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NMPEOVNCITOBUE

HaCTOHHlee y‘-Ie6HO-MeTOI[I/I‘-IeCKOC rmocobue K IMPAKTHYCCKUM 3aHATHAM IIO

aHTIIMHACKOMY SI3BIKY TIPETHA3HAYCHBI JIJISI CTYICHTOB, O0yJarOIINXCS TT0 HAMPaB-
neruto moarotoBku 08.03.01 «CTpouTenbCTBO», U HAMPABJICHB HA (OPMUPOBA-
HUE U pa3BUTHE 0A30BOr0 U MPOJABUHYTOIO YPOBHEW HA OCHOBE KOMMYHUKATHB-
HOM KOMIIETCHIIMU B JCJIOBOM U HAy4YHOU cdepe, MO3BOISIONICH CTYIeHTaM HC-
MOJIb30BaTh MHOCTPAHHBIN S3bIK KAK CPEJACTBO MEKKYJIbTYPHONU KOMMYHUKAIIUU
Ha YPOBHE MEXKAYHAPOIHBIX CTAHJIAPTOB U B MPO(HECCUOHAIBHON AESATEIbHOCTU
B YCJIOBUSX TI00ATU3AIMU PhIHKA HHTEIJIEKTYaIbHOTO TPYy/a.

CozxepxcaHHe y‘{e6HO-M€TOI[I/I‘IGCKOFO mocoous k IMPAKTHYCCKUM 3aHATHAM

HaIlpaBJICHO Ha YyJOBJICTBOPEHHUE TPEOOBAHUM, MPEIBIBISIEMBIX K pe3ybTaTaM
OCBOEHHUS JUCIHUIUIUHBI, U CIIOCOOCTBYET (POPMHUPOBAHUIO CICAYIOIIMX KOMIIC-
TEHIINI:

— CNOCOOHOCMb K KOMMYHUKAYUU 8 YCIMHOU U NUCbMEHHOU hopme Ha pyc-

CKOM U UHOCMPAHHBIX A3bIKAX 015 PeUeHUs 3a0a4 MEeXCIUYHOCHHO20 U MediC-
KYTbIMYPHO20 83AUMOOCUCTBUSL.

[Inanupyemble pe3ysbTaThl 00y4deHUs (TOKa3aTeau JOCTHUKEHUS 3aJaHHOTO
YPOBHSI OCBOEHHUS KOMIIETEHIINH ):
3HamMb.

IrpaMMaTUYECKUN CTPOU U3Y4aeMoOro sA3bIKa;

0a30ByI0 PA3rOBOPHYIO, OOIIEHAYYHYI0 W CHEHUATIbHYIO JIEKCUKY IO
HaIpaBJICHUIO TIOJIFOTOBKHU, B TOM YMCJIE TEPMUHBI U HAy4YHYIO (hpa3eosno-
THIO;

VCTOPHIO U KYJIBTYPY CTPAH U3Y4aeMOTO SI3bIKA;

CTUJIMCTUYECKHUE PA3TUYUS MEXKIY HAyUYHbIM U MyOIUIUCTUYECKUM CTHU-
JIeM;

OCHOBHBIC ITPHEMBI 1 MCTOABI IICPCBOAA,

npaBuia oQopMIIEHUS JCJIIOBOM M TEXHUYECKOW JOKYMEHTAIlMd Ha HHO-
CTPAHHOM SI3BIKE;

ymemby:

BBITOJIHUTH IIEPEBOJ CO CIIOBAPEM HAYUHOT'O TEKCTA 10 TEME HAIPAaBIICHUS
MOJITOTOBKH, 0(DOPMUTH MEPEBO/] COMIACHO CYIIECTBYIONIUM TPeOOBaHUSM;

BBITIOJTHUTH MEPEBOJT O3 CIoBapsi OOIICHAYYHOTO WM CTPAHOBEIYECKOTO
TEKCTA;

OCYILIECTBUTH MEePeBOJI U pedeprupoBaHre MyOJUIIUCTUUECKON CTAThH,

MPABWIBHO I0JIb30BATHCS CIIEHUAIBHOU JIMTEPATYPOU: CIOBAPSIMH, CIIpa-
BOYHUKAaMHU, JIEKTPOHHBIMU PECYpPCAMU UHTEPHETA,

BeCTU Oecely Ha TEMBI, IPEAYCMOTPEHHBIE paboyel MPorpaMmoi;

BBICTYTIATh C YCTHBIM COOOIICHHMEM Ha TEMBbI, MPEAYCMOTPEHHBIE paboueit
IIPOIPAMMON;

IIOATOTOBUTH aHHOTAIIMIO 1 pe(bepaT HAaYYHOI'O TCKCTA MJIM CTATbH,
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gnaoems.

YCTHOM (MaJIOTHYECKOM U MOHOJIOTUUECKOM) M MUCbMEHHOM Peublo B TIpe-
JIeNiax TeM, NIPelyCMOTPEHHbBIX paboyell mporpaMmoi;

OCHOBHBIMHU IIpUCMAMH 1 MCTOJaMHU IICPCBOAA

OCHOBAMM ITOATOTOBKH HAYYHOI'O JOKJIaAd M IIPC3CHTAIINH

umenio npedcmaeﬂeHue:

CTHJIMCTUYECKUX OCOOCHHOCTX HAaYy4YHOI'O 1 HY6J'II/II_II/ICTI/I‘-ICCKOFO CTHJIA,

0 HAYYHOU TEPMUHOJIOTUH, KIIacCu(PUKALNU, PYyHKIMOHUPOBAHUH U CIIOCO-
0ax nepeBojia TEPMUHOB U (Pa3e0IOTU3MOB.

— CNOCOOHOCMb 0CO3HAMb OCHOBHbLE NPODIEMbL C8O€ll NPeOMemHOU 0ba-

cmiu, npu peueHuu KOmopulx 803HUKAEm HeoOX00UMOCIb 8 CIONCHBIX 3A0aAUaAX
8b100pa, MPeoYVIOWUX UCTONIL30BAHUS KOJUYECMBEHHBIX U KAYECMBEHHbIX Me-
mooos.

[Inanupyembie pe3ynbTaThl 00y4deHUs (TIOKa3aTelu JOCTHKEHUS 3aJaHHOTO
YPOBHSI OCBOCHHSI KOMIIETEHIUN):
3HaAMb:

OCHOBHBIC (l)aKTBI 13 NCTOPUMN CTPOUTCIILCTBA,

0a30By10 OOLIEHAYYHYIO U CIEUUAJIBHYIO JIEKCUKY O HAMPAaBICHUIO MOJ-
TOTOBKHU, B TOM YHUCJIE TEPMUHBI U HAYYHYIO (hpa3eoJioruio;

aApXUTEKTYPY CTPaH M3y4aeMoro si3bIKa;

CTUJIMCTUYECKHUE PA3IUYUs MEXKIYy HAyYHBIM U MyOIUIIUCTUYECKUM CTHU-
JIeM;

OCHOBHBIC ITPUCMBI 1 MCTOJbI IICPCBOA,

npaBuia oQOPMIICHUS JEIOBOM M TEXHHUUYECKON JOKYMEHTAIlMH Ha WHO-
CTPaHHOM SI3BIKE;

ymems.

BBIIIOJTHUTB IIEPEBOJI CO CJIIOBAPEM HAYYHOI'O TEKCTA IO TEME HAIPaBJICHUS
MOJATOTOBKHU, 0(OPMUTH EPEBO/I COIIACHO CYIECTBYIOIIMM TPeOOBaHUSM,;

BBITIOJIHHUTD IICPCBO oe3 CJIOBApA 06meHaquoro TCKCTaA,

OCYIIIECTBUTH MEPEBOJI U pedeprupoBaHKe MyOTUITUCTHICCKON CTAaThH,

IIPAaBWJIBHO II0JIB30BATHCS CIELMAIBHON JIMTEPATYPOM: CIOBApsIMH, CIpa-
BOYHUKAMHU, YIEKTPOHHBIMU PECYPCAMU UHTEPHETA,

BecTH Oecely Ha TeMbl, MPEAYCMOTpEHHBIE paboyueil MporpaMMoii;

BBICTYNATh C YCTHBIM COOOIIEHUEM HA TE€MBbI, IPEAYCMOTPEHHBIE paboueit
IIPOIPAMMOMN.

IIOATOTOBUTH aHHOTAIIMIO 1 pe@epaT HAY4YHOI'O TCKCTA UJIN CTATBH,

graoemn:

YCTHOM (AMaJIOTMYECKOM U MOHOJIOTHYECKOI ) 1 MUCbMEHHOM peUblo B IIpe-
JIeax TeM, MPelyCMOTPEHHBIX pabouel mporpaMmoi;

OCHOBHBIMM IIPUEMAMH 1 MCTOJIdMU TICPCBOAA
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OCHOBAMM INIOATOTOBKH HAYYHOI'O JOKJaaa W IMPE3CHTAIINH;

umenio npedcmaeﬂeﬂue:

CTHJIMCTHYECKUX OCOOCHHOCTSIX HAY4YHOI'O 1 HY6JII/IHHCTPI‘IGCKOPO CTHJIA,

0 HAyYHOUH TEPMUHOJIOTHH, KiIaccuPpuKanuu, GyHKIIMOHUPOBAHUH U CTIOCO-
0ax mepeBo/ia TEPMUHOB U (HPa3e0JIOTU3MOB.

— CnoCcoOHOCMb peuams CMaHoapmmusle 3a0a4u NpoGeccUoHaIbHOU Oes-

MeNbHOCMU HA OCHOB8E UHMOPMAYUOHHOU U OUbIUOSpaghuuecKol Kyibmypol ¢
npumeHeHuem UHGOPMAYUOHHO-KOMMYHUKAYUOHHBIX MEXHOJI02Ul U C YUemoMm
OCHOBHbIX Mpebo8aHull UHPOPMAYUOHHOU DE30NACHOCHIU.

B pesynbTaTte u3ydyeHus IUCUUILTMHBI (MOYJIs1) 0OyYaroUIUiics JOJHKEH:

3HAMb.

ImpaBuJIa O(l)OpMJICHI/IH HGHOBOﬁ U TEXHUYECKOU AJOKYMCHTAIIMH Ha HWHO-
CTPAHHOM S3BIKC;

BUJIBI, POPMBI, CTPYKTYPY, QYHKIMH ¥ CTHJIMCTUKY JIETIOBOM KOPPECIOH-
JICHIUU;

TpeOOBaHUS K COCTaBJICHUIO O(PHUIIMATBLHON KOPPECTIOHACHIIMA U HEKOTO-
pbl€ OOLIETIPUHSATHIE IPABUIIA;

WHOCTPAHHBIN S3BIK B 00BbEMe, HEOOXOIUMOM JIJII BO3MOXHOCTH TOJTyYe-
HUs “HGOPMAIMU JIEJIOBOTO COAEPKaHUS U3 3apyOEKHBIX HCTOYHUKOB,

PCUCBLIC KIIMIIC OJIA YCTHOI'O ACJIOBOTO 06HICHI/ISI;

ymemy:

MMPUMCHATb 3HAHWA HMHOCTPAHHOI'O A3bIKA JIA OCYIICCTBJICHHUA ,Z[GJ'IOBOI\/JI
MEXKJIMYHOCTHOM KOMMYHHKAIIUN,

MOJTy4aTh M COO0IIaTh HHPOPMAIUIO HA HHOCTPAHHOM $SI3bIKE B MHCHMEH-
HOM U ycTHOU popme, 0ohopMIATh MTPOodECCHOHATBHYIO U IETIOBYIO KOppe-
CTHOHJICHIIHIO;

YUTaTh U MOHUMATh JICJIOBYIO JOKYMEHTALMIO W KOPPECIOHACHUHUIO MO
HaIpPaBJICHUIO MOJATOTOBKH, aHAJTU3UPOBATh MOJIYYEHHYI0 HH(GOPMAIIUIO.

pa6OTaTL C MHOA3BIYHBIMH UCTOYHUKAMH ﬂGHOBOﬁ I/IH(i)OpMaHI/II/I;

00IIaTHCS IMYHO U 10 TeIedOHY C MHOS3BIYHBIMU TAPTHEPAMU Ha JICIIOBYIO
TEMAaTHUKY;

I'PaMOTHO U KOPPEKTHO BECTH JEIOBYIO IEPEMUCKY € 3apyOeKHBIMU KOJLIe-
ramu;

OpTraHMU30BbLIBATHb ACJIOBBIC BCTPCUM, IIPC3CHTALIMY HA HHOCTPAHHOM S3BIKC,]

8naoemsn:

OCHOBAMM JCJIOBBIX YCTHBIX W INHCbMCHHBIX KOMMYHI/IKaHI/Iﬁ H pCUCBOIo
9THKCTA N3Yy9aCMOI'0 MHOCTPAHHOI'O A3bIKA,

HaBBIKaMH aHaJIn3a N COCTAaBJICHUA HOFOBOpHOﬁ AOKYMCHTAIlUKM HAa HHO-
CTPAHHOM A3BIKC;

YCTHOM (IMaIOTUYECKOW M MOHOJIOTMUECKO) ¥ TMCbMEHHON Peybio B 00-
JIACTHU JIEJI0OBOM KOMMYHHKAIINH;




— HaBbIKaMHU pabOThl C KOMMEPYECKON KOppecHOHJeHUUEN (MUCbMO, (akc,
TEJIEKC, AIEKTPOHHAs MOYTa, 3aMpoc, 3aKa3, peKIaMaIliy U ApyTue);

umMemv npedcmasienue:

— 0 CTHJIMCTHYECKHX OCOOCHHOCTSIX chephl MpodecCHOHATbHOW KOMMYHH-
Kalluu;

— 0 Hay4YHOU TEPMUHOJIOIHH, KIaccu(UKau, GyHKIIMOHUPOBAHUHU U CIIOCO-
0ax mepeBoa TEPMUHOB U (Pa3eosoru3MoB 0bsactu chepsl npodeccuo-
HAJIbHON KOMMYHHUKAIIHH.

AYTEHTUYHOCTh MaTepuayia, Ha OCHOBE KOTOPOTO MOCTPOCHO COAEpKaHUE
y4eOHO-METOIMYECKOTO TOCOOUSI K MPAKTUUECKUM 3aHSTUSIM, CIOCOOCTBYET
(GbOpMUPOBAHUIO U PA3BUTHUIO Y CTYACHTOB CJIIOBAPHOIO 3araca Ha HHOCTPAHHOM
(a"rnuiickoM) si3blke B cepe Hay4dHOU U MPOPECCHOHAIBHOW KOMMYHUKAIUU;
HABBIKOB UTCHHS M MOHUMaHUs POGECCUOHATIBHOM KOPPECTIOHACHIIUHA U JOKY-
MEHTAIIMH C IEJIbI0 MOUCKAa HEOOX0IMMOUN HH(BOPMAIIUH.

[TpodeccroHAIbHO-OPUEHTUPOBAHHBIM  XapaKTep y4YeOHO-METOIUYECKOTO
OCOOMS K MPAKTHYECKUM 3aHATHSM TOTOBHUT CTYACHTOB K YCTAHOBIICHHIO MEXK-
JyHAPOJIHBIX KOHTAKTOB B cdhepe MpodheCCHOHAIBHON JICSITEIIFHOCTH, B KOTOPBIX
OHU CMOTYT BBICTYIIaTh B Kau€CTBE MOJIHOIICHHBIX JICJIOBBIX MAPTHEPOB, MOBBI-
miast TeM CaMbIM MOTHBALIMIO U3YUYEHUS TUCIUTUIUHBI «THOCTpAHHBIN SI3BIKY.



BBEOEHWE

VYkperieHue JeI0BbIX MEXAYHAPOIHBIX OTHOIIIEHUH, 3HAYNTEIBHBIN 10 00h-
eMy IBYCTOPOHHHUH MOTOK JEJIOBOM MpodeccHoHanbHOW WH(pOpMalUu CBUIE-
TENBCTBYIOT O HEOOXOAMMOCTH KOHKPETH3AIMH IIeNiel U 3a1a4 00y4eHUs] UHO-
CTPaHHOMY SI3BIKY B YUPEXKIEHUSIX BBICHIETO MPOPECCHOHATHHOIO 00pa30BaHusl.
DT0 npeAonpeaeseT Takyko 3aauy, Kak GOpMHUpPOBaHUE MPAKTUUYECKOT0 HaBbIKa
UCIOJIb30BaHUSl MPO(PECCHOHATIBHOIO BOKaOyssipa TAaKOro YPOBHS S3BIKOBOM
KOMIIETEHLIUH, KOTOPasi MO3BOJIMIIA Obl OyAylIEMY CHELHAIUCTY CTPOUTEIBHOM
OTpAaCIH CHSATH SI3bIKOBBIE TPYJHOCTH B YCJIOBHSIX palbOThl C TIOKyYMEHTAlMEl B
npodeccuoHanbHOU cepe.

