovala a napoméhaji tedy demonstrovat i §ifi slovni zasoby.

Kohezi v textu docilime nékolika technikami:
* referenci (reference/referenéni zajmena)
- osobni a pfivlastiiovaci zjmena (personal and possessive pronouns), kterd se...
... odkazuji v textu zpé&t (anaphoric reference)
I saw a cow yesterday. It was black.
They have a yellow house. Qurs is brown.
... odkazuji do nasledujiciho textu (cataphoric reference)

It was interesting to read about adventures.

I couldn’t believe it. My parents bought me the red skates.

- ukazovaci zdjemena (demonstratives)
My friends were sitting in the last carriage. I decided to go there and tell thema joke.
- porovnavani (comparative)

Two days are not enough for the first class trip. More time is needed for the pupils to
get to know each other.

* spojkami (conjunctions)

- ,,soufadici spojky* (co-ordinating) nap¥. and, or, but spojuji mezi sebou slova, Casti vét
a véty hlavni

- piislove&né vezby (adverbial connectors) napt. firstly, secondly, moreover, therefore, in
conclusion, as a consequence propojuji véty, souvéti a odstavee

She loves tea but can't stand coffee.
She is rich. As a consequence, she has many fair-weather friends.

- ,podfadici spojky* (subordinating) napf. because, that, unless, when spojuji mezi sebou
vétu hlavni a vétu vedlej§i

She left because it started fo rain.
We arrived when the concer! ended.

If you open the window, the mosquitoes will eat you alive.
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* lexikaInimi prostiedky (lexical chains)

- lexikélni opakovani spodiva v opakovani téhoz slova, jeho synonyma nebo blizkého
synonyma nebo obecného slova vztahujiciho se k jedné a té samé v&ci

My nephew is five. The little rascal will only eas ice cream.

In the evening I put the roses and the fir branches in the vase that I found in the
corner of the room By then the flowers started to wither.

You can't shoot that American bald eagle. The bird is protected.

Vv

- substituce a elipsa jsou mnohem Gast&j$i v mluvené fe¢i, neZ v psané, ale miiZzeme na
né v textu narazit

Jedna se o nahrazeni &i vypusténi jednoho &i vice slov ve vété. V piipadé substituce jsou
obvykle pouzivanymi slovy ore, do, so.

My sister likes American pop groups. I like Hungarian ones.

Girls like music classes. Most boys don't.

Is this the type of behaviour that should be encouraged? Let’s hope nobody thinks

so. (So se zde nevztahuje k jednomu vyrazu, ale k celé mySlence obsaZené v otazce.)
Elipsa

The girl went to the table and (she) picked up the book.

I am as good a dancer as any of my sisters (are).

Jak?

ror

Na niz$i urovni obtiznosti
oekdvame jednoduché texty pfedeviim z kratkych vét spojenych zakladnimi spojovacimi
prostiedky (and, but, because). V zavislosti na typu textu a zaddni pak miize byt text napsan
v odstavcich &i nikoliv. I pokud o&ekdvame kratky neptili§ mySlenkové obsazny text, tak by
mélo byt patrné, kde je ivod, kde stat’ a kde zavér.

Na vv88i drovni obtiZnosti

jsou texty del3f a komplexng&jsi. O¢ekavame tedy texty s jasnym propojenim jednotlivych
myslenek a také spravné pouzivani rozliénych PTN. Na této Grovni musi byt mySlenky
rozvité do detailu a kazdé podtéma by tedy mé&lo byt pojednano v jednotlivém odstavci.
Zruéni pisatelé na této Grovni by méli byt schopni sdélovat komplexni mySlenky (napf.
porovnavani, odivodnéni nazoru) v jak jednoduchych, tak sloZitych souvétich, které jsou
spravné propojené a pouzivaji vhodné znamének interpunkce.

Odekavani v ramci koherence a koheze na obou aGrovnich pokro¢ilosti

INiz§i uroveni VyS§3i droveni
*  Jednoduché propojené texty ¢ Komplexni, jasny text
*  Krat§i ucelené ¢asti v linearnim uspotadani *  Delsi ucelené &asti zachycujici slozit&jsi
»  Jednoduché spojovaci vyrazy (and, but, because) myslenky
| *  Kratké, logické odstavce *  Logicky (zjevny &i naznaceny) vztah mezi
mys$lenkami
¢ Roazvité, logické ucelené odstavce
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i Zkontroluyj...

Organizaci a propojeni myslenek
‘ ¢ jetext koherentni?
je text kohezni?

Praci s odstavci
*  poticbuje text a je lenén
do odstavci?

Interpunkce

Hlede;...

logickou organizace my3lenek / jestli my§lenky nasleduji logicky za
sebou

jasné / spravné oznadeni vztahu mezi vétami a jejich ¢astmi |
rozsah a vhodnost uzitych spojovacich prostfedkii

organizaci my$lenek rozvijejicich jedno podtéma v ramei jednoho
odstavce

spravné naznaceni odstaveil: odsazenim nebo v ramci logického rozvijeni |
témat / podtémat

Jjasné / spravné oznaceni vztahu mezi odstavcei

spravné pouZivani interpunkce
IChyby v interpunkci mezi souvétimi a vétami bereme v potaz aZ na B2!

Sources:

Tanké Gyula (J. Charles Alderson) Into Europe — Preparation for Modern English Exams: The Writing Handbook

(2006); Teleki Laszlé Foundation

Activity — Text types and logical structure

What 3 or 4 sections could each of the text types below have? Fill in the gaps.

| Text type

Informal letter

Logical sections

|opening — main idea — friendly closing remarks

Formal letter

opening — main idea —

closing remarks

Story interesting beginning —
Article title — - close ‘
— — |
Report — sub-headings — ‘
) [ ) |
Composition | - _

Ddsa Skorptkovd, 2009



LINKING DEVICES (WORDS AND PHRASES)

WRITING — COHESION OF A TEXT

LETTERS

According to letter structure

Beginning of a letter

Thank you for your letter. It was nice to hear from you. ...

Thanks for writing to me. ...

It was great to hear from you (again). ...

Your last letter was a real surprise. It was so nice of you to remember about...
Thanks a lot for the information you've sent me in your last letter. ...

I've just received your letter. I'm so happy to hear that...

I'm sorry I haven't answered earlier but I was really busy with my school. ...
I'm sorry I haven't written for so long but...

End of a letter

Looking forward to hearing from you soon. ...

Well, that's all for now. Will talk to you soon. ...

Give my regards lo...

I hope we will be able to arrange a get-together/ a meeting...
Do write back as I'm waiting for the news from vou. ..

Drop me a line if you have time. ...

1 look forward to hearing from you without delay. ...

Hope to hear from you soon. ...

Keep in touch. ...

1 hope to hear from you at your earliest convenience. ...

According to letter format

Congratulation:

Well done! ...
Twould like to offer congratulation on...
Let me congratulate you on.

Complaint;:

I am writing to complain aboul...

L am writing with reference to your letter. ...
I am sorry to inform you that...

Iwas very disappointed with...

I have some complaints about...

Request:
I am writing for information about...



I 'would like to learn/ know more abou...

I'would like to ask whether/ if...

Iwould be grateful if you could...

What do yvou think I should do?

What would you do (if vou were in my situation)?
What would you advise me fo do?

i Making suggestions:

I'would like to ask you for...

T urge you to...

I suggest that...

I'would suggest that you/ your company...

I think that 1 can ask for some compensation.

In the light of the above, I would like to ask you for..

i Invitation:

I am writing to invite you fo...

I suppose you will come (by, at...)...

The party is going to start at...

What are you doing on... (day)?

Have you got any plans for... (day/time of day)?
Would you like to... (do)?

Do you fancy... (doing)?

What about... (doing)?

i Refusal of an invitation:

I'm afraid I'm busy on... (day). How about next... (day)?
I'm sorry I can't. I'm... (doing something else).

I'm afraid [ can't make it. I'm... (doing something else).
I'd love to, but...

That's very kind of you, but...

i Giving advice:
I think you should... (do).
You could... (do).
Why don't you... (do)?
If Iwere you, I'd... (do).
Have you tried... (doing)?
You ought to (do)...
1t’s a good idea to...
Why not try...
What about trying...
It is recommended that you...

REPORTS

Start of a report:

The aim/purpose of this is to show ...
exemplify...

illustrate ...

depict...