VY4eOHOo-MeToIMYeCcKoe MocoOue K MPAKTUYECKUM 3aHSATHUSAM [0 aHTJIHM-
CKOMY SI3bIKY BXOJIAT B COCTaB y4€OHO-METOIMYECKOT0 KOMILIEKCA IUCHUTLITUHBI
«VHOCTpaHHBIN A3BIK» 11 CTYJEHTOB-OaKaiaBpoB, 0OyJaroIIMXCs 110 Halpas-
nenunto noarotoBku 08.03.01 «CTpouTenbCTBOY.

Hacrosiee yue6HO-MeTOoIMYECKOE TOCOOHE K MPAKTUUECKUM 3aHITUSIM CO-
CTOMT U3 JIBYX Pa3JeioB:

Pazaen I «OCHOBBI KOMMYHHUKAIIUN» CONEPKUT METOINYECKUE YKA3aHUS K
IIPAKTUYECKUM 3aHATHAM I10 CIEAYIOIIMM TeMaM: COCTaBJIECHHUE PE3IOME, aBTO-
ouorpaduu, 3aroIHEHNE aHKET; MEPErOBOPHI U COTJIALICHUS; STUKA U S3bIKOBBIC
0COOEHHOCTH TeNe()OHHBIX IEPETOBOPOB; COCTABIEHUE I0I0BOPA; CTPYKTYpa Jie-
JIOBOTO ITACHhMA; AIEKTPOHHAsA KOPPECTIOHICHIIUS.

Bo II pa3nesie yueOHO-METOIUYECKOTO MOCOOUS K TPAKTUYECKUM 3aHSATUAM
«KommyHnukanusa B chepe npopecCHOHAIBHON NEATeTbHOCTHY MPECTABICHBI
CJIeYIOIIME TEMBI: MpPE3eHTAIUsI Pe3yJIbTaTOB MPO(PECCHOHATLHON U HAY4YHOM
nesTenbHOCTH; AP (HEeKTUBHAS MMChbMEHHAs! KOMMYHHKAIUS, TOATOTOBKA HAYYHOM
JOKYMEHTaluu; opopMiIeHHE TPo(ecCHOHANBHOM U JeI0BOM KOPPECTIOHACHIIUH.

Y4eOHO-MeTOIMYEeCKOe TTOCOONEe K KaXI0M TeMe HMMEeT ¢AMHOOOpa3HYo
CTPYKTYpPY: 1) TEKCThI TEOPETUYECKOrO MaTepuaia; 2) Kiuiie 1mno teme; 3) oo-
pa3Libl BHITOJIHEHMS 3a/1aHHI; 4) TpUMEPbI YIPaXKHEHUH U 3aJaHUi U1 ay AUTOP-
HOU U BHEAYJIUTOPHOU pabOTHI.

PexomeHyeTcs MCIOap30BaHNE TEMATHYECKOTO MaTepralia B IPEIJIOKEH-
HOM B MOCOOMU IMOCJIEI0BATEIbHOCTH, TAK KaK 3aJJaHusl OPraHU30BaHbI 110 MPUH-
LUITYy YBEJIMYEHUS TPYJHOCTEHN U MOCTENEHHOM AeTaau3alui UHPOPMaLIUH.



1. OCHOBblI KOMMYHUKALINW

Tema 1. CoctaBneHue pestome, asTobunorpacun,
3anoriHeHve aHkeT

I. Learn the following information. Use it for making your own curriculum

vitae.

A curriculum vitae is a written overview of a person’s experience and other
qualifications. In some countries a CV is typically the first item that a potential
employer encounters regarding the job seeker and is typically used to screen ap-
plicants, often followed by an interview.

In the United Kingdom, most Commonwealth countries, and Republic of Ire-
land, a CV is short (usually a maximum of two sides of A4 paper), and therefore
contains only a summary of the job seeker’s employment history, qualifications,
education, and some personal information.

Some parts of Asia require applicants’ photos, date of birth, and most recent
salary information.

CVs are often tailored to change the emphasis of the information according
to the particular position for which the job seeker is applying. A CV can also be
extended to include an extra page for the job-seeker’s publications if these are
important for the job.

In the United States, Canada, and Australia a CV is a comprehensive docu-
ment used in academic circles and medical careers that elaborates on education,
publications, and other achievements.

A CV contains greater detail than a résumé, a shorter summary which is more
often used in applications for jobs, but it is often expected that professionals use
a short CV that highlights the current focus of their academic lives and not neces-
sarily their full history.

Keep your curriculum vitae simple and concise. Your curriculum vitae must
be easy to read and sell you. Your curriculum vitae must be tailored to what the
reader is looking for.

These CV and letter principles apply to all career moves. Having a good CV
is essential for full-time jobs, part-time, internal, external, promotions, new jobs,
career changes, internships and work experience placements — wherever an em-
ployer or decision-maker is short-listing or interviewing or selecting applicants.

Your CV must sell you to a prospective employer, and compete against other
applicants who are also trying to sell themselves. So the challenge in CV writing
is to be more appealing and attractive than the rest.

This means that your curriculum vitae must be presented professionally,
clearly, and in a way that indicates you are an ideal candidate for the job, i.e., you
possess the right skills, experience, behaviour, attitude, morality that the employer



is seeking. The way you present your CV effectively demonstrates your ability to
communicate, and particularly to explain a professional business proposition.

Put yourself in the shoes of the employer: write down a description of the
person they are looking for. You can now use this as a blue-print for your CV.
The better the match the more likely you are to be called for an interview.

If you find it difficult to match your own CV description to the requirements
of the role, then perhaps the role isn’t for you. There’s little or no point distorting
or falsifying yourselfin order to get a job. If you falsify yourself in your CV you’ll
be unlikely to provide the necessary proof of your claims at interview, and even
if you manage to do this and to get the job, then you’ll not be able to do the job
enjoyably without stress.

Obviously lying in a CV is a risky strategy, especially about qualifications,
and you should avoid any such temptation. Better to be proud and confident of
who you are. Integrity and reputation are more important than qualifications. A
CV with a lie is an embarrassment, or even a dismissal, waiting to happen, some-
times years later when you’ve a lot more to lose.

Blow your own trumpet, emphasise your characteristics, your capabilities and
achievements — this is all fine — but know where to draw the line. Positive empha-
sis and strong presentation is good; falsehoods are not.

On the point about ‘blowing your own trumpet’ (presenting yourself within
the CV in a very positive light) — many people find this difficult, especially those
with strong ‘sensing‘ personalities, who see life in terms of bare facts. If you are
one of these people try to get help from someone creative and enthusiastic to
assist you in interpreting and writing very positive phrases and descriptions about
you for your CV. In your CV it’s important to emphasise your attributes in strong,
relevant and expressive terms; modesty doesn’t work particularly well on any CV.



CURRICULUM VITAE

Personal Information

Name: HROSS NOVAK

Date of Birth: 1. 1. 1974
Address: NEW YORK, NY
Telephone: 77676767611112
E-mail: hross.novak@domain.net
Nationality: Polish

Status: Single, Male

Education

Faculty of Civil Engineering 1992—-1997
New York University
Course: Urban planning

Thesis theme: Statical calculation and execution of urban construction
project

Final examination subjects: physics, mathematics, project management, de-
sign and specific topics in civil engineering

Job experience

Aditus — personnel agency 1998-2001
Recruiter for Western Europe
(Statical calculation and execution of urban construction project)

Acesta-Job.info — Job Search Server 2001 — today
Project manager
(requirements analysis, process specification, start up, urban construction

project )

Skills

Languages: Fluently English, Polish, Spanish
Computer skills: MS Windows, MS Office, HTML, MS Project, Statgraphics,
SPSS, PHP, SQL, internet, SEO.

10




CURRICULUM VITAE

Name: John Phillip Hunt

Address: 24 Mulberry Rd
Brixton
LONDON SW14 5SHU

Telephone: 0181-592284; mobile 07905339242

Email: jp-hunt@compuserve.com

Nationality: British

Date of birth: 22/5/84

Marital Status: Single

Education/Qualifications:

2006-2007 University of Bristol

2002-2006 King’s College, London: BA (hons.) Russian and
German, class 2:1

1995-2002 Burford Community College, Oxford Rd, Burford,
Oxon.

9 GCSEs (English, Mathematics, Physics, History,
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LETTER LAYOUT

There are some important parts in a typical standard letter: the sender’s ad-
dress, date, the receiver’s name, title and address, salutation, body of letter, com-
plimentary close, signature and name and title of sender.

The sender’s address is usually placed in the top right-hand corner of the
page. It provides all necessary information about the sender: the name and address
of the organization or the name, position, title and address of the sender, the tele-
phone, telex, fax numbers, e-mail or any other details that may be required, such
as references numbers, codes.

The date should be placed below the sender’s address usually one or two
spaces low. The most common form of writing the date is March 20, 2015 or 20
March, 2015 both in the UK and the USA. The British ways to write the date are
29" March, 2015 and March 20", 2015. A comma should be put between the day
of the month, and the year, to separate the numerals and prevent confusion.

The receiver’s address includes the name, title and full address of recipient.
It is placed in the left-hand side of the letter, two spaces below the date.

The initials of the first name are placed in front of the surname: Prof.
M.B. Linith.

The words street, road or avenue may be abbreviated St., Rd., Ave.: West St.,
Highland Rd., Charles Ave.

If the street has a number, it must be written out: 24 Second Ave., 135 Fifty-
fourth St.

The zip code or zone number is a geographical abbreviation. Be sure to put it
in all addresses in countries that use it. In the USA the zip code uses 5 numbers;
some countries use numbers and letters. Do not put a comma between the end of
the address and the zip code.

The salutation, which begins two spaces below the receiver’s address, is
written with the margin on the left. In Great Britain the salutation is followed by
a comma, in the USA — by a colon only in formal letters. The salutation is never
followed by an exclamation mark or by a dash. The salutation that you use is
determined by the purpose of the letter, by the position that your correspondent
holds. The word Dear is capitalized when it is the first word of the salutation. A
title, such as Prof. or Dr., 1s used only with the surname.

In writing letters the following salutations are used: Dear Sir, Dear Madam,
Dear Ms Smith (if the letter-writer is not sure whether the woman is married or
unmarried), Dear Mr Smith, Dear Mrs Smith (to married woman), Dear Miss
Smith (to unmarried woman); Dear Dr. Smith, Dear Prof. Smith,

Dear Colleague. When writing to a university or organization the official sal-
utations Dear Sirs, Dear Madam are used as well as To whom It May Concern.
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The body of the letter should begin two spaces below the salutation. The
body of a letter is, of course, the most important part because it contains the mes-
sage for the recipient and should fulfill some requirements. Each paragraph
should deal with one subject, in a brief, concise and accurate way. It should ex-
clude all matters not relevant to the purpose of the letter. It is best to avoid long
paragraphs. The style of letter writing requires certain accepted phrase patterns.

Short letters are usually double-spaced (two lines); longer letters are single-
spaced (one line) with double spaces between the paragraphs.

The letter is ended with a closing salutation or a complimentary close,
which is separated from the body of the letter by a double-spaced line. It always
begins with a capital letter and is punctuated with a comma.

We finish a letter with Yours truly, Yours sincerely or Truly yours, Sincerely
yours, if the letter began with a person’s name or Yours faithfully or Faithfully
yours if it began Dear Sir(s) or Dear Madam.

It is customary for colleagues, especially among scientists, to write Yours sin-
cerely rather than Yours truly or Yours faithfully.

The signature is written directly beneath the complimentary close. It is in-
tended a little to the right.

In many cases the letter is signed without giving the name of the institution
or organization.

The first name can be written in full or with an initial: Peter B. Chase, Nina
K. Petrova, I. Smirnov, J. Smith.
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BOOKING A HOTEL ROOM
1. Read the samples.

125 Upper Tooting Road
London SW17 7TJ
22/1/15

The Engineer

The White Lion Inn

4 Market Street

Kirkby Stephen

CUMBRIA

CA174QS

Dear Sir or Madam

We would like to book a double and a twin room at your pub for three nights
from 14 to 17 April 2016. Preferably, the rooms should be adjacent and the
double should have an en suite bathroom if possible.

Please let us know as soon as possible if you have rooms available for this pe-
riod, and what your rates are. Do you require a deposit? It would also be ex-
tremely helpful if you could send us a hotel brochure describing any other fa-
cilities in the rooms such as TV and tea and coffee making facilities.

Thank you for your help. We look forward to hearing from you.

Yours faithfully

Mrs Maureen O’Connell
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CANCELLING A RESERVATION

20 Millers Lane
Stanway
Colchester
Essex C03 5PS

27/3/16

Hill View Guest House

St Mary’s Mount

Hebden Bridge

North Yorkshire

HX7 5JL

Dear Mrs White

I am writing to inform you that I am afraid I have to cancel our reservation at
your bed and breakfast for May 2"-4". Unfortunately my husband has been
unexpectedly asked to go abroad on business that week and so we are having to
postpone our holiday. It is such a disappointment as we were looking forward
very much to getting some fresh air away from the city.

We hope now to be able to take a holiday in late June and as soon as we have
an idea of the exact dates we’ll be in touch again to see if you can accommodate

us.

We apologize for any inconvenience. Please retain our deposit for the time be-
ing in the hope that we shall see you in June.

Y ours sincerely

Margaret Sullivan
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ENQUIRY TO AN EMPLOYER ABOUT JOBS

73 Brighton Road

Eastbourne
East Sussex
BN21 3YR
4 April 2015

Manager

Rose and Crown Hotel

Eastbourne

East Sussex

BN22 7AP

Dear Mr Davis

I am writing to enquire whether you have any vacancies for bar or restaurant
staff over the summer.

I have worked at other hotels in the town in my school holidays over the past
few years and have quite a lot of experience at serving behind a bar and waiting
at table.

My university term ends on 19 June and I shall then be available until the middle
of September when I plan to take two weeks’ holiday before returning to Leeds

in October.

I would prefer work in the bar or restaurant but would also consider any other
jobs you can offer.

I enclose references from two previous employers and a character reference
from my university tutor. I look forward to hearing from you.

Yours sincerely

Giles Goodall
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REPLY TO A JOB ADVERTISEMENT

23 Church Road

Blundesdon
LOWESTOFT
Norfolk
FNR32 3LS
19.6.15

Personnel Manager

The Norfolk Echo

5 High Street

NORWICH

Norfolk

NR3 2HF

Dear Mr Williams

I am writing in response to the advertisement that appeared last week in “The
Guardian” for an Assistant Features Editor on the “Norfolk Echo”.

As you will see from my CV, I successfully completed a Media Studies degree
at Lancaster University the year before last, since when I have worked in a free-
lance capacity for my local radio station and my local paper. I am now keen to
move on to more permanent employment and believe that the experience | have
gained will be relevant to the job advertised.

Apart from my CV, I enclose some examples of my work in the form of articles
I have written and a tape of some interviews that I have conducted with people

of local interest.

I am available for interview at any time and could take up the post immediately,
should I be appointed. Thank you for considering my application.

Yours sincerely

Louise Ashby
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ASKING FOR A REFERENCE

6 Highworth Cottages
Inhurst

Tadley

Hants RG26 5JP

1 February 2015

Dear Fiona

I’m sorry I haven’t been in touch lately. How are you, and how’s life at Basing-
stoke Comprehensive?

The reason I’m writing is that [ was wondering if you would be willing to act as
a referee with regard to several jobs I’m applying for at the moment.

After spending the past ten years in industry, I’ve decided to return to teaching,
preferably this time in higher education. As you were my most recent Head of
Department I thought that you would be the most suitable person to ask for a
reference.

I’m hoping that my practical experience in the construction industry will make
me better qualified now than I was when I left Basingstoke. So far [ have applied
for posts at the Oxford College of Further Education and Kingston University,
both involving teaching the construction industry course.

Please get in touch if you would like further information about what I have been
doing or about the requirements for these jobs.

Best wishes

Debbie Brooks
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ACCEPTING A JOB

19 Ryden Lane
Clevelode
MALVERN
Worcestershire
WR 13 8PD
22/3/15

Personnel Department

Worcester College of Higher Education
Victoria Street

WORCESTER

WR2 7JT

Dear Mr Elliott

I was extremely pleased to receive your letter offering me the job of Admissions
Secretary at Worcester College, and am glad to inform you that I accept the
offer.

As discussed at my interview, [ need to give a month’s notice at my present job
and would therefore like to start work at the beginning of May. This will give
me a few days for the move and allow me to get settled into my new flat before

starting.

I would be grateful if you could let me know who I should report to or where I
should go when I first arrive.

Please could you also send me a copy of the Terms and Conditions of Employ-
ment that you mentioned at the interview, and details of the pension scheme.

I look forward to seeing you in the near future.
Yours sincerely

Amanda Walker
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DECLINING A JOB

145 Meadowcroft Lane
Aylesbury

Bucks HP 19 3EW

18 February 2015

Personnel Department
Research Machines plc
St James” House

113 Broadway
LONDON W13 9BE

Dear Mr Carpenter

Thank you for your letter of 11 February in which you offered me the post of
Sales Manager at Research Machines.

Unfortunately I am unable to accept the post as I have decided to remain with
my present employer, having been offered a substantial salary increase and pro-
motion to Marketing Director since tendering my resignation.

I am very grateful to you for considering my application and would like to say
how impressed I was with your company. I hope you will soon find someone

suitable to fill the post, and apologize for the inconvenience that I have caused.

Yours sincerely

Michael Green
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A FOLLOW-UP LETTER
(after a sales visit)

LETRA
PLAN PLC
Printing division,
Bath House,
Chester Road,
Manchester.
Tel 061-473 6293
Telex 974013
11 November 2015

Mr F. Blackwood

Chief Purchasing Officer,

New Approach Ltd.,

Nottingham NG6 4 JF

Dear Mr Blackwood,

I would like to thank you for your welcome when we met on the 12% . I was
very interested to learn more of your company’s activities and requirements,
and am writing this letter to confirm certain points which we discussed.

First,
Secondly,

I look forward to contacting you shortly with further information concerning
the above. In the meantime, please do not hesitate to contact us if you feel we
could be of assistance in any way.

Yours sincerely,
John Bertrand,
Manager, Customer Services.

Directors:
F. Bentley (Chairman) J. Norman
P. Hogg (Managing Director)  D. Powell
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LETTERS OF THANKS

Hotel Regina,
Chicago,
11 November
Mr & Mrs R. Bone,
2391 Park Drive,
Chicago

Dear Mr & Mrs Bone,

This is just a note to thank you very much for a most enjoyable evening on
Monday.

It was very kind of you to invite me to your home and to make me so welcome.
When I return home I shall tell my family of the wonderful cooking and hospi-
tality I enjoyed in the USA thanks to my American friends!

I hope that if ever you come to my country you will visit us so that I might repay
your kindness.

Best wishes,

Yours sincerely,
(Name)

Dear Prof. ...,

It was a pleasure to receive your letter on March 15. Thank you for sending me
your book. It is of great help to me. Please give my best regards to your wife
and son.

Hoping to see you at the Congress in London.

Y ours sincerely,
(Name)

22




Dear Dr. ...,

I wish to acknowledge the receipt of your letter of April 6 and express my grat-
itude for sending the reprints.

Best wishes,

Yours sincerely,
(Name)

Dear Dr. ...,

We acknowledge the receipt of your letter of June 6, 2015 and thank you very
much for the paper under the title ... .

Y ours sincerely,
(Name)

Dear Dr. ...,

I am very grateful to you for your letter of May 5, 2015 in which you invite me
to attend the XI Congress on ...

I have recently completed a series of experiments on ... The results obtained
are beyond all our expectations. The subject of my presentation could be ... I
believe it is within the scope of this Congress.

Looking forward to seeing you soon.

Sincerely,
(Name)
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Dear Dr. ...,

I wish to thank you for your kind letter of April 23. I am happy to inform you
that we have used your method of ... and the results are remarkable.

As soon as I complete the graphs and tables, I will send them to you for com-
parison.

You can hardly realize how much I appreciate the data you sent via Prof. ...
She has given me a short outline of the work you are carrying out in your labor-
atory. She is a very charming person and I enjoyed the talks and discussions that
we had.

I look forward to seeing you at the Colloquium in August.

Yours sincerely,
(Name)

Dear Mr ...,

I am very happy to know that my paper ... was published in the November issue
of your journal. Thank you very much for sending me the reprint of my paper.

Sincerely yours,
(Name)

Here are some more phrases used to acknowledge the receipt of letters con-
taining valuable information:

— We are glad / pleased to receive your letter of ...

— It was a great pleasure to receive your letter of ...

— It 1s so kind of you to send me ...

— I am delighted that you sent ...

— I 'am much obliged to you for sending me ...

— I wish to thank you very much for your kind letter of ...

— We thank you very much for ...

— Many thanks for your letter of June 7.

— I am most grateful to you for sending me ...

— Thank you so much for ...
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LETTERS OF INVITATION

Dear.. .,

I would like to invite you to attend our conference, “ International Symposium
on ...”, in Vienna, Austria, March 25-30, 2015. The conference is organized
by the Institute for Experimental Physics of the University of Vienna and the
Austrian Physical Society.

Our conference will pay for your accommodations including full board and
lodging at the conference hotel during the conference.

Beyond this, the conference organization has no financial responsibility for your
stay in Austria.

Looking forward to seeing you in Vienna.
Sincerely yours,

(Signature)
Name

Dear Mr. ...,

I am writing to invite you to participate in the conference and to give a poster
presentation on the “...”. The conference program is attached. Further infor-
mation will be mailed to you from the conference secretary in about a month.

I look forward to seeing you at the conference and hope that it will be possible
to build even closer collaborative links between our organizations.

Sincerely yours,

(Signature)

Name

Chair, Organizing Committee
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Dear Colleague,

We are pleased to inform you that San Francisco, California will be the site of
the XII meeting on August 2-7, 2016. The International Advisory Board has
selected the Advanced Light Source at Ernest Orlando Lawrence Berkeley Na-
tional Laboratory to host the meeting, which will be held at the Hyatt Hotel in
downtown San Francisco, near Union Square.

Sincerely yours,

(Signature)

Name, Conference Chair
Name, Local Committee Chair

Dear,

The American Physical Society is sponsoring a symposium on Semi-conductor
Device Research to be held in Boston, September 2-4, 2016. The symposium
will focus on the synthesis and properties of semiconductor devices.

We would like to invite you, as a plenary lecturer, to present a paper at the
symposium on your recent work in this area. Since you have pioneered some of
these structures in the last 20 years, your presence would be particularly appre-
ciated. We anticipate considerable interest in this topic.

If you accept our invitation, we will waive your registration fee. We have also
applied for funds to pay for your living expenses and transportation fee from
New York to Boston and back. Unfortunately, we will not be able to pay for
your transportation expenses from St Petersburg and back.

Our Symposium will allow an exchange of ideas in the area of semi-conductor
devices, with a rapid publication of the proceedings.

We hope that you will be able to participate and we look forward to your reply.
If you have any questions, please get in touch with me at the Massachusetts
Institute of Technology in Boston.

Sincerely,
(Name)
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Dear Professor...,

We have recently started publishing a new monthly journal ..., which deals with
the problems of ... Since the journal extensively covers the field of your activ-
ity, we hope you will find it of interest.

With this in mind, we would welcome any contributions from you pertaining
to the scope of the journal. Perhaps you could contact other people who would
be willing to submit their papers, detailed abstracts and other publications to our
journal. I wish to thank you on behalf of the editorial board and myself for
cooperation.

I look forward to hearing from you.

Sincerely yours,
Name

Here are some more phrases used in letters of invitations:

— It gives me great pleasure to invite you to attend the Jubilee celebration of...
— On behalf of the Organizing Committee may I invite you to participate in

— The Institute of Physics officially invites you to deliver a series of lectures
on...

—It’s my great pleasure to invite you to make a poster presentation at the 17
International Conference in Hamburg ...
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ACCEPTION OF INVITATION

Dear Prof. ...,

It is a pleasure for me to accept your invitation to participate in the symposium
on Semiconductor Device Research to be held in Boston, September 2-4, 2015.
The title of my paper is “Some Recent Developments in High Power Devices™.
This is a review of the latest research data obtained in my laboratory.

I look forward to the meeting in Boston as an opportunity for an exchange of
information and ideas.

Sincerely yours,
Dr. (name)

Dear Dr. ...,

It is a pleasure to receive your letter dated March 17, 2015 from which I am
happy to learn that you have established a new journal. From the numerous is-
sues your journal intends to raise I can immediately see its importance and value
in developing this branch of science.

It is very kind of you to suggest collaboration with your journal and submit
papers for publication. I have also asked some researches in this country to con-
tribute papers to your journal, and I hope you will hear from them soon. Their
names are: Prof. ..., Prof. ..., Dr. ... and Dr. ... They are interested in your in
your journal and wish it much success.

I look forward to hearing from you again.

Sincerely yours,
(Name)
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Dear Dr. ...,

I wish to inform you that I received your letter of 10 February, 2015 in which
you invited me to participate in the 3 International Congress on ... to be held
in ..., July 2-9, 2016.

It gives me great pleasure to accept your invitation. From the list of topics en-
closed I have chosen ... and will present a paper under the title ...

Sincerely yours,
(Name)

Dear Sir,

Thank you for your letter of March 23 and for the circular letter enclosed. We
enjoyed reading about the photographic observation and computational tech-
niques for keeping track of the minor planets, which were elaborated at your
computing centre.

We greatly appreciate your kind invitation to participate in the International Co-
operative Observational and Computational Program. Our Computing Centre
will give full support to this program and contribute to the methods of keeping
track of the minor planets.

Yours faithfully,
(Name)

Here are some more samples how to accept an invitation:

— I am delighted to accept an invitation of the American Physical Society to
participate in the conference on ...

— I am pleased to accept an invitation to the Congress on ... and would like to
contribute to the session on ...

— Thank you very much for your kind invitation to the symposium on ...

— I 'accept your invitation with great pleasure.

—I'am pleased to receive your invitation to ...

— I appreciate very much your invitation to ...
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DECLINING AN INVITATION

Dear Professor ...

I received your letter of August 3 inviting me to participate in the Congress of
... iIn Pennsylvania. Unfortunately, I will not be able to take part in it as I have
a number of urgent matters to attend to in this country.

As far as my report is concerned, I have asked Dr. of the Institute of ... to read
my paper and to pass on to you the text for publication in the ...

With best wishes,

Sincerely yours,
(Name)

Dear Dr. ...,

I was very glad to receive your letter of March 17, 2015 and to know about your
intention to establish a new journal. May I wish you good luck and great success
with your journal. I am grateful to you for your kind suggestion to collaborate
with your journal but I am afraid I will not be able to submit articles as my field
of activity has nothing in common with the issues being raised in it.

However, as you requested, I have contacted some researches who deal with
these problems. They informed me of their willingness to publish their papers
in your journal. Attached you will find a list of their names and addresses.

If I can be of any further help to you, please contact me.

Y ours sincerely,
(Name)
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Dear...,

I wish to express my deep gratitude to you for your invitation to participate in
the XIX International Symposium on ... to be held in ... in early June 2016.

I very much regret to inform you, though, that I have to decline your invitation
because our experiment is in full swing and cannot be delayed. I am sure you
can understand it.

With kind regards,

Sincerely,
(Name)

Dear Prof. ...,

I very much appreciate your kind invitation to participate in the VII Conference
on ... to be held in Oxford. Unfortunately, I will be unable to attend.

Had your invitation reached me a little earlier, I would have been able to attend
the Conference and meet my colleagues. But [ am now committed to giving a
series of lectures to graduate students and cannot change the schedule.

All best wishes for a successful Conference.

Sincerely yours,
(Name)

Here are some more samples how to decline an invitation:

— Thank you for your invitation to ... but I regret that I am unable to accept it
as ...

— I 'am sorry to decline your kind invitation ...

— It 1s with great regret that [ have to decline your invitation to ...

— I regret to inform you that I am not in a position to accept your invitation to

— I regret that [ will be unable to attend the conference because of my illness.

— I regret to inform you that I will be unable to attend the conference due to
personal circumstances.

— I regret that I cannot ...

31



LETTERS OF REQUEST

Dear Prof. ...,

Dr. ... has shown me your letter requesting reprints of papers on ... . This is
within my area of active research, and I am keenly interested in the develop-
ments of ... . I am eager to know what research has been done in your country
in recent years.

It would be a great honour for me to correspond with you and other researches
in your country and try to exchange reprints.

I hope to hear from you soon.

Yours sincerely,
(Name)

Dear Dr. ...,

Please find enclosed the galley-proof of your review ... for final reading. Since
we are eager to have the book published before the end of the year, we ask you
to make the appropriate corrections and return the proofs without delay. The
printers have set a December 10, 2015 deadline for printing the review. Please
take that into account.

In compliance with your request I am sending you a copy of the ..., V.3, No.4,
2015. Please acknowledge the receipt of the journal.

Y ours sincerely,
(Name)
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Dear Dr. ...,

Your manuscript has been received in good order and will be considered for
publication in the Journal of ...

You are kindly requested to complete the enclosed “Consent to Publish &
Transfer of Copyright” form and return it to us at your earliest convenience. In
the event that your manuscript is not accepted for publication, the signed form
will be returned to you.

We will contact you again as soon as a final decision has been made by the
editor, Prof. ...

Please remember to quote the manuscript number JECR111-98 in all future cor-
respondence.

Thank you for your interest in our journal.

Sincerely yours,
(Name)

Here are some more phrases used to make a request:

— I would greatly appreciate receiving a reprint of your paper ...

— Please acknowledge the receipt of the following publication (reprint) ...

— Please let me know whether I may have the text of my paper distributed
among the participants.

— Could you inform me about the scientific program in more detail?

— I would appreciate further details of the symposium program.

— I would very much appreciate information about accommodation, travel and
living expenses and the terms of financing them.

— We would like your permission to translate your reprint and submit it to
(publish it in) the Journal of ...

— I would like to ask you to ...

— Could you please...?

— I would appreciate it very much if you could ...

— I would be very grateful to you if you could ...

— Would it be possible for you to ... ?
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REPLYING FOR A REQUEST

Dear Dr. ...,

I’'m sorry I have not replied earlier to your letter and must apologize for not
sending you the reprint until now. Unfortunately I’ve run out of the copies and
have to order another shipment. I hope you will find the reprint helpful in your
experiment. As soon as you get the final results, I would be grateful if you could
send them to me as I wish to use them for plotting curves.

[ am looking forward to hearing from you soon.

Y ours sincerely,
(Name)

Dear Prof. ...,
I’ve received your letter of January 3, 2016 from which I learned that you are
interested in my paper “...”. It gives me great pleasure to send you the reprint,

and I hope the information will be of help to you.

Thank you very much for the New Year wishes. My best regards to you and
your wife.

I look forward to hearing from you soon.

Y ours sincerely,
(Name)
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Dear ...

I have recently received your reprint and want to thank you very much for your
permission to translate and publish it in the Journal of ... . As soon as the trans-
lation is ready, I will send it to you for consideration.

In March there will be a symposium on ... in Vienna. Find the program en-
closed in this letter. Perhaps it may be of interest to you.

Y ours sincerely,
(Name)

Dear Sir,

We acknowledge the receipt of your letter of April 5 and thank you for the ab-
stract you have sent. We would much appreciate it if you continue sending us
abstracts published in the ...

Yours faithfully,
(Name)

Here are some more samples how to reply to a request favourably:

— I am happy to be of help / assistance to you.

— I am pleased that I can offer you this help.

— If I can be of any further help please do not hesitate to contact me / to let
me know at once.

— If you require further information on ..., I will be happy to help you ...

— The only help / advice that I can offer / give you is ...

—I'am glad that I can help you in this matter.

— I hope this advice is of (great)help to you.

— I wish to assure you that such an exchange of publications will be to the
mutual benefit of natural science research.

— As for your request, let me assure you that when the book comes off the
press, I will be delighted to send you a copy.
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UNFAVOURABLE RESPONSES TO REQUESTS

Dear Dr....,

In reply to your letter of May 15 I am very sorry to inform you that I can be of
little help to you as there are no samples available in our laboratory at present.

We are planning an expedition for July-August and hope to collect samples both
For you and for ourselves.