This report is concerned with...
is intended to...

is written to analyse...

deals with...

relates fo...

Expressing contrast and opinion:

The advantages/ disadvantages are as follow...
The most convincing arguments in favour of ... are ...

I would mention...as the most
Discouraging feature of...
Here is the list of benefits..

Assessment (if required):

I'would recommend...because. ..

I'would not hesitate to recommend...
ITwould suggest...

In my opinion, it would be worth...+ing
Lthink... is much more interesting than...
Ldon't find... half as interesting as...

Conclusion/Summary:

1'd like to stress that...

In my opinion...

It is a fact that...

It uppears to/ seems to/ tends to
There is no doubt that...

Given this, it can be concluded that...

Having proved/ presented this, I would like to...

Typical reporting verbs:

add deny
accuse doubt
admit estimate
advise explain
agree Jear
announce Jorget
answer guess
argue insist
apologise invite
ask mention
blame observe
claim offer
complain persuade
confirm promise
consider propose
REVIEWS

Opening paragraph:
The film/story is set in ...

refuse
remark
remind
repeal
reply
reporit
reveal
say
state
suggest
suppose
tell
threaten
understand
warn



This film is the director’s début...

This is the first novel written by...

1t is a detective/love story ...

The film starts...

The film is directed by...

This novel was written about...

... plays/enjoys the/his/her (starring) role as...

Description of the plot:

personality, atmosphere, mood, incident, qualities, defects, adventure, reputation, episode,
impact, genre, impression, hero‘heroine, climax, intrigue, surprising turn, black-and-white
character, minor character, ...

The story concerns...

The plot has a/an (unexpected) fwist to it...

The plot is rather (dull/unconvincing/boring)...

The plot centres on /revolves around ...

The story/tale begins...

Typical adjectives (word order!):

appalling, awful, fabulous, boring, excellent, passable, extraordinary. nothing special,
Jantastic, first-rate, second-rate, forgettable, astonishing, frightful, great, dreadful,
gorgeous, horrible, impressive, lousy, magnificent, mediocre, unforgettable, horrible,
splendid, memorable, exceptional, not bad, nothing to write home about, out of this world.
outstanding, reasonable, remarkable, rotten, run-of-the-mill, marvellous, satisfactory,
sensational, special, splendid. superb, tremendous, wonderful, terrific, terrible, ...

The story takes place in...

The main characters are...

The story begins when...

General comments/evaluation:

It was rather unbelievable/unconvincing/confusing/long.

The cast is excellent/weak.

XY seems uncomfortadble in (his/her) role as ...

It is a classic study of love/war/jealousy/social problems.
1t is poorly/beautifully written.

The script is exciting.

1t has a tragic/thrilling/surprising end.

It is a reasonable/gentle entertainment for whole family.

It’s bound to be a box-office hit.

1t is a masterpiece/classic of its kind.

Recommendation:

I would/ wouldn't recommend...because...
I'would not hesitate to recommend...

I would suggest...

You mustn't miss the...

You must go fo the...

You've got to... (do)

You'll love the...

You definitely wouldn't enjoy going to the...
In my opinion, it would be worth...+ ing
Don't miss it.

Don’t bother to go and see it.



Wait until it comes out on DVD.
1 can thoroughly recommend it.
1t is (well) worth seeing.

INSTRUCTIONS

Imperative + never. alwavs, make sure...:

Do not switch it off too quickly.

Check that you have all necessary ingredients.
Never forget to use the safety belt.

Always mix the ingredients carefully.

Make sure...

Remember... (to do).

Be careful... (not fo do).

Don't forget... (to do).

Conditional clauses:

If you don’t use enough yeast, the cake might be too stale.
If vou drive too fast, you could easily have an accident.

Special tech expressions:

materials: cotton, steel, oil, iron, wood, plastic, silver...

activities: cut (up), screw, saw, knit, measure, press, sharpen, slice, shear, unscrew,
mix, blend, poke, colour, paint, clean, dry, drill, hammer in, peg sweep . dig
wash ...

tools: saw, handsaw, hacksaw/metal-saw, screwdriver, spade, drill, hammer, rake,

mower, broom, shovel, nail, screw, rivet, tape, pencil...