Again, I wish to express my regret.

Y ours sincerely,
(Name)

Dear Professor ...,

I have just received your letter of May 12 requesting a contribution to ... I am
extremely grateful for your kind invitation. However, [ am afraid I shall have to
decline it, as only a small part of my work covers the subjects your journal deals
with.

I express my regret once again.

Y ours sincerely,
(Name)
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Dear Prof ...,

In reply to your letter of January 3, I regret very much to inform you that I
cannot provide you with the reprint you asked me about. I do not have any extra
copies. The only suggestion I can make is that you write directly to the Journal
of ... Perhaps they will be able to send you a copy.

Best wishes and regards,

Y ours sincerely,
(Name)

Dear Sirs,

We are very grateful to you for sending us your catalogue and price list for
laboratory refrigerators.

However, we are very sorry to inform you that we have to decline your offer as
we are purchasing other laboratory equipment and devices at the present time.

Yours faithfully,
(Name)

Here are some more examples of unfavourable responses to requests:

— I very much regret / I am sorry that I unable to help you in any way.

— I regret very much that [ am not in a position to ...

— I regret that it has not been possible for me to help you.

— Unfortunately I am unable to ...

— I very much regret that I have to decline your request to contribute to ...
— I am very sorry that I cannot ...

— I am very sorry to be unable to ...

— I regret to inform you that [ am not able to ...

— I must apologize to you for ...
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LETTERS OF INQUIRY

Dear Colleague,

Our Institute 1s running a series of experiments on ... According to our prelim-
inary data we have come to the conclusion that ...

Professor ... of the Institute of ... was kind enough to inform me of the results
obtained in his laboratory. He also mentioned that you were experimenting on
I would like very much to compare our data with those obtained by you. Would

you be willing to inform me how satisfactory they have proved to be.

I am especially interested in the following questions:

I shall appreciate any information you can possibly provide and look forward to
the opportunity to return the favour.

Thank you in advance for a favourable reply in my inquiry.

Y ours sincerely,
(Name)

Dear Sir,

I am a long-time reader of the “... Review” and enjoy reading your papers. [ am
writing to inquire whether you would be willing to establish a regular exchange
of reprints in the field of research which is of mutual interest for both of us. I
could offer you the following papers ... and in exchange would appreciate hav-
ing ...

I look forward to hearing from you.

Faithfully yours,
(Name)

38




Dear Professor ...,

Our laboratory intends to start a research centred on ... We are planning to in-
vestigate ... Meanwhile, we have started collecting literature on this subject.
With this purpose in mind we are writing to inquire whether you would be able
to provide us with a list of references or with any information available.

Perhaps you can also mention some other prominent researches engaged in a
similar experiment to whom I may turn to with this request.

We would also like to maintain scientific collaboration with your laboratory and
exchange data and information on research results.

We hope you will be interested in such contacts. Please accept my apologies for
any inconvenience | have caused.

I look forward to hearing from you.

Sincerely yours,
(Name)

Dear Editor,

I have been a subscriber to your journal for 6 years. Never before have I failed
to receive your journal, but I have not received the March and April issues.
Would you please look into this matter.

Y ours respectfully,
(Name)

Here are some phrases and sentences used to make an inquiry:

— May I inquire why ...

— I wish to inquire about ...

— I would like to ask if ...

— I hope you will give attention to my inquiry.
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A FAVOURABLE REPLY TO AN INQUIRY

Dear Colleague,

I am very glad to know that you are also doing experiments in ... It gives me
great pleasure to send you the data I have obtained. We have chosen these stim-
ulants for several reasons:

...............................................................................................

I hope you will find this information useful. In return I would much appreciate
it if you send me your reprint of ...

If I can be of any further assistance, please do not hesitate to contact me.

Yours sincerely,
(Name)

Dear Dr. ...,

Returning to your letter of April 7, we have the pleasure to inform you that we
have received two copies of the proofs of your paper.

Yours sincerely,
Editor-in-chief
(Name)

Here are some more same more samples how to reply to an inquiry favour-
ably:

— In reply to your inquiry of (date) I am glad to inform you that ...

— It gives me great pleasure to send you ... . If I can be of any further help,
please do not hesitate to contact me.

— In accordance with your inquiry of (date), I am delighted to send you a list
of references and data on ...
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AN UNFAVOURABLE REPLY TO AN INQUIRY

Dear Colleague,

Your letter of November 12 has reached me today. I very much regret to inform
you that I am not able to provide the information you requested. Our laboratory
stopped experimenting in ... three years ago. If you are interested in the results
of our work, please consult the ... Review, v. 36, No. 3, July 2015.

Furthermore, I received a reprint from Dr. ..., who deals with ... and if you
wish, you may use my name when writing to him.

If I can be of any help to you in the future, do not hesitate to contact me.

Yours sincerely,
(Name)

Dear Professor ...,

It was a pleasure to receive your letter of August 3, 2015 in which you asked
me you a list of references and the data available on...

As far as the reference list is concerned, I will be delighted to send it to you.
Regarding the experimental data, however, I’'m afraid I will be unable to pro-
vide this information to you since our data are only preliminary and require
verification. We are looking forward to the publication of our paper in the ...

Journal. I can send you a reprint and its English translation as soon as it is pub-
lished.

In your letter you suggest establishing scientific contacts through the exchange
of data and information. We support this idea and are willing to share materials
available in our laboratory. Under a separate cover I am sending you two re-
prints that, in my opinion, would be of interest to you. Moreover, an exchange
of visits to both countries and an exchange of literature would be greatly appre-
ciated.

If I can be of further assistance, please contact me.

Sincerely yours,
(Name)
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A MEMO

(for people working in a company where internal documents are in English)

MEMORANDUM
To: KJD From: AJP
JC
BNP

Subject: Sales visit to Portugal by AJP | Date: 11" November 2015

The sales visit to Portugal will be discussed at next Wednesday’s Management
Meeting.
Meanwhile the following points should be acted upon.
1. KJD to contact Lisbon airport this week about problems with customs decla-
rations.
2. BNP to send brochures and catalogues to all firms on the attached schedule.
3. JC to liaise with shipping department to find out maximum CIF costs to
Lisbon, and report.

AJP

REMINDER

VASTA SYSTEMS EUROPE
A management company within the Vasta group

Vasta Systems Europe
Rue Van Eyck,
B-1050,
Brussels

Mr F. Blackwood

Chief Purchasing Officer,

New Approach Ltd.,

Nottingham N G6 4JF

Your ref: EVL/Ir Our ref: NB/CD

Dear Mr Blackwood,

You will recall that I wrote to you some weeks ago concerning the new prices
for our standard data systems. You may also recall that, at our meeting in Sep-
tember, we discussed the possibility of adapting certain systems to match your
company’s requirements.

Perhaps you have been able to examine your company’s requirements more
closely, and are now in a position to proceed further.
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At Vasta we are interested in your company’s needs and would be pleased to
arrange a further meeting to discuss these in detail Perhaps I could call you in a
few days to suggest a date which would be convenient to you.

Yours sincerely,
Nicholas Boulton
Manager, Systems Sales

A LETTER OF COMPLAINT

DATABANK UNIVERSAL
Technical Department
Ford Building, Grosvenor Avenue, Bristol

The Personnel Director
Hardware Services International 8 January 2016

Dear Sir

I must complain about the performance of your installation and servicing team
who called upon us on 22 December.

The men in question refused to inspect or service the older computers in our
data centre. They left our offices after 30 minutes and we subsequently discov-
ered that one of the new machines was non-functional, while the AB4 terminal
had been wrongly installed.

We were very disappointed by these events, especially since we have always
enjoyed a high standard of service from your company in the past.

I await your comments,
Yours faithfully

M Feld
Technical Director
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Read this letter of complaint from a client, then look at your company’s
reply.

Fill in the missing words from the list given below, use your dictionary if
necessary:

misunderstanding  ensure apologies invoice (verb)

assure service inconvenience inspection
HARDWARE
SERVICES
INTERNATIONAL

Supporting your systems

M Feld

Technical Director

Databank Universal 10 January 2016

Dear Mr Feld

Please accept our sincere for the caused to you.
This was due to errors in the instructions issued to our personnel.
We have taken steps to that this will not happen again.

I have instructed our chief technician to call on you within the next two days to
carry out a complete and overhaul. We will not, of course,
you for the previous visit.

Once again please accept our apologies and let me you of our contin-
ued

Yours sincerely

David Charles
Personnel Manager
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Tema 3. OnekTpoHHasa KoppecnoHaeHLUMS

1. Read and remember the following words and expressions:

to be on email — umeTh gOCTYM K 37eKTpOHHOM noute (k MHTepHETY)

an email — 3JIeKTpOHHOE MUCHMO

a mailboxX — ITOYTOBEIN SALIUK

an ‘at’ sign (@ — cobaka (3HaK @)

an address book — anpecHast kHura

an email address — 2JIEKTpOHHBIN aapec

a mailing list — crircok agpecaToB

to send an email — mocnaTk IAEKTPOHHOE TUCEMO

to send by email — mocnaTh MO AIEKTPOHHON MTOUTE

to receive an email — MONIy4YHUTH SMEKTPOHHOE MUCHMO

to forward an email — nepecnatp 31EKTPOHHOE MTHCHMO

to copy somebody in, to cc somebody — oTIpaBUTH KOTHIO

cc (carbon copy) — konus (nucvma, omnpasisiemas Opyeomy aopecamy 8 00-
nOJIHeHUe K OCHOBHOMY, MAK YMo 6cem NOLYYAMeNsImM NUCbMa CMAHOBAMCI U3-
g8ecmHbIMU adpeca Opye Opyey)

bee (blind carbon copy) — ckpbITast KOTIUA (nUCbMA, OMNPABAAEMASL OPY2OMY
aopecamy 6 0ONOJHEHUe K OCHOBHOMY, MAK Ymo opyaue noiyiament NUcCbmMa He
3HAOmM, 4Mo IMomy aopecamy OmnpasieHa Konus)

a file — ¢aiin

a folder — manka

an emoticon, a smiley (©)) — sSMOTHKOH, CMaiI(HK)

to attach a file — mpukpenuts aiin

to receive an attachment — moxyuuTh BIOKEHHE K MUCHbMY WITH MIPUKPEIIICH-
HBIN (aiin

to open an attachment — OTKpBITH BIIO)KCHHUE K MUCHMY HIIN MIPUKPETIIICHHBIHA
(aiin

to save a message on the desktop, on the hard disk — coxpanuts coobmieHue
Ha paboueM CToJjie, Ha KECTKOM JIUCKE

to delete a message — yainuTh cooOIIeHHE

an inbox — BxosMe (COOOIIEHMUS )

an outbox — ucxossiue (CooOIeHMs)

snail mail (coll) — oObruHas TTOYTA (68 NPOMUBONONIOHCHOCTL INLEKMPOHHO)

to get spam — mosry4aTh cIiam

to send spam — paccbuiaTh criam

a modem — MozieM

an ADSL modem — ADSL-monem

toolbar — maHesnb UHCTPYMEHTOB

to copy — KOIMpoBaTh

to cut — BeIpe3aTh

to paste — BCTaBJIATH

to print — pacne4aTbiBaTh
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TOOLBAR MENU BUTTONS ON EMAILS

File — ®aiin
Edit — IIpaBka
View — Bun

Insert — BcraBka
Format — ®opmar
Tools — CepBuc
Actions — [leticTBus
Help — CnpaBka

2. Read the sample.

To: Andrew.Clark@onetel.com
Cc:

Subject: Saturday

Hi, Andy!

I spent the afternoon at the Internet café on the High Street, and I found this
really interesting website: http://192.whats-up.co.uk. You should add it to your
favourites. On the home page you can select any town in the UK and it gives
you all the bars/restaurants/concert venues etc. in the town you choose. When
you double-click on the name of a bar, a map automatically pops up and the
place you’ve selected is highlighted. Mail me when you’ve had a chance to
browse! I’'m sure we could find something for Saturday night.

I also attach a joke that Anna sent me this morning. She bought an ADSL mo-
dem so she’s on email now. It made me laugh. (Don’t worry about opening the
file: I ran my antivirus over it and got the all-clear.) Speak to you soon.

Tim
PS Can you forward this to mark? I wanted to copy him in, but I can’t find his

email address and I deleted his latest email from my inbox. I’'m sure he’d be
interested as well.
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3. Charlotte is getting in touch with an old school friend, Laura, via the
“Friends Reunited” website. Read the e-mail she wrote. What do you learn
about Laura and Charlotte?

To: ljjkeyes@bsm.com
Cc:
Subject: A voice from the past!

Hi Laura!

Remember me??!! I was really pleased when I found your name on the Friends
Reunited website — so a) straight away.

b) ?¢) . Last time we met you were still at university,

but I guess you’re working now. What are you doing? I remember you always
wanted to work with children. Are you still with Simon or is that all in the past
now? d) ? What are your parents doing these days, and how about
Joe and Katie? ¢) ?

I now work for a big property company as a sales manager, and at the moment
I’m living in Australia, working in the Sydney office. I absolutely love it over
here, and even more exciting, [’'m getting married next April to Matt — a gor-
geous Australian guy I met here! We don’t know yet if we’re going to live in
England or stay in Sydney.

As for my family, well unfortunately Gran died a couple of years ago, but

f) . Dad retired about three years ago, and they’re travelling all over
the world these days. They came to see me here, a few months ago. And re-
member my big brother Anthony? He’s married now (to Rosie, a girl he met at
university) and they’ve got two-year-old twins, so his life’s really changed!

Well, I think that’s all the main news from me. g) . Maybe we could
meet up when I’m back in England?

hy
Love Charlotte

)
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4. Complete the e-mail with the following sentences. (There is one sentence
too many)

1. How are things with you?

2. Send them my love, won’t you?

3. I really hope you’re well.

4. My parents are really well.

5. Take care of yourself.

6. I decided to drop you a line.

7. Do write back — I’d love to hear your news.
8. Keep in touch.

9. PS I’ve attached some photos of me now.
10. How is all your family?

5. Translate the letter into English.

To: Elizaveta.Gerasimova@yandex.ru
Cc:
Subject: Cyb66oTta

[Tpuser, JIuza!

JlneM st ObUT B uHTEepHET-Kade Ha TBEpCKOW M HallleNl OJAUH 3aHUMATEIIbHBIM
caitt: http://www.all-over-russia.ru. f coBeTyro Tebe 106aBuThH ero B «306pan-
HOE» TBoero Opay3epa. Ha riaBHOM cTpaHUIE T MOXKEIIb BHIOPATh U3 CITUCKA
000 pocCUiCKUiA TOPO, U TeOe Oy Iy T MOKa3aHbl BCe 0apbl, pECTOPaHbI, KOH-
LEPTHBIE TUIOMIAJKH, PACIIONIOKEeHHbIE B HeM. Eciu aBa el MIEIKHYTh Ha
Ha3BaHUU 3aBEJCHUS, TO ABTOMATUYECKH BO BCIUIBIBAIOIIEM OKHE OTKPOETCS
KapTa, a HCKOMOE MECTO Ha Hell OyieT BblieNieHo IBEeTOM. B o61iem, nuim Mue
Korjaa OyzeT BO3MOXKHOCTh. YBEPEH, Mbl HaleM, IJie IPOBECTH BPEMsI B ITY
cy600Ty HOUBIO.

S npuKkperUisiio K MUCbMY ILIYTKY, KOTOpyr0 MHe mnpuciian (CiaBa cerojHs
yTpoM. OH kynuin ADSL-MozieM, Tak 4ToO Teepb OH MOXKET NEPENUCHIBATHCS C
HaMu 10 3JeKkTpoHHOM nourte. (He Oolics oTKphIBaTh 3TOT Gailil: s mpoBepuUII
€ro aHTUBUPYCOM — BUPYCOB TaM HET.)

o ckoporo! ITummn!

Ninbs

PS Ts1 He Morna 0wl iepeciiath 310 nucbmo KOne? S xoren oTnpaBUTh €l KO-
IIAI0, HO HE MOTY HAlTH €€ AIEKTPOHHBIN aJpec, a MOCIEHEE TUCbMO OT HEE A
yAaJIWI U3 CBOEro IOYTOBOTO siuka. He comHeBarocs, eil Takke OyAeT 3TO UH-
TEPECHO.
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6. Jean-Luc has sent an e-mail to Marion.

From: jean-luc.bertrand@hotel.fr
To: m.oneil@hu.co.uk
Subject: Finding me an assistant manager / saint!