Recipes:
amount: bottle, piece,slice, loaf, cup, glass, kilo(gram), carton, bowl, packet, tea-
spoon, tablespoon ...(Casto se spojkou of)

materials; beef, bread, milk, spaghetti, water, oil. sugar, flour, butter, dough...

activities: sprinkle, dip, fry, serve, roll, heat, coat, grate, knead, brown, cream, sim-
mer, shape, beat, fold, cut, drop, place, peel, add, boil, cook, divide, mash. burn,
heat, mix, spread...

tools and gadgets: microwave oven, cooker, pan, saucepan, frying pan, grafer,
ladle, eggbeater, blender, bowl, skillet, whip, mixer, ketile, cover, colander, baking
pan, carving knife, plate, saucer, soup bowl...

spices: cinnamon, curry, ginger, mustard, pepper, nutmeg...

DESCRIPTION

Comparison:
...(not) as (big) as...
...not so (good) as...



...(better) then...
...the (most beautiful) of all...

i Moving/Dynamic/Action verbs and phrases:

10 run

to flow

1o wind

fo skirt (around)

to curve towards

to melt (snow)

fo grow

to curve (towards)

to stretch (as far as...)
to lead (to)

i  Static verbs and phrases:

to be surrounded by

to smell, hear, see, sound, taste
to be

to belong

fo consist of

to contain

o be situated

to be set (among)

NARRATION - a story

i Start of a story: rhe first thing that happened; at first; it began with, it started with; the story
started with/as

i Sequence of actions: affer that; just then, afterwards, when, once (meaning afier), just as:
then; after some time,; a moment later; later on

i The twist: suddenly; out of the sudden, gradually, step by step; slowly; unexpectedly, sur-
prisingly

i End of a story: in the end, eventually; finally; it ended with

i Time sequence: (just) then, as soon as, as, when, after, before, until, till, whenever, while,
during, meanwhile, later, after that, following this ..., by the time..., within

ESSAYS

i Sequencing/Listing

First/firsily — second/secondly — third/thirdly — finally etc.

KF=E= furthermore — finally(ultimately), ...

to begin/start (with) — in the second place — moreover — to conclude

one — a second — a third ... the primary/secondary/third reason ...
one — another — final reason ... in the first/second place ...




first and foremost ... Another

first and most importantly ... Also

Next (afterward), last, finally In conclusion

In addition, moreover To summarise
Further/furthermore On top of that, ...

Sequencing in time

when hitherto thereafter

as until then (row) afterwards
while after this at last

whilst before this at that time
after subsequently at the same time
before immediately currently

then meanwhile earlier

at once in the meanwhile eventually

next as soon as finally

soon until this time Jormerly

now throughout this in the meantime
once suddenly in the past
since gradually initially
until/till after a while later

whenever simultaneously presently

at this time/moment subsequently previously

the next (generally not just “‘next” between paragraphs)

Sequencing in place

where

wherever

there

at this/that point
here

Reference to previous statements/ideas

as I have said, in brief, as I have noted, as suggested above, as has been noted

Result/Consequence

SO ... because of this/that
so that ... for this/that reason, ...
as a result/consequence, ... so that

as a consequence of ... in this/that case, ...

the consequence/result is . under these circumstances
Therefore, ... then, ...

thus, ... resulting from ...

in order that ... owing to/due fo the fact that ...
consequently, ... it follows that ...

Hence, ... this suggests that ...

due fo ... accepting/assuming this/that ...

Accordingly, ... On the basis of the arguments we suggest that
Emphasis/Highlighting

undoubtedly obviously

indeed generally



admittedly
notably
specifically
in fact

particularly/in particular

Expressing opinion

I'would like to begin saying that...

1 agree/ disagree with the above statement (that...)

Personally, I (don't) think... because...

Let's (not)... because...

In my opinion, I (down't) feel... because.
I'would definitely (not)... because...

It would be better to... as...

1 (don't) feel that it's important to... as...

It seems to me that...

From my point of view, ...

In my opinion, ...

I'm convinced that....
1t is really clear that...
1t is obvious that...

Addition/Reinforcement/Extending a point

and

in addition/additionally/an additional

Sfurthermore, ...
also, ...

.. (,) too
moreover
what is more
besides, ...
above all, ...
as well as

.. aswell

Reason

...(sth} happened...

because of ..
as a result of...

on account of...

owing lo...
through...
due lo..

as a consequence of ..

~because/ as... (e.g. it keeps you fit)

That is why...
..since...
As ...

Giving Examples / Providing an Illustration

for example, ...
for instance

especially
clearly
importanily
mainly

1 believe that...
I'would say that...
1 believe that...

L am in favour of...
I am against the idea of...
1 sympathize with...

in the same way, ...
not only ... but also...
similarly ...

equally ...

likewise

indeed

actually, ...

again

especially

Jfurther

that is (ie) ...
that is to say



suchas ... .. as follows:

to illustrate in this case

as an illustration in other words ...
to demonstrate including ..., ...
typical of this/such ... especially ...

on such ... not least

a typical/particular/key example cheifly

including mainly...

namely ... most importantly ...

Contrasting Ideas

however, ... whereus
nevertheless on the other hand, ...
nonetheless on the contrary, ...
notwithstanding ...instead

still conversely, ...
although / even though ... alternatively, ...
though Jor all that

but... ..., in fact

yet... rather ...

despite / in spite of (this/that) ... ... Is another possibility
in contrast (to)/in comparison better/worst still

in contrast, ... all the same

by (way of) contrast ar any rate

while

Comparison (Showing similarity and difference)

similarly similar to

in the same way same as

in a similar manner compare

likewise compare(d) to / with
also not only...but also
like both ... and ...

Just as equally

Just like

Expression two points of view

On the one hand..., on the other hand...

Although I'd..., I certainly wouldn't...

While [ might..., I don't think I'd...

Of course I'd..., but I'm not sure if I'd...

There's no doubt that it would..., but there's also a chance it might...

Generalising

in general Jor the most part
generally in most cases

on tho whole usually

as a rule

Reformulation



in other words

rather

to put it (more) simply
better

Expressing an alternative

alternatively
rather
on the other hand

Transition to a new point/idea

now,
as far as X is concerned

with regard/reference/respect to
as for...

Deduction

then
in other words
in that case

Stating the obvious

obviously
clearly

naturally
of course

Concession (sth. unexpected)

admittedly
however

even though
however (much)
nevertheless
still

vet

while

after all

all the same

Showing conditionality

Ir

whether

provided that

unless

granted

that being so

in that case

under these circumstances

in the above case (used between paragraphs)

in that case
that is
that is to say

the alternative is
another possibility would be

it follows that
turning fo
regarding

as lo...

otherwise
this implies that ...
if so/not

as can be expected
surely
after all

although

even if/though

although this may be true

at the same time

besides

doubtless

even SO

under certain circumsiances
up to a point



i Summarising / Conclusion

in conclusion overal!
fo conclude therefore
in brief fo sum up

fo summarise

i Presenting an arcument

The main argument in favour/ against is...

First of all I should like to consider...

The first thing (I would like to consider) to be considered is...
In order to make the problem clear, I would like to present some examples of ...
Despite the fact that .../ In spite of...

What matters most in this case is...

On the other hand...

Apart from that...

What is more...

It is a fact that ..

There is no doubt that...



LANGUAGE FUNCTIONS — Speaking

Asking for help

Excuse me. Could you tell me where ... is?
Excuse me. Can you tell me...?

Do you know...?

You wouldn't know..., would you?

Do you happen to know...?

I'd like to know..., please.

And there's another thing I'd like to know...
[ would be interested to know...

Please could you tell me...

Asking for directions

Excuse me, could you tell me how to get to ... (place), please?
Which way is the ... (place), please?

Could you tell me where ... is, please?

Do you know where ... is?

Asking someone to repeat

Could you say that again, please?
Would you mind repeating that, please?
Could you repeat that, please?

I'm sorry I didn't catch that.

I'm sorry, what was ... again?

I'm sorry?

I beg your pardon?

I'm sorry, what was that?

Checking that you've understood

So, I/ We have to...

Do you want me / us to...?

Am 1/ Are we supposed to...?
Should I...?

So, the (general/basic) idea is to...
Do you mean...?

Does this mean that...?

So am I right in saying...?

So, what you're saying is...

Asking for clarification

What exactly do you mean by....?
Could you explain a bit further...?