Hi Marion,

I’m afraid I’ve got a difficult request for you this time! As you know, my wife
Martine sadly died eighteen months ago. Since then I’ve been so busy looking
after the children, I’ve been neglecting the hotel. Basically I need someone to
do what Martine did! The job I’m offering is assistant hotel manager / part-time
childminder — I know this is unusual but it’s what I needed.

To remind you about the hotel, we are a twenty-five-bedroom family hotel in
rather a remote ski resort, so it’s important that the person is prepared for this.
We’re very busy in winter and we also have quite a lot of guests in summer, but
it’s much quieter in spring and autumn.

The ‘assistant hotel manager’ duties would include:

— running reception / office during mornings and evenings.

— organizing part-time staff (barman, cleaners, waiters) on my days off and
when I’'m absent on business. The chef will organize the kitchen so this is not a
problem.

— helping out in the restaurant, bar, when are very busy.

For these duties the candidate needs fluent French and English (German also
useful), good computer skills and previous experience of hotel work. Many of
our guests are skiers of course, so knowledge of skiing is also useful.

In spring and autumn when things are very quiet, [ have to go on some business
trips and this is when I would need help with childcare. I’ve got two children —
David (13) and Karine (8) both very well-behaved. I go away perhaps seven or
eight times a year, usually for about four to seven days. During these trips, the
person would have to take and pick up Karine from the local primary school,
about two km away (David goes to school by bus), cook their dinner, get them
to bed and look after them at the weekend, if I have a long trip.

Obviously the children have had a difficult two years so it’s really important
that 1t’s someone kind and sympathetic. This is really the most important qual-
ification of all for me. For the same reason I’d prefer someone who will stay for
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a minimum of two years, though if you cannot find this, I will have to take
someone for just one year.

In return I can offer an excellent salary, free food / accommodation, six to eight
weeks’ paid holiday, a free ski pass and full-time use of a car. (I forgot to men-
tion — it would be very useful if the candidate has a driving licence, both to take
Karine to school, and also because he or she may feel a little lonely up here
without a car.)

Well, Marion, I know that what I’'m asking is very difficult, but you’ve always
found me fantastic staff in the past, so I’'m putting my trust in you! Please con-
tact me 1f you need more information.

Very best wishes,
Jean-Luc

7. Read the first two paragraphs of the e-mail and answer these questions:

1. What has happened to Jean-Luc recently?
2. Why is his request to Marian difficult?

8. Complete the table about the job.

Size / Location of the hotel

Hotel duties

Childcare duties

Information about the children

Essential qualifications

Other useful qualifications

ELECTRONIC TEXT MESSAGING (SMS)

SMS is the English abbreviation for “Short Message/Messaging Service”.
Sending an English text message is the same procedure as sending a Russian text
message, but abbreviations are used far more often. In English there are countless
abbreviations which allow a lot of information to be transmitted using few letters
and numbers, e.g.218="too late’. For many messages people type only the initial
letters of each word, e.g. ttyl="talk to you later’, or fyi="for your information’.
Experienced senders of text messages have no problems in understanding a whole
range of such abbreviations.

So-called emoticons or smileys, witty symbols created using punctuation
marks, brackets, etc., are popular in text messaging. Some of the more established
ones are included below.
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GLOSSARY OF ENGLISH SMS ABBREVIATIONS

Abbreviation Meaning 3HaueHue
@ at
adn any day now B camoe OJmKaiiiee Bpems
afaik as far as [ know HACKOJIbKO MHE U3BECTHO
atb all the best
b be
b4 before
b4n /bfn bye for now HY, TIOKa!
bbl be back late(r)
benu be seeing you yBuauMcs!/no Bcrpeun!
brb be right back 00s13aTeJIbHO BEPHYCh
btw by the way KCTaTH, MEXy MPOYUM
bwd backward
C see
cu see you yBUIUMCs!/no BcTpeun!
cul8r see you later
2 face to face JUIOM K JIUILY
2t free to talk €CTh BpeMs 000NTaTh
fwd forward
fwiw for what it’s worth €CJIM 3TO UMEET 3HAUCHHE
fy1 for your information K BallEMy CBEJICHUIO
gal get a life 3alMUCh 1€TI0OM
ar8 great
h8 hate
hand have a nice day BCETO T0OPOTO/XOPOIIETO
hth hope this helps
ic I see s TIOHSUT
iluvu/ilu I love you
imho in my humble opinion 10 MOEMY CKPOMHOMY MHEHHIO
1mo in my opinion
iow in other words JIPYTUMH CIIOBaMHU
jic just in case Ha BCSAKHUH ClTydaii
jk just kidding ryyy
kit keep in touch He mponajai! (3BOHU, MUILN)
kwim know what [ mean
18 late
18r later
lol lots of luck, yaauu!
laughing out loud, 3QJIUBAIOCh CMEXOM
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lots of love

MHOT0 J1100BH (TTOXKETIaHHE)

mob mobile
msg message
myob mind your own business a Te0e Kakoe 1en0?
ne any
nel anyone
nol no one

olC oh, I see 1 TIOHST

otoh on the other hand C IpyTrOi CTOPOHBI
pcm please call me
pls please

ppl people

r are

rofl rolling on the floor, KaTaroch 10 MOy OT CMeXa

laughing

ru are you

ruok are you OK? ¢ T000i1 Bce B mopsiike?
sit stay in touch He TIponajai

som] someone

spk speak

thkq thank you

thx/tx thanks

ttyl talk to you later JI0 BCTpe4H!/ IOTOBOPUM I103KE
u you

ur you are

w/ with

wan?2 want to

wan2tlk want to talk?

werv u bin where have you been? rJIe mponaaan?

wknd weekend

wot what

wu what’s up? Kak jena’?

X kiss

xInt excellent

X0X0XO0 hugs and kisses KPETIKO IIETYI0 U 0OHUMAL0
yr your/you’re

1 one

2 to/too

2day today

2moro tomorrow
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2nite tonight

3sum threesome
4 for
Emoticon Meaning 3HaueHUE
© smiling, happy face yJIBIOAIOIIIASICS, CYACTIIMBAS POKHUIIA
S frowning, bored HaXMypui OPOBH, CKy4HO
-e disappointed pa3zovyapoBaH, OTOPUYCH
® unhappy face HECYaCTHasl pOXKHULIA
%-) confused CMYIIICH, 033J]a4CH
2=( crying niauy
;=) winking happy face MMOAMHTMBAIOIIAsA TOBOJbHAS POKUIA
-0 tired, asleep ycTaj, CIUIIO
-\ sceptical C HEJIOBEpUEM, COMHEHHEM
:-D big smile, laughing face yJbIOKa BO BECh POT, CMEIOIIAsCS P.
— amazed W3YMJICH, IOPaXKEeH
X= fingers crossed CKPECTHB TaJIbIlbl (Hay1a4uy)
-p tongue sticking out C BBICYHYTBIM SI3bIKOM
-0 shouting, surprised KpU4y, YJIUBJICH
-Q I don’t understand HE IIOHUMAIO
=X my lips are sealed, JIEpKY pOT Ha 3aMKe,
I won’t tell anyone HUKOMY HE CKaxy
0]®) angel
=X big kiss KPEINKUIl mouenyu
;-0 “Oooh!”/shocked face yX ThI!/0i1!/II0OKupOBaHHAS POXKHIIA
@}-,-‘—  arose po3a (3Hak Jt00BH)

USING THE TELEX AND FAX

Some countries still use telex for sending international messages. You work
in Koon Ming and when you arrived at work today, you found a telex from Lon-
don and notes from your boss. Use the notes to send a telex in reply.
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OCC

473285 INTERL RS
936281 LINTON G

12.00
TX3606 21.12.15
ATTN MR CHANG

RYT 20.12.15 PLS INFORM CIF PRICE FROM KOON MING FOR
150XXXX 160 UNITS MODEL CXEEE CY. PLS GIVE EARLIEST
DELIVERY DATE

REPLY SOONEST

THANKS

REGARDS
BILL EVANS

936281 LINTON G
473285 INTERL RS

Please send this telex straightaway:

To Line Tonnage Ltd., -

For the attention of Mr Evans.

The CIF price to London for 160 units would be $11,285. The earliest ETA
would be 4 weeks after placing an order.

Does he want the price in sterling or in dollars? Ask him to send us a telex as
soon as he can, marked for my attention. Send him my regards too.

Bill Chang

International telex abbreviations
ABS — absent / office closed
ATTN — for the attention of
DER - line or machine faulty
FIN — end of message
NC — lines engaged
OCC — customer engaged
OK — agreed
PLS / SVP — please
RPT — please repeat your message
RYT — reference your telex
TX / TLX — telex
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WRU — who are you? (please identify)
EEE — an error, the next word
XXX —replaces the last word

In Europe Bill Evans usually uses the fax for international messages. Reor-
ganize and complete this fax to the warehouse.

FROM..........oii Tonnage Limited, London
................................. (0)71 565 9034

FAX. .o, TO Line Warehouse

NUMBER OF PAGES......... ATTENTION.............ceoeeeas
............... 3 January 2015 PPN = 11 | I 2731
TIME................. DELIVERY FROM...............
Dear Kate

160 units are arriving from Koon Ming in 4 weeks.
I have telexed confirmation of payment and transportation costs.
Please prepare space for this consignment.

Best regards

SENDER DATE FAX NO.
KOON MING 10.35 A.M. Line
TRANSMISSION Kate Phelps 1 (one)

Match the next fax with the appropriate spoken words:

1. PAYMENT OF THIS INVOICE IS OVERDUE.

2. PAYMENT IS NOW DUE.

3. YOU HAVE OVERPAID BY $500.

4. YOU HAVE UNDERPAID BY $1,000. PLEASE ADJUST.

5. THE AGREED TERMS OF PAYMENT HAVE NOT BE ADHERED TO.

6. ACCORDING TO OUR RECORDS THE AMOUNT OF $1,500 IS STILL
OUTSTANDING.

a) The total was $4,000 and you have sent us $4,500.

b) You have not kept to the terms of our contract.

¢) I’ve checked and you still owe us $1,500.

d) This invoice should have been paid a month ago.

e) The total was $4,000 and you have only sent us 3,000. Can you send us the
balance immediately?

f) Can you let us have this amount right away?
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Tema 4. 3Tnka 1 a3blKoBble 0COOEHHOCTU
TenedOoHHbIX NeperosopoB

This datafile gives you many of the terms and phrases commonly used in
making telephone calls.
The phone book
— Look up their number in the phone book (directory).
— I’ll look up the number in the telephone book (US).
— The number is ex-directory (UK).
— The number is unlisted (US).
— I’ll ring Directory Enquires for the number (UK).
— I’1l call information (US).
The line

— He’s on the other line.

— Would you like to hold the line?

— The line is engaged (UK).

— The line is busy (US).

The receiver
— Can I help you?
— Putting you through.
— I’m afraid he’s not available at the moment (UK).
— I’m afraid he’s tied up at the moment (US).
— You ‘re welcome. Goodbye.

The operator

— Dial 100 for the operator (UK).

— Dial 0 (zero) for the operator (US).

If you want the person that you are calling to pay for the call, you ask for a
transfer charge call (UK) or a collect call (US):

— I"d like to make a reverse charge (transfer charge) call (UK).

— I"d like to make a collect call (US).

If delays are possible, you may have to book a call:

—I"d like to book a call to Japan.

You may want to make a person-to-person call to someone:

— It’s a person-to-person call to Mr Lee.

— International operator.

— I"d like to make a call to Japan.

— What is the number?

— The number is Tokyo 3-3-5-7 2-1-6-8.

A message pad
— Can I tell him who called?
— Can I give her a message?
— Could I take your number?
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The dial
— Dial 123 for the correct time (UK).
— Listen for the dialling tone.
— All lines to the country you have dialled are engaged. Please try later (UK).

Remember
If you do not understand, say ...
“Sorry, I didn’t quite catch that”.
“Sorry, could you say that again”.

Phoning home

In English, telephone numbers are given one figure after another, example 0-
1-0-3-1-2-4-7. To make a call from your room, you will probably have to ask the
reception (desk) to obtain the number for you.

You could say: Could you call this number for me, please? It’s 0-1-0-3-1-
4-7-2-9-3-0-6.

Now ask for these numbers:

1.010 54 39612

2.010 58 97845

3. Riyadh 21 375362

4. Singapore 3982712

Finding overseas numbers

For prompt help with finding the telephone number or fax number of someone
overseas, call International Directory Enquires on 153. For numbers in the Irish
Republic, call 192. There are charges for these services — the same price as you
pay for UK Directory Enquires — but you can make two enquires at once for the
same cost.

A few countries in the world cannot be dialed direct. Dial 155 and the inter-
national operator should be able to assist you. For phone or fax numbers abroad,
dial 153. To report a line fault, dial 151. For your nearest BT Bureau Fax office,
dial 0800 272 172. To send a telegram / Telemessage from London, Birmingham
or Glasgow, dial 190, from elsewhere dial 100.

Because international numbers are slightly longer than UK ones, it helps to
have the full number in front of you as you dial.

Dial carefully without leaving any pauses between digits.

Allow at least a minute for the connection to be made. (You are not charged
until the number answers.)

If you can’t get through, check the following:

— check the country code and the area code of the country you want to call;

— alternatively, you can check with International Directory on 153;

— if the number is always engaged, try again at a different time of day;

— if continually engaged, dial 151 and ask for the line to be tested.

International lines are usually very clear, but if you can’t hear properly, hang
up and try again.
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If the reception says: One moment! or Hold the line! you should wait. Please
hang up and I’ll call you back, you should put down the telephone and wait for
it to ring.

Example:

Reception: Can I help you?
Certainly. What is the number, please?
I’m sorry? Could you give me that again?
Thank you. Hold the line, please... You’re through now.

Desk: Hello?
Number please?
Just a moment... I’m sorry, what was the number you wanted?

Right. I’ll call you back...
I have your call on the line. Go ahead, please.

1. You want to make a call from your London hotel room to your company in
Singapore. The number is Singapore 3982712. Now pick up the phone.

2. You want to make a call from your hotel room in Venezuela to your home
in Saudi Arabia. The number is Riyadh 21 375362. Now pick up the phone.

Direct dialing

With direct dialing, you go straight through to the number of the person you
want in the UK, and you pay in the country you’re in. All you need to know is the
telephone number in the UK, which is made up of the phone number itself, and
its area code, e.g. 0272 (area code for Bristol).

When dialing from abroad you must always omit the initial ‘0’ of the area
code.

The only other information you need is the international code for the UK
which you must dial first. This will vary from country to country.

Remember, for direct dialing you will need to know:

— international code for the UK,

— UK area code (leaving out initial ‘0’,

— local number.

For instance, to call Bristol (0272) 12345 for Austria you just dial 0044 272
12345 and you’re through.

Note that several countries, like the UK, have cheaper international calls at
certain times for direct dialing.

1. After studying the Datafile, decide whether the following are true or false.
1. For international calls you dial: the country code + the area code + the
number.
2. The caller does not pay for a collect call.
3. Directory Enquires will put you through to the number you want.
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4. Switchboard and operator are the same people.
5. The dialing tones for “ringing” and engaged” are different.

2. Insert the missing word.

l.Look it in the directory.
2.He’s _ the other line.
3.Listen ___ the dialing tone.
4. He’s tied .

5. She’ll ring

3. Insert the correct term.

UK term US term
1) Directory Enquires

2) reverse charge call

3) busy

4) area code

5) ex-directory

4. Look at the telephone conversations. Make up your own conversations.

— Conglomerate group. Can I help you?

— Good morning. Sorry, I must have the wrong number.

— Conglomerate group. Can I help you?

— Could I speak to John Pardee, please?

— Hold the line. Putting you through.

— Sales Department. John Roberts speaking.

— Sorry, I must have the wrong extension. Could you transfer me back to
Switchboard, please?

— Conglomerate group. Can I help you?

— Could I speak to John Pardee, please?

— Hold the line. Putting you through.

— Mr Pardee’s office. Can I help you?

— Could I speak to Mr Pardee please?

— I’m afraid Mr Pardee is ...

— Conglomerate group. Can I help you?

— Could I speak to John Pardee, please?

— Hold the line. Putting you through.

— Mr Pardee’s office. Can I help you?

— Could I speak to Mr Pardee please?

— I’m afraid Mr Pardee is on the other line at the moment. Would you like
to hold?

—Yes, I'll hold.

— Putting you through, now.

— Conglomerate group. Can I help you?
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— Could I speak to John Pardee, please?

— Hold the line. Putting you through.

— Mr Pardee’s office. Can I help you?

— Could I speak to Mr Pardee please?

— I’m afraid Mr Pardee is not in the office at the moment.

— When will he be back?

— Not until tomorrow, I’m afraid.

— I’1l ring him then. Thank you. Goodbye.

— Conglomerate group. Can I help you?

— Could I speak to John Pardee, please?

— Hold the line. Putting you through.

— Mr Pardee’s office. Can I help you?

— Could I speak to Mr Pardee please?

— I’m afraid Mr Pardee is in a meeting. Can I give him a message?

—Yes please. Could you ask him to call me back. My name is Helmut Cohen
from Leclerc Systems. My number is 2789441.

— Conglomerate group. Can I help you?

— Could I speak to John Pardee, please?

— Hold the line. Putting you through.

— Mr Pardee’s office. Can I help you?

— Could I speak to Mr Pardee please?

— I’m afraid Mr Pardee is away on vacation.

— Perhaps I could speak to someone else in the Purchasing Department?

— I’ll put you through Mr O’Conner.

— Conglomerate group. Can I help you?

— Could I speak to John Pardee, please?

— Hold the line. Putting you through.

— Mr Pardee’s office. Can I help you?

— Could I speak to Mr Pardee please?

— Can [ tell him who’s calling?

— Helmut Cohen from Leclerc Systems.

— Putting you through.

— Good morning, Mr Pardee. This is Helmut Cohen from Leclerc Systems.

— Good morning.

— Is the voice clear? If not say...

— Sorry, it’s a bad line. Could you speak up, please?
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5. A few common expressions are enough for most telephone conversations.
Practise these telephone expressions by completing the following dialogue us-
ing the words listed below.

Switchboard: Conglomerate Group; can I help you?

You: Could I Mr Pardee, please?
Switchboard: Putting you :
Secretary: Hello, Mr Pardee’s . I help you?
You: , can you hear me? It’s a line.
Could you up, please?
Secretary: 1s that better? Who’s , please?

You: (your name) from (your company).
Secretary: Oh, hello. How nice to hear from you again. We haven’t seen you
for ages. How are you?

You: Fine, thanks. Could you me to Mr Pardee, please?
Secretary: the line a moment. I’ll see if he’s in. I’'m so sorry, I'm
afraid he’s not in the at the . Could you give me
your , and I’1l ask him to you ?
You: I’'m 3478621. That’s London.
Secretary: Would you like to leave any for him?

You: No, thanks. Just tell him I
Secretary: Certainly. Nice to hear from you again.

You: ’ll expect him to me this afternoon, then. Thanks.
Secretary: You’re welcome. Goodbye.

on  speakto message  bad  put through number ring
call back  secretary through office speak speaking can
hello rang  hold moment through

6. Some contacts do not keep in touch; you have to telephone them to let
them know that you still exist. The most difficult contacts say very little on the
telephone. This can be because of their personality, their attitude to you, or their
difficulty with English. If they do not speak, you have to!

1) Mr Bauer: Hello?
Mr Lee: Good morning, Mr Bauer. This is David Lee, of Vasta Systems.
Mr Bauer: Yes?
Mr Lee: You may recall my visit in September / the letter I sent you
recently / that I phoned you last week.
Mr Bauer: Yes?
Mr Lee: Could you tell me if you have made a decision yet as regards the
new Installation?
Mr Bauer: Not yet.
Mr Lee: I see. Perhaps I could help? (If it helps you, I'll be very pleased
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to come and discuss it with you. / Would you like me to send
more detailed information? / Is there anything that you would
like to ask?)

Mr Bauer: No.

Mr Lee: Well, feel free to call if we can help in any way.

2) Mr Bauer: Hello?
Mr Lee: Good morning, Mr Bauer. This is David Lee, of Vasta Systems.
Mr Bauer: Yes?
Mr Lee: You may recall my visit in September / the letter I sent you
recently / that I phoned you last week.
Mr Bauer: Yes?
Mr Lee: Could you tell me if you have made a decision yet as regards the
new Installation?
Mr Bauer: Yes; we had to give the order to another firm.
Mr Lee: I see. Could I ask why?
Mr Bauer: I’m sorry, I can’t tell you.
Mr Lee: I see. Perhaps I could keep you informed about our
products and activities. It may be interesting to you in the
future.

Leaving messages on answering machines
When there is no-one in the office many companies use telephone answering
machines. People who phone in leave a message on the machine. But even people
who have spoken English all their lives can have difficulty speaking to a machine.
Here is a simple plan to follow; say:
1) who you are, and when you called;
2) who the message is for;
3) what the message is;
4) what action you want;
5) thank you.
Example: 1. This is Dieter Oswald, from Vasta. It’s 8 p.m. on Tuesday the 5%.
2. I have a message for Mr Rodrigues, in Accounts.
3. The message is: the invoices which he mentioned were paid on 6 July.
4. Can he please call me back on (0287) 341827
5. Thank you.

There is the telephone answering machine at a company called Eurora.
You try many times to contact different people there, but each time you have to
leave a message. Practise leaving messages using the notes below. Use your
own name and company and follow the model above.
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This 1s Eurora, We are sorry that there is no one here to answer your call. If
you leave a message, we will be pleased to contact you as soon as possible. Thank
you for calling. Please leave your message after the signal.

Ring:

Carlos Rodrigues (Accounts). The invoices were paid on 6" July. Ring back
if any more questions.

Al Kohl (Production). Can we have 200 more units by next Friday? Ring me
on extension 98.

Alex Martin (Sales). We need 1000 German — Language brochures. Send
them by express post.

Nicole Hartmann (Marketing). Could we meet in the next two weeks, to dis-
cuss products B + C? Telex, suggesting date.

Your customer has left a message on your telephone answering machine:

Hello, this 1s Ben Reich, that’s R-E-I-C-H, of Federal Consolidated Industries,
that’s F-E-D-E-R-A-L. C-O-N-S-O-L-I-D-A-T-E-D, in Newark, N-E-W-A-R-K,

New Jersey. Now, it’s about these spare parts you sent us, the C-404s and C-
406s. There were problems with the last two consignments, serious problems, so
can you take down the details and do something about it right away? ... O.K., the
C-406s were two weeks late arriving. When they did arrive we found that the
packaging was all wrong: you packed them in plastic boxes instead of the metal
containers we asked for. As a result 700 units were damaged severely, another

200 slightly damaged. The C-404s were undamaged but the consignment was
one week late and you sent the wrong quantity; we requested 500 units and we
received 5,000 units. This is just not good enough and we’d like you to do some-
thing about it immediately.

CUSTOMER COMPLAINT FORM 10455
A COMPANY NAME
COMPANY LOCATION
CONTACT PERSON
B COMPLAINT ITEM CODE ITEM CODE | ITEM CODE
Quantity ordered
Quantity delivered
Delivery time
Nature of complaint
Quantity damaged
C COMPLAINT
RECEIVED BY
DATE
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2. KOMMYHUKALUMA B COEPE NPOPECCUOHANBHOWU

AEATENIBHOCTH

Tema 1. CocTaBrneHue npeseHTaumMm n npoBeaeHne KoOHepeHumm

1. Before doing your oral presentation read the following recommenda-

tions:

N N =

W

AN DN

Thinking about your presentation

State your purpose, be specific.

Identify the central idea of your presentation.
List the main points of your presentation.

Think of supporting material for each main point.
Decide what kinds of visual aids you will see.

Preparing for your presentation

. Write an outline of your presentation. You might want to add transition

words between the sections.

Write the introduction.

Write the conclusion.

Print the introduction, outline, and conclusion in big print.
Prepare your visuals.

Practising your presentation

. Stand up and give your presentation. Pretend that you have an audience

and look at it.

Do it again and time yourself. Make any adjustments necessary for time.
Ask a friend to listen and critique it.

Practise it several more times until you are comfortable and not reading it.

Giving the presentation

. Have everything ready. Don’t spend time collecting possessions and get-

ting it in order when it’s time for you to speak.
Walk to the front of the room confidently, put your notes on the lectern,
and start.

. Don’t apologize for anything.

Make eye contact with your audience. Don’t just look at your notes or at
the wall.

Do not read! It’s really boring.

Be enthusiastic about your topic.

When you finish, collect your possessions quickly and sit down.
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2. Answer the questions:

1. What is the topic of the paper you are going to present?

2. Why are you interested in this particular topic?

3. Do you always prepare for presentation?

4. What recommendations for making oral presentations do you find most
helpful?

5. Which ones do you always follow?

3. Read and practice some useful paper speech patterns:
Introductory Paper Speech Patterns

— Mr Chairman, ladies and gentlemen, I am greatly honoured to be invited to
this conference.

— In this paper I would like to talk about the concept of...

— The object of this paper is to show...

— To begin with, let us imagine that...

— As many of you know...

— First of all I would like to...

— I 'am sure I don’t have to remind you that...

— I am very pleased to have this opportunity to...

— In my paper I want to highlight...

— In the introduction to my paper [ would like to...

— I tell this story because...

— I want to begin my presentation with...

— Let me begin with...

— The first thing I want to talk about is...

— The subject that I will discuss is...

Speech Patterns for the Body of the Paper

— According to this theory...

— After this, I need / it remains only to day that...
— Again, | want to emphasize that...

— It should be emphasized that...

— It should be pointed out that...

— Let me give you my explanation of...

— Let me now turn to...

— Let us consider what happens if...

— Let us have a closer look at...

— Let us imagine that...

— Let us suppose that ...

— Now I come to...

— On the contrary...

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

— This 1s indeed the case when...
— This in turn implies ...

— This is particularly true for...

Closing Paper Speech Patterns

— Since I’'m running out of time...
— As my time is running out...

— Before I close I would like to emphasize the importance of...
— Finally, I want to say a few words about...
— I end this paper with a description of...

— I leave it to you to judge...

— In closing, I want to mention very briefly...
— In conclusion, let me say...

— In conclusion, may I repeat.,,

— Summing up, I would like to...

— The last part of my talk will be devoted to...
— To all this must be added that...

Formulas of Scientific Communication

Establishing contacts

— I’m glad you’ve asked me that question.
Agreeing

— Yes, indeed.

— I think you are entirely right.
— It appears to me to be true.

— I agree that...

— That’s just what I think.
Disagreeing

— I am arguing against...

— I would object just a little...
— I object to...

— I wish I could agree with you but...
Expressing surprise

— It is rather surprising...

— It is unbelievable...

— I am puzzled by...

— I wonder about...

— I find it hard to believe that...
Expressing uncertainty

— It seems unlikely that...

— I have doubts about...
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— I am not at all sure about...

— I am not yet certain...

— I am doubtful whether...

— I have been rather puzzled by...

— I doubt it.

Making contribution

— In connection with... I would like to add...

— Let me add that...

— In addition, I would like to mention...

— I would add that...

Calling attention

— I want to point out that...

— I would like to note...

— I would like to stress the importance of...

— It 1s worth pointing out that...

— I would like to draw your attention to...

— I would like to call attention to...

Making assessment

— The paper raises an important question...

— This method is particularly important because...

— The paper demonstrates how important it is to...

— These results / data are of principal interest.

Starting a conversation

— As faras I know...

— What I have in mind is that...

Making remarks

— I"d like to make a comment on...

— I would like to comment on...

— I have a point to make.

Provoking arguments

— Would you agree with...?

— There seems to be some contradiction between your points of view. Does
that mean you think...?

Asking for details / classification

— Could you be more specific about...?

— I am not clear about...

— Could you give us / me some more facts to back that up, please?

Introducing opinions / attitudes

— Well, I’d like to say that...

— What I think is...

Delaying an answer

— Well, let me see...

— Well, now...
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— That’s a good question...

— Oh, let me think for a moment...

— It 1s rather difficult to answer this question...
— It’s difficult to give you an exact answer, but...
—I’m not too sure, but...

—I’ve no 1dea, I’'m afraid.

Avoiding answering

— I have no particular theory for this fact, but...
— I’m terribly sorry, I really don’t know.

— Actually, I don’t know...

— I’d rather not answer that, if you don’t mind.

4. Act out the situation

Your paper has been accepted by the Organizing Committee. Today you are
given the floor to present your research data. The time limit is six minutes. Make
your presentation.

5. Mr Lopez is going to give a presentation of a new product to his col-
leagues in Cement Inc., the cement manufacturer. He has drawn up a rough
plan of the presentation. The plan shows the sequence of his talk and some of
the phrases he intends to use.

Introducing yourself

— Good morning, Ladies and Gentlemen.
— We haven’t all met before, so I’d better introduce myself, I'm from

— I hope you’ll excuse my English. I’'m a little out of practice.

Preparing the audience

— I’m going to be talking about :

— I’1l start with and then move on to , finally I’'m go-
ing to .

— I think, if you don’t mind we’ll leave questions to the end.

Delivering the message

— Firstly, ... secondly...

— This brings me to my next point...
— I must emphasize...

— At this point we must consider...
— Now, to digress for a moment...

— To go back to my earlier point...
— Finally...
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Winding-up
— Before closing I’d like to summarize the main points again.
— That’s all I have to say for the moment...
— Thank you for listening.
— Now if there are any questions. I’ll be happy to answer them.

Presentation

Good morning ladies and gentlemen; we haven’t all met before so I’d better
introduce myself. I'm Luis Lopez from the Development Department of Cement
Incorporated... I should say before we start that I hope you’ll excuse my English,
I’m a little out of practice... Anyway, I’'m going to be talking this morning about
a new product which we are planning to launch in two months’ time; it’s called
GREENY, and it’s a green cement.

Well, I’ll start with the background to the product launch; and then move on
to a description of the product itself; finally, I’'m going to list some of the main
selling points that we should emphasize in the advertising and sales campaign. [
think if you don’t mind, we’ll leave questions to the end...

Now firstly, as you all know, we have had a gap in our cement product range
for the last two years; we have been manufacturing cement products for the last
ten years, but we stopped producing cement two years ago; I think we all agreed
that there was room on the market for a completely new cement... Secondly, the
market research indicated that more and more consumers are using cement prod-
ucts as mixers with sand and gravel, in other words, the market itself has ex-
panded.

Green cement is a cementitious material that meets or exceeds the functional
performance capabilities of ordinary Portland cement by incorporating and opti-
mizing recycled materials, thereby reducing consumption of natural raw materi-
als, water, and energy, resulting in a more sustainable construction material.

This brings me to my next point which is that we have a rather new customer-
profile in mind; I must emphasize that this product is aimed at the young-profes-
sional, high-income, market and not the traditional consumer of previous cement.
At this point we must consider the importance of packaging, and if you look at
the video in a moment, you’ll see that we have completely re-vamped the packet
itself as well as the label ... Now to digress for just a moment, the more sophisti-
cated packet means a high unit cost, and this may be a problem in the selling area,
but we’ll have a chance to discuss that aspect later...so...to go back to my earlier
point, this is a totally new concept as far as TCement Incorporated are concerned.

Finally, let’s look at the major attractions of the product. In spite of the higher
price it will compete well with existing brands. The manufacturing process for
green cement succeeds in reducing, and even eliminating, the production and re-
lease of damaging pollutants and greenhouse gasses.

0.K., so just before closing, I’d like to summarize my main points again...
We have GREENY, aimed at a relatively new age and income group; it’s designed
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as cementitious material that exceeds capabilities of Portland cement by opti-
mizing recycled materials. But it reduces damaging pollutants and gives us a real
advantage in today’s market... Well, that’s all I have today for the moment, thank
you for listening, now if there are any questions, I’ll be happy to answer them...

6. Below are some notes made by one of his colleagues. Unfortunately he
has misunderstood some of Mr Lopez’s points. To help correct these points,
write true or false against each statement.

1. Mr Lopez is English.

2. We are planning to launch the product next week.

3. The new product is a building mixture.

4. Cement Incorporated have not produced the cement for two years.
5. Everyone thinks there is a gap in the market.

6. Market studies prove that the market is shrinking.

7. We are aiming at a new type of consumer.

8. The package design is unchanged.

9. The design of the packaging will mean that the product is cheaper.
10. The product helps to improve the environment.

7. Mr Lopez used his plan to help him give a presentation of a new product
to his colleagues. The same type of plan and the same or similar phrases could
also be used in a presentation to a customer. Use the plan below and the phrases
that follow to construct a similar presentation to be given to a client.

1. Now, to change the subject for a moment...

2. Before I finish, I’d like to run through the main points again...

3. I’'ll begin by describing , and then go on to ,and I’ll end
with :

4. In conclusion...

5. 1 want to stress...

6. Good afternoon.

7. That brings me to the end of my presentation.

8. I’d like to talk about...

9. To return to the point I made earlier...

10. First, let me introduce myself; I'm from

11. Feel free to interrupt if you have any questions.

12. Thank you for your attention.

13. First of all... Next...

14. Please excuse my rather poor English.

15. I’d like now to return to...

16. If you have any questions, I’ll be glad to answer them.

17. At this point we have to bear in mind...
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While you were speaking your colleague, or your customer, may interrupt
to make a point. You will have to deal with it. Look at the interruptions listed
below and some possible replies. Match the reply to the interruption.

Interruptions
— You haven’t mentioned the price yet.
— Your product is more expensive than your competitor’s.
—I’d like the exact specifications, please.
— I still don’t understand the difference between the de-luxe and economy
models.
— Your new model seems much heavier than the old one.

Replies
— I take your point... but have you taken into account the improved durability?
— I’ll be coming to that in a moment.
—You’re quite right, but on the other hand our product has a number of unique
design features.
— Our technical department will be able to give you an answer on that.
— Let me clarify that for you.

Anticipating questions
It is a very good policy to try and anticipate questions or problems, and to

deal with them before your audience raises them. Here are some examples of how
you can anticipate:

— I can hear you say: why is this costly?

— I wonder why it’s so expensive?

— Now, you may well ask, what does he mean by ‘up-market’?

— What’s ‘up-market’?

— You will have noticed that I haven’t given any figures.

— Where’s the statistical data?

— An obvious problem at this stage is the choice of colours.

— Does it only come in black?

8. How would you anticipate the following questions?
Example: Why 1is it so heavy?
An obvious problem is the weight.

1. Why is the delivery period so long?

2. What’s ‘top quality’ specification?

3. Do the accessories have to be so expensive?
4. Why doesn’t he mention the price?

5. Can he prove what he says with figures?
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The selling process

1. Contacting the customer (Did you go on holiday this year? / And you will
need retraining for your staff, won’t you?)

2. Social conversation (We are using state-of-the-art technology.)

3. Discussing customer needs (/t’s rather pricey.)

4. Presenting the product (So well put you down for 5000.)

5. Handling objections

6. Closing the sale (Establishing follow-up and goodwill.)

CONFERENCE

Active vocabulary
—a meeting / a session
— a plenary meeting / an opening ceremony
— a chairman / a chairwoman / a chairperson
— to call upon someone / to give the floor to someone
—to set up / to fix up the time limit
— to break the time limit
— to call attention to the time limit
— to stimulate discussions
— to ask somebody a question
— to call for questions
— a speaker
— to submit abstracts / to present papers / to present poster reports
— to take part in / to participate in / to attend a conference
— to take the floor
—to keep / to stick to the point
— to digress from the subject
— to have a good / poor knowledge / command of English
— to find the knowledge of English adequate / inadequate
— to find English had to follow
— to fail to understand reports / questions in English

1. Answer the questions:

1. Have you ever participated in international conferences / symposia / con-
gresses?

2. When did you last take part in a conference?

3. Where was the conference held?

4. What problems were considered and discussed?

5. How many participants attended the conference / session / workshop?

6. Which reports attracted general attention?

7. Whose report was of particular interest?
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8. What problem did it deal with?

9. Did you read / present a paper at the conference?

10. Were you given the floor?

11. Was the time limit fixed?

12. Did you find your English sufficient / adequate to participate in the inter-
national conference?

13. Do you think you have a good / poor knowledge of English?

14. Did you find the speaker’s English hard to follow?

15. Why it is necessary / important for a scientist to know foreign language?

2. Complete the sentences with the words from the Active vocabulary:
1. Every year conferences ... in our university.

2. This year I ... in the conference which was held ...

3. T had to ... the abstracts covering the problem of ...

4. The time limit was ... and I had ten minutes to ...

5. My report ... the problem which ... much attention.

6. Of ... interest were the reports presented by X and Y.

7.1... in understanding English, because I find my English ...

3. Work in pairs.
Ask for and give information about your participation in a conference / sym-
posium / congress.

4. Work in groups.

1. You are at a round-table discussion of your research, its progress and re-
sults. One person in your group is the chairman, the rest are the speakers.

2. You share your opinions about the organization of the conference, its
agenda, the chairman’s speech and the reports presented.

5. Act out the situation.

Your fellow-student has never participated in a conference. He is eager to
know about your experiences. Tell him what the most difficult thing for you was
and what you enjoyed the most.

HOW TO CHAIR THE CONFERENCE

Active vocabulary
— to give a special welcome to
— to attend the meeting
— to consider the range of subjects
— to chair the session
— to schedule something for
— to reschedule
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— to cancel something

— to hold concurrently

— to promote something

— a scientific program

— a working group session

— a poster session

— a panel discussion

—an agenda

— an alternation to the agenda
— a stimulating discussion

1. Read and practice some useful speech patterns:

Introducing a speaker
— I have the great pleasure to introduce...
— Our first guest will speak on...
— And now I have the pleasure of introducing our first speaker...
— I now give the floor to...
— Our next speaker is ... who will speak about/ on ...

— Now I’d like to call upon ... who is going to speak about/on ...

— And now I ask ... to make his contribution on ...
— Now I’m giving the floor to ... who will speak about/ on ...

Stimulating a discussion
— Please feel free to ask questions and make comments.
— Any questions or comments?
— Are there any questions on X’s paper?
— Does anyone want to put questions to... ?
— Any other questions?
— Do you have questions to ask?
— Who would like to comment on X’s paper?
— Does anyone else want to ask a question or make a comment?
— Are there any comments on the paper?
— Are there any more comments?
— There are no more questions... Thank you.

Ending a meeting
— I"d like to thank you all for a stimulating discussion.
— Well, I think that covers everything.
— All the topics seem to have been exhausted.
— I think it’s time we close the discussion.
— Our time is up. The discussion is closed.
— I declare the session closed.
— I think we have done a good job. Thank you all.
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2. Act out the situation.

You are a chairman opening a Students’ University Conference. To do it you

are given five minutes.

ARRANGING A MEETING

Look at this telephone call from the sales representative to a potential new

customer. Select the missing word from the list that follows the dialogue.

Jackson: Hello, Jackson...
Gray: Good morning, Mr Jackson, this is Mike Gray from Multiscan

Industries..
Jackson: Er, yes, What canl  foryou?
Gray: Well, as you probably know, we are a new
of high-performance microprocessors. I am going to be visiting your
next week and I wondered if you would be in
discussing these new and perhaps having a ?
Jackson: M-m-m, yes, [ would certainly be interested...
Gray: Good, would Wednesday morning be ?
Jackson: Ah, Wednesday is a bit ; ’'m tied up all day. How about
Thursday?

Gray: Thursday would be fine. Can you let me have an hour or so
In the afternoon?
Jackson: Yes, I think that would be possible. Say, 4 o’clock?

Gray: Excellent, well, I’ll look to seeing you on Thursday then.
Goodbye.
Jackson: Goodbye.
office convenient sometime range
interested models difficult forward
do introducing demonstration

Discovering needs

Read the text and mark the customer’s requirements on the following check

list. Mark each point that applies.

We need a machine that is a completely portable, small, lightweight; small

enough to fit into the palm of a hand or a coat pocket, but powerful enough to
compete with a full-size model. We are looking for something that is visually
attractive; either a glossy finish in a bright colour, or matt-black. It’s got to be
tough, tough enough to stand up to constant use, and the controls must be covered
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up or protected. It will have to be adaptable for use in different temperatures and
with both batteries and an electrical current supply. As you know, the current var-
ies from country to country so an adaptor plug will have to be supplied. We re-
quire a first delivery of about 5 thousand and want it as soon as possible...

portable fixed heavy lightweight
small full-size constant use occasional use
glossy black matt black glossy colour matt colour
batteries mains electricity adaptor plug light-sensitive
cells
covered controls | exposed controls | different tempera- | constant tempera-
tures ture
5000 10000 immediate delayed delivery
delivery

Look at the text and underline the verbs used by the customer to express his
requirement. The first verb to underline is need. Now use the underlined verbs to
ask your customer about his needs.. Write down your question.

Example: Do you need a machine that is completely portable?

Another way of asking specific questions is to make a statement and add a
question phrase at the end. If the statement is about a situation in general, you use
the Present Simple tense. The question phrases used with the verb ‘to be’ are isn 't
it? isn’t he? isn’t she? aren’t you? aren’t we? aren’t they?

Example: Your company is interested in export, isn’t it?

You are responsible for purchasing, aren’t you?

Now complete these questions:

1. Running costs are a problem, ?

2. They are your biggest competitors,

3. Seasonal fluctuation is a problem,

4. Your corporate image is very important,

5. We are in agreement about your needs,

6. The 606 is difficult to operate,

7. These new components are overpriced, ?

O D D o Y

If the question is about the situation in general, and the verb is not the verb
‘to be’, the question phrase is doesn’t it? doesn’t he? doesn’t she? don’t you?
don’t we? don’t they?

Example: The old models sometimes malfunction, don’t they?
You generally buy from Exovac, don’t you?
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Now complete these questions:
1. You usually use imported components, ?
2. You sometimes have trouble with servicing, ?
3. They sometimes deliver late, ?
4. We always deliver on time, ?
?
?
?

5.Your customers complain about the quality,
6. The current model costs a lot to adapt,
7. This product outsells its rivals,

If you are talking about the immediate present, you use the Present Continu-
ous tense, with the same question phrase as for the verb ‘to be’.
Example: You are considering a charge, aren’t you?
They are developing a new system, aren’t they?

Now complete these questions:

1. The government is imposing import restrictions, ?
2. Some of your machines are becoming obsolete, ?
3. Consumers are changing their buying habits, ?
4. Your main competitor is cutting his prices, ?

5. You are improving your retail network,
6. We are working in the same field,

Responding to customers’ needs

Below you will see some customers’ requirements and some responses to the
salesman. Match the response with the need in each case.
Example: We are looking for something that is not too fragile and not too
difficult to operate.
Our product is very strong and durable and extremely simple to use.

Needs
1. We require supplies of these products very urgently.
2. I need some details on paper to show the technical department.
3. We have got to save money on operation costs and save time on mainte-
nance.
4. We are not prepared to pay more than the market price.
5. We want something new.

Responses
1. This is the very latest design and incorporates the most up-to-date technol-
ogy.
2. I think you’ll find that our prices are most competitive.
3. I have all the specifications and technical data right here.
4. It is very economical to run and easy to maintain.
5. No problem. We can guarantee delivery within three weeks.
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At the trade fair
When you offer something to a client or customer, you say: Would you like?
Example: Would you like a brochure / to meet our representative / me to in-
troduce you to our agent?

Now offer your client the following, using ‘would you like’?
— free sample

— talk to / our technical specialist

—me / show you our stand

— our salesman / call on you

— demonstration

— discuss prices and terms

—us / contact your purchasing department

— see some less expensive models

— catalogue

— leave your company name and address with us

Tell the customer using Would you like. ..
Example: Offer him a free sample. — Would you like a free sample?

1. Offer him a free trial. —
2. Ask him if he’d like to visit our factory. —
3. Offer her a free demonstration tomorrow morning, —
4. Offer to send his head office a price list. —
5. Ask him if he’d like to discuss performance guarantees. —
6. Offer to talk to the local agent about reciprocal trading, —
7. Offer him help with staff re-training. —

Closing the sale
When we are talking about conditions we often use sentences made up of two
parts. In one part we use the word ‘if” with the Present Simple tense; in the other
part we use the Future tense with ‘will’.
Example: 1f you settle promptly, we will give you a 5% discount.
If you have any problems, our local agent will handle them.

Practise making sentences like these from the phrases below.
Example: agree to our terms / arrange free delivery for 3 months
If you agree to our terms, we will arrange free delivery for three
months.

— pay in hard currency / guarantee no price increase for 18 months

— take over 2000 units / grant you a discount

— place a regular order / send you the first consignment free of charge
— give us all your business / offer you a buy-back facility

— share the advertising costs / assist you in promoting the product
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Future relations

Look at the conversation between Mr Dipak and Mr Svage and fill in the gaps
with the phrases listed below.

Dipak: Well, that takes care of the financial details.
Savage: Yes, I think so, I’ll complete the order form on your behalf and our
Accounts department will send a pro forma invoice
Dipak: Well, I think that’s everything; it’s been an interesting meeting ...
Savage: Yes, indeed. Now, regarding . I’'1l arrange for our
service department to contact your technical people to agree a
timetable for inspection and maintenance visits.
Dipak: Will you be coming to see us yourself?

Savage: Well, I expect to be visiting your country , but ,
I’1l make sure our local agent calls in . We will send you a
and details of any direct from head office.

Dipak: Fine, fine...
Savage: Well, it’s been a pleasure doing business with you and I look forward
To seeing you again

— product-range update
— in due course

— after-sales service

— price movements

— from time to time

— in the meantime

— in the very near future
— on a regular basis

Look at the phrases above. Match the explanation to the phrase.
— very soon

— follow-up maintenance, replacement or repairs

— every week or every month or every three months

—now and again

— while we are waiting

— price increases or cuts

— changes in the products available

— at the proper time
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Tema 2. [NpeseHTauuns pesynbTaToB NpodeccnoHanbHOU
N HAay4YHOW OeATEeSNIbHOCTHU

Making requests
When you ask permission to do something, start your question with May I
0
Example: May I see the warehouse?
When you want someone else to do something, start your question with Could
you ...?
Example: Could you show me the computer?

Mr Olsen is visiting the Petrochemical Production Centre of Magnochem, the
production supervisor, Mr Pettit, is showing him around. Mr Olsen has made a
note of some of the things he wants to do. Look at the entries in the notebook and
ask Mpr Pettit’s permission using May | ...?

Example: visit / loading bay

May I visit the loading bay?

1. visit / recycling unit

2. talk / plant manager

3. look round / crystallization plant
4. see / product samples

5. examine / new pumps

Mr Olsen has also made a note of some things he would like Mr Pettit to do.
Turn the notes into requests, using Could you ...?
Example: toolroom / show me
Could you show me the toolroom?

6. computer room — show me

7. inspection system — describe

8. separation process — explain

9. meeting / production director — arrange
10. storage area — take me round.

Dealing with requests
If the answer to a request is ‘yes’, you can say:
— Certainly!
— With pleasure!
— Of course!
— Right away!
If the answer is ‘no’, you must be polite:
— I’m afraid that is not possible.
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— I’m afraid Mrs Kennedy is not available.
Now complete the dialogue:
Visitor: Could you show me the production line?

You: (Yes!)
Visitor: May I visit the dispatch department?
You: (Yes!)
Visitor: Could you arrange a meeting with the Chief Engineer?
You: (No!)
Visitor: May I see your production schedules?
You: (Yes!)
Visitor: May I go inside the cooling unit?
You: (No!)
Visitor: Could you tell me where the toilets are?
You: (Yes!)
Visitor: Could I bring a group of people to visit the plant?
You: (No!)

Talking about schedules
To talk about something that generally happens, we use the Present Simple
tense. When we talk about something that is happening now, or in the real present,
we use the Present Continuous tense. We make this tense with the verb
‘to be’ and the ‘-ing’ form of the main verb.
Example: We generally run at 88% of our capacity, but at the moment we are
running at 91%.

Complete the following sentences with the correct tenses.

1. We never 100% efficiency, but this month we for 98%. (get /

aim)

2. Although we generally good results, we with a new

loading system. (get / experiment)

3. At the moment we to balance the plant load, although we always
some machines. (try / under-utilize)

4. Because we constantly from stoppages, we a com-

pletely new system. (suffer / adopt)

5. Our experts currently the efficiency of the machines

that we most often . (measure / rely on)

6. We occasionally problems with overloads, so this month we
the job sequence. (have / change)

7. At present the sales department a list of priorities for the jobs we

regularly. (prepare / perform)
8. The machines rarely , but the welding machine today.

(malfunction / malfunction)
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The department’s performance
Mr Vennonen, the company’s Public Relations Assistant, is interviewing the
Production Supervisor for an article on productivity for the company newsletter.

Well, I can give you a few figures which may help you — for example, we run
our machines at 150 hours per week at a throughput of 44 units per hour. On
average we produce 355 finished articles per shift. So weekly output is over 6,500
units. Our machine utilization is very good — an average of 86.5%, that is, 9%
better than the average for last year.

Every month we have supervision and maintenance costs of about $22,000
and total monthly production costs average out at $68,000. Nevertheless, last
month we had a profit of $104,000 which is 6.3% up on the previous month.

Mr Vennonen’s boss, the company Public Relations Officer, is asking ques-
tions about production. Answer his questions, just give the figures.
Example: What’s their throughput per hour?
Forty-four units.

Boss: O.K., tell me; how many articles do they produce per shift?

You:

Boss: How many a week is that?

You:

Boss: I see, what is their machine utilization?

You:

Boss: M-m-m O.K., what is the weekly machine running time?

You:

Boss: What was their profit last month?

You:

Boss: What sort of increase does that represent over the month before?

You:

Boss: I see, now about monthly production costs; what is the average total?

You:

Boss: Good, and finally, how high are their monthly supervision and mainte-
nance costs?

You:

Boss: Fine. Thank you.

Talking about purchasing
The Purchasing Manager is talking about his job. Read this account and fill
the gaps with words from the list below.

I am in charge of , and it is my to monitor the
,as well as with other departments within our ,
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such as the , and departments. I

have to decide which to buy and components from, depend-
ing on , quality and service. I also have to make the deci-
sion, in other words whether to manufacture a or component ourselves, or
to from an outside

make-or-buy / parts / responsibility / source / price / raw materials / liaise /
buy in / purchasing / market / company / quality control / accounts / supplier /
marketing / stock control

Purchasing terminology
The Purchasing Manager is still talking; try to match the underlined words
and phrases with the explanations below.

Sometimes we operate a sole supplier contract (1) whereby we use only one
supplier for a fixed period. Generally, however, we prefer to use a large number
of suppliers (2) fro our approved suppliers’ list. We usually place single orders at
a negotiated price (3), but sometimes we get involved in advance orders at a fixed
price (4) for certain commodities.

Apart from ordering, I have to put out orders for tender (5), arrange reciprocal
trading (6) and maintain our own company’s reputation (7) in the marketplace.

a) multiple sourcing

b) standing

¢) return contracts

d) buying forward / speculative buying
e) spot orders

f) single sourcing

g) encourage competitive bids

Can you match these phrases with the explanations below?

1. ’m sorry, but these prices are still out of line with your competitors’ prices.
2. We’re only passing on the increases which we have to pay.

3. But these prices are over the top.

4. Sorry, but we can’t cut them any further.

a) excessively high

b) reduce

¢) transferring to the customer
d) higher than
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Departmental functions
Quality control: raw material control, component control, product control,
machines control, process control, specifications testing.
Inventory control: raw materials, components, work in progress, finished
goods, safety stocks, stock records, spare parts,
re-ordering, storage.
Maintenance: repair, lubrication, cleaning, replacement, modification,
servicing.
Despatch (goods outward): loading, routing, backloading, transport,
shipment, delivery.

Complete the statements below by choosing the best alternative answer. Be
careful: there may be two acceptable answers.

1. The dispatch department is also known as

a) warehousing b) goods outward c¢) goods inward

2. Inventory control could also be described as

a) stock control b) materials control ¢) quality control

3. Moving finished goods to depots, wholesalers, or customers is the job of

a) quality control, b) maintenance c) despatch

4. One of the main responsibilities of inventory control is to

a) repair machines b) maintain stock levels c¢) check products for
defects

5. Machines require periodic overhaults by

a) maintenance engineersb) quality control experts c¢) dispatch supervisors
6. The Quality Control department has to

a) carry out b) carry over c) carry off

inspection of products and processes.

7. Lubrication, cleaning and servicing of machines is performed in order to

a) cause breakdowns b) cause stoppages c¢) prevent breakdowns
8. Safety stocks are maintained in case of
a) overstocking b) delivery problems c) storage problems

9. Routing and blackloading (filling empty vehicles on return journeys) are im-
portant for maximum

a) economy b) efficiency c) difficulty
10. Future costs, prevention costs and appraisal costs (inspection costs) must be
a) maximized b) maintained ¢) minimized
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Tema 3. O dekTnBHas NMCbMEHHAA KOMMYHUKaLUS.
MoaroToBka Hay4YHOW OOKYMeHTaumn

Writing a research paper takes a lot of time and effort. It demands a thorough
knowledge not only of the subject you are writing about, but also of the strategies
for generating, verifying, substaintiating and proving ideas. It is necessary to fol-
low the structure, style, format and layout of the paper. The following guidelines
will help you by providing a step-by-step explanation of the research-writing pro-
cess.

GATHERING DATA AND WRITING SUMMARY NOTES

When reading papers written by other authors on the subject that is of interest
to you, you must write summary notes. There are two kinds of summary notes.

A summary condenses into a brief note the key ideas of a source. It is a concise
description of the material without a lot of concern for details. Summary notes are
very helpful when you deal with references to source materials, statistical data
and all kinds of facts on your specific topic.

A precis 1s a polished summary that in a few words expresses the key ideas
of an entire paragraph, section, or chapter. Writing a précis proves to be very
helpful when you review an article, a book or produce an abstract. To produce a
précis, condense the original piece of writing, reducing a paragraph into a sen-
tence, an article into a brief paragraph, a book into a page. Preserve the tone and
moods of the original (serious, skeptic, doubtful), do not take material out of con-
text. Always locate the source of your material.

Do you ever write summary notes? If not, are you going to start? Write a
preécis of a paper using the instructions given above.

ORGANIZING IDEAS

Most papers in various scientific disciplines have a similar organization pat-
tern — Introduction, Body and Conclusion. Research papers based on experiments
would include Introduction, Method, Results, Discussion / Conclusions.

When you write a research paper observe the following instructions:

Introduction: identify the subject of your research and narrow it to a specific
topic, provide background information, state the problem and the hypothesis of
research, provide theoretical basics of the study, formulate the thesis statement /
sentence.

Method: describe the subjects / participants of your study, the apparatus and
equipment used, the procedure followed.

Results: report on your findings, support them with statistical data, diagrams,
graphs, tables and figures, note whether your findings are consistent with the ad-
vanced hypothesis.
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Discussion / Conclusions: evaluate and interpret the results obtained, make
inferences from the results, discuss the implications of your findings. You can end
your paper with some reflections about the topic discussed, some suggestions for
further research.

When you start writing a paper, will you follow the instructions given above?
Will you eliminate or add new elements? Have you consulted your thesis supervi-
sor on this issue? If not, are you going to discuss it with him / her?

WRITING THE PAPER: STRUCTURE, LINGUISTICS AND STYLE

A research paper has physical and structural characteristics. The physical
characteristics consist of the title, the introduction, the main body parts and con-
clusion, which you write in indented paragraphs.

The title
When you start reading a research paper, its title is perhaps the most im-
portant part, because the key words in the title help you make a decision whether
the paper is of interest for you or not. Thus the title should not be very long and
general, but rather specific.
The title should always be relevant to the problem studied, and fit the paper.
It should provide code words which identify the main points of research.

Look through the journals on the subject of your research and find the titles
of papers that fit the requirements discussed above. Write down several titles for
your paper, discuss them with your fellow-students and choose the best one.

Introduction

When you write the introduction, you begin with a broad statement relating
to the subject of research and narrow it down to specifics, namely the thesis state-
ment / sentence of the whole paper. It is usually a single declarative sentence, the
assertion you make about the main points of your study. The thesis statement
helps both the writer and the reader. For the writer, it provides a definite frame-
work to follow in the rest of the paper. For the reader, it provides a guide for a
clear understanding of what to expect from the rest of the paper. Express your
thesis statement at the end of the introduction.

Think over and write a thesis sentence for your paper. Show it to your fellow-
students. Let them figure out what the subject and the reason for your research
are.

Body
The body of the paper should provide evidence in support of the thesis sen-
tence, each paragraph explaining one and only one aspect or the thesis. Begin each
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paragraph with a statement of the key idea in one sentence, which is called the
topic sentence, and explain or support it with details and evidence. There are sev-
eral ways of supporting the key idea and developing paragraphs — by describing,
classifying, providing statistical data and scientific evidence, analyzing causes
and effects, comparing and contrasting. The strategies are determined by the point
you want to make and the kind of information you have to work with.

Conclusion
The conclusion can be a summary of the introduction and the developmental
paragraphs of the body parts, which is usually done from specific to general — this
study to larger implications. But more importantly it should express your judg-
ment on the research performed and the results obtained, explain the findings and
/ or make suggestions for further investigation.

skekok

Structurally, a paper should have unity and coherence. Unity gives the writing
single vision, and coherence connects the parts. Your paper has unity when it talks
about one topic, step by step exploring it in depth. Your paper is coherent if all its
parts fit together, talk about the same topic, re connected logically and flow
smoothly from one to the other. To obtain this effect use cohesive devices.

Cohesive devices help readers follow a writer’s train of thought by connecting
key words and phrases through a paper. Among such devices are pronoun refer-
ences, same-word repetition, synonym repetition, sentence-structure repetition,
collocations. Transition words serve as a bridge, connecting one paragraph with
another. Transitions help readers anticipate how the next paragraph or sentence
will affect the meaning of what they have just read:

also, besides, furthermore, in addition — to add more thought;

first, next, finally, later, afterwards, in front, beyond — to arrange ideas in or-
der, time or space;

but, still, yet, however, on the other hand, nevertheless — to connect two con-
trasting ideas;

for example, in other words — to add an illustration or explanation;
in short, in brief, to sum up — to summarize several ideas.

List of phrases used in writing the introduction:

— During the past decade there has been increasing research into...

— In some theoretical studies...

— ...were able to provide a fully generalized, compact simultaneous solution
to...

— In particular, they employed ... for...

— ... 1s an important and common problem.

— It has become a canonical problem in the study of ..., providing a valuable
test for simulation methods or theoretical models.
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— In the previous paper ... we used a specific model for .,..

— The paper examines a method for ...

— Earlier descriptions of the ... assumed that ...

— However, detailed experimental studies of ... indicate that...

— The most rigorous treatments available are restricted to the ...

— Accordingly, we suggest that...

— To date a number of different interpolation techniques have been used in ...
— Several techniques have been used to investigate. ..

To make a brief review of related literature:

— There is a wide body of literature which suggests that...

— ... effects have received much attention.

— There were the limited number of studies conducted on...

— The listings of the program may be found in ...

— Examples are given in...

— Extensive field studies were undertaken by the scientists at...

To justify the need for your investigation:

— Thus heat transfer regime has received little attention...

— It 1s therefore important to establish the...

— Studies on the ... process have been and still are of interest because of the...

— In spite of significant recent advancement in the fundamental understanding
of ... several important aspects of the ... still remain controversial.

— ... investigations have been proved very valuable in ... but they do not give
a complete picture of..., since they eliminate...

— Most of the above investigations concentrated on the general effects of ...
and did not look carefully at the...

— There is still lack of knowledge of... Much further research is needed to
understand. ..

— There is still no complete knowledge of ...

— There are still many gaps in our knowledge of the problems of...

— We still know very little about the origin of ...

To state the purpose of the research:
— The objective of this study is...
— ...1s the primary purpose of the paper.
— The aim of this paper is to investigate the.,..

List of phrases used in writing the body of the paper:

Methods and Techniques
— The experiments were performed at...
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— The experimental set-up included...

— Two array configurations were used.

— The measurements ... were conducted using...

— The main experimental configuration is presented in Fig.1.

— The simulation starts with...

— The instrumentation and general arrangements were those described previ-
ously...

— All the experiments were carried out using a...

— The experimental work roll is fitted with an array of..., as shown schemat-
ically in Fig. ...

— The direct problem is solved using ... method.

— The following procedure is used to determine. ..

— Fig.3 summarizes the direct model and inverse approach.

— At any given time... the inverse algorithm determines...

— ... was verified by measuring the... at various axial locations.

— The device was similar in concept to that described by...

— The probe itself consisted of...

— ... was recorded by the computer for a set sampling rate and time.

— The outside diameter of the tube is taken to be...

— ... under steady state conditions.

Results

— The results of ... numerical calculations are shown in...

— Results indicated that...

-A schematic diagram of the system is shown in Fig.1.

— Charts / Tables / Figures show...

— From the graph it can be seen that there is good agreement between experi-
ment and theory for...

— The data cover a wide range of ... dimensions and operating conditions.

— When the same data in Fig. ... were compared to...

— As shown in Fig., the discrepancy between equation and the data is as much
as...

-The present correlation is in good agreement with most data.

— We can make several observations.

— Prior to applying the inverse procedure to experimental results...

— Two observations can be made for these plots.

— Fig.6 shows a scatter plot of...

— Table 4 summarizes the results...

— Results of the ... are presented in...

— As expected, the ... errors decrease with ... more rapidly.

— The fact that the ... errors are larger than the ... errors suggest one of two
things...

— Similar observations can be made about the behavior of the mean errors.
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— In general, there is no significant qualitative difference between the... and
... cases.

— The data are plotted in logarithmic form, for ease of comparison with...
paper.

— From Fig.10 it is estimated that...

— On the basis of these results it can be observed that...

List of phrases used in writing the discussion / conclusion:

— This research has attempted to...

— The original assumption was that...

— The findings of ...suggest that... is appropriate to...

— Analogous results hold for...

— One reason could be that...

— These results could be explained by assuming that...

— It is unlikely that...

— These findings suggest / imply / provide evidence that...

— Detailed understanding of... is still lacking...

— The method becomes even more efficient for the ...case.

— From a computational viewpoint...

— More significant though is the relative ease of implementing the... model
involving...

— In this context, these results are the same as those obtained from the...
method.

— The methods described here have more general application...

— It was observed that... does not have a significant effect on the performance
of the ... equations.

— The principal results and findings are as follows...

— Analyses of experimental data obtained during... demonstrate that the in-
verse procedure is capable of accurately predicting measured ... over significant
periods of time.

— The results from... were compared with results from...

— The model will be useful in the analysis of ...processes.

— A significant advantage of this theory is that...

— It should be noted that the results recorded here are very preliminary.

— Finally, an important conclusion follows from...

— It 1s a logical consequence of the fact that...

— It would be interesting to...

— Much further research is needed in the area of...

Proofreading the paper
If you write your paper by hand, always type the final manuscript, paying
special attention to the format and layout of your paper (margins, spacing, ar-
rangement of the text) and then proofread it. Read the paper several times to detect
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and correct all possible types of errors. A computer can be very helpful with
checking the spelling, grammar, and style.

Double-check in-text citations to be certain that each one is correct and that
each source is listed in the “Works Cited” or “References” page at the end of the

paper.

Acknowledging sources

After writing your paper, you should list your reference materials to give
credit to those sources, and to enable readers to consult the sources for further
information. You can label this page “Works / Sources Cited”, “Bibliography”, or
“References” depending on the character of items included — all works related to
the subject or only those quoted; printed works as well as non-print items, e.g.,
speeches. Although there is no universally agreed-upon system for acknowledg-
ing sources, first, write down name of author, next, title of publication, and then
publication source, date, and page. Alphabetize the entries according to the au-
thor’s last name.

An abstract

An abstract is a brief description of the paper. It summarizes the basic ideas
developed in the paper. The abstract, as well as the title, helps readers decide to
read or to skip the paper. Therefore, it should be accurate, concise, specific, ob-
jective and self-contained.

As arule, the abstract is placed at the beginning of the paper, below the title.
It is written last, when the final version of the paper is produced.

Providing an abstract in English will give your work a much higher profile
outside your own country and make it much more accessible to international
workers in the same field.

There are two types of abstracts: informational and descriptive.

Informational abstracts, which usually follow a similar order to a scientific
paper:

1. Provide communicative contents of reports.

2. Include purpose, methods, scope, results, conclusions, and recommenda-
tions.

3. Highlight essential points.

4. Are short — from a paragraph to a page, depending upon the length of the
report (10% or less of the report).

5. Allow readers to decide whether they want to read the report.

Descriptive abstracts, which describe the publication itself (surveys, review
articles, book chapters), rather than report particular findings:

1. Tell what the report contains.

2. Include purpose, methods, scope, but not results, conclusions, and recom-
mendations.

3. Are always very short — usually less than 100 words.

91



4. Introduce subject to the readers, who must then read the report to learn /
study results.

Whichever type of abstract you write, follow the suggestions given below:

— Do not repeat the information given in title.

— Do not include in the abstract