Would you like to add to your comments about.....7
Expressing uncertainty

I'm not really sure but I think...

I can't say for certain but...

It's difficult to say exactly but perhaps...
I couldn't say, really...

I'm not sure.

I don't know for sure but...

Giving yourself time to think
Well, let me see...

Let me think...
Let me get this right...

Um, well, that's a difficult question / that's an interesting question.

I'll have to / Let me think about that for a moment...
I think it's difficult to answer that question...

How shall I put it?...

Now, how can I best say this...?

Interrupting politely

Could I just say something?

Actually, I'd just like to say...

Sorry to interrupt, but...

Oh, while I remember / before I forget...
Excuse me (, but)...

May I interrupt?

Could I please ask....

May I ask a question?

Pardon me, but ...

Saying you don't know

I'm afraid I can't help you.
I'm sorry, I don't know.

BEING POLITE

Showing interest

Uh-huh!

Right!

Really?

That's interesting!
And?

What then?



Oh?
What happened next?

Showing that you're listening

Now, you mentioned...

So, that's how...?

Yes, I was going to ask you about that...
Could you give me / us an example of...?
Could you explain in more detail...?

Thanking and responding

Many thanks.

Thanks a lot.

Cheers!

That's very kind of you.
Thank you very much

Not at all.

It's a pleasure. / My pleasure.
You're welcome.

Don't mention it.

Any time.

That's OK / all right.

I'm glad to have been of some help.

Apologising (and making excuses)

Sorry
I'm very/awfully/so/extremely sorry.

Excuse me.

Sorry, (it was) my fault.

I do apologise.

Please accept my apologies.
I’m sorry but....

[ apologise for...but...
Forgive me for... but ...

Accepting an apology

That's all right/OK.

Not to worry.

That's quite/perfectly all right.
No reason/need to apologise.
Don't worry about it



TALKING ABOUT ACTIONS

Giving instructions

Make sure...
Remember... (to do).
Be careful... (not to do).
Don't forget... (to do)

Giving directions

Go straight on.

Take the first/second on the left / right.
Turn left / right.

Go along... as far as...

Take the number 7 bus / tram.

Get off (the bus / tram) at... (place).
Carry on until you see...

Look out for...

Checking someone has understood

Are you with me?

Did you follow that?

Have you got that?

Is everything clear so far?
Does that seem to make sense?

Sequencing actions

First of all, .../ To begin with, ........
Next, .../Then, .../After that, ../Secondly....
Finally, .../To finish with......

Making suggestions

Shall 1/ we... (do)?

Let's... (do).

Why don't 1/ we... (do)?

How about... (doing)?

What about... (doing)?

[ think we should... (do).

I suggest that we... (do).

It might be a good idea if we / you... (do).

I think the best way of dealing with this situation would be to... (do).
If you ask me, I think we / you should... (do).
We could...



Agreeing to a suggestion

Yes, I think that's a good idea.
That's probably the best option.
Sure, why not?

Yes, definitely.

By all means.

Good idea!

Rejecting a suggestion

Yes, but wouldn't it be better to... (do).
That's a good idea, but... (do).

Making invitations

What are you doing on... (day)?

Have you got any plans for... (day/time of day)?
Would you like to... (do)?

Do you fancy... (doing)?

What about... (doing)?

Accepting an invitation

Yes, I'd love to.
Yes, that would be great.

Refusing an invitation

I'm afraid I'm busy on... (day). How about next... (day)?
I'm sorry I can't. I'm... (doing something else).

I'm afraid I can't make it. I'm... (doing something else).
I'd love to, but...

That's very kind of you, but...

Expressing a preference

I'd much rather... (do) than... (do something else).
I prefer... to...

I'd prefer to... (do).

I think... is much more interesting than...

I don't find... half as interesting as...

I like... better than...

Making recommendations

You mustn't miss the...
You must go to the...
You've got to... (do)
You'll love the...



I wouldn't recommend the...
You definitely wouldn't enjoy going to the...

Offering something

Would you like...?

What can I get you?

Help yourself to...

Please have some...

Would you care for some...?
Can I offer you...?

Can I get you a... / anything?
If you do..., I will...

Accepting something that's offered

Yes, please.

Thank you very much.
That would be very nice.
I'd like some... , please.
I’d be pleased to accept...
Fine, [ agree to...

Declining something that's offered

I'm all right/I'm fine, thank you.
No, thanks.

Not this time, thanks.

I'm not sure I could, thank you.
[’m sorry, but I'd rather...

No thanks, I really prefer...

Asking for advice

What do you think I should do?
What would you do (if you were in my situation)?
What would you advise me to do?

Giving advice

I think you should... (do).
You could... (do).

Why don't you... (do)?

If [ were you, I'd... (do).
Have you tried... (doing)?
You ought to (do)...

It’s a good idea to...

Y

i



Asking for permission

Can [.../May I..., please?

Do you mind if I...?

Mind if I...?

Any chance I could...?

I wonder/I was wondering if I could...
Would it be possible for me to...

Do you have any objection if I...?
Would it bother you if I...?

Giving permission

Of course.

By all means.
Certainly.

Yes, that's OK/fine.
You're welcome to...
Please feel free to...
Please don't hesitate to...
Sure.

OK.

Go ahead.

Why not?

Refusing permission

I'm afraid not.

I'm sorry it's not possible...

I'm afraid you can't.

I'm afraid that's out of the question.

COMMUNICATING IDEAS

Agreeing

I'd probably agree on that.

[ think that's probably right.
That's absolutely right.

Sure! That's exactly what I think.
I couldn't agree with you more.
That's what I think.

Disagreeing

Yes, but...

True, but...

I see what you mean, but...
I suppose so, but...



Yes, but on the other hand...

I'm afraid I disagree / don't agree / can't agree...
I'm not sure if that's strictly true.

You have a point there, but...

Actually, I'm not sure if I agree with that.

Asking what someone thinks

What do you think?

What do you reckon?

What's your opinion about/of... ?
What's your position on...?
What's your reaction to...?
What's your take on... ?

Do you have any thoughts on... ?

Stating consequences

As aresult, ...
Consequently, ...
Because of this, ...
Due to (cause),...

Expressing two points of view

On the one hand..., on the other hand...
Although I'd..., I certainly wouldn't...
While I might..., I don't think I'd...

Of course I'd... but I'm not sure if I'd...
There's no doubt that it would..., but there's also a chance it might...

Giving examples

For example, ...

For instance, ...

One example of this is...
To give you an idea, ...
Look at the case of...
Take, for example, ...
Let' say, ...

Justifying your opinions

Personally, I (don't) think... because...
Let's (not)... because...

In my opinion, I (don't) feel... because...
I would definitely (not)... because...

It would be better to... as...

I (don't) feel that it's important to... as...



Linking what you're saying

Anyway, ...

True, but ...

As a matter of fact, ...
... sort of...

... you know...

... believe me...

Ordering / Sequencing

First of all, ...

To start with, ...
Secondly, ...

Another thing is that...
Alternatively, ..

Last but not least, ...

Persuading

But don't you agree that...
Yes, but I'm sure you'd agree that...
Don't you think that...

Presenting an opinion

(Personally), I think that...
It seems to me that...
From my point of view, ...
In my opinion, ...

[’'m convinced that....

It is really clear that...

It is obvious that...

[ believe that .....

I would say that....

Prioritising

... would be much more important than...
I don't think... would be nearly as important / urgent as...
... will definitely be the most / least ...

Speculating

It's difficult to say exactly but I suppose it could be...
I'm not sure but it might be...

It can't be... because...

It must be... because...

I would guess...



Opening

I’'m going to talk about....

I"d like to say something about...

So, what can I say about...... ?

Speaking personally, ...... (to introduce personal opinions or experience)

Summarising

So what it comes down to is...

The point I'm trying to make is...

Let me just recap what's been said so far.
In short, ...

To sum up, ...

Basically, ...

Overall, it would seem that...

Polite indirect questions

I"d like to know...
Could you tell me...
May I ask...

I don’t know...



Activity — Text types and logical structure
What 3 or 4 sections could each of the text types below have? Fill in the gaps.

E‘gt type Logical sectiogs - ‘
Informal letter | opening — main idea — friendly closing remarks

B Formal letter opening — main idea — closing remarks i
Story interesting beginning — |
| - |
Article title — - close ‘

| Report — sub-headings —

|

| Composition - - ‘

I )
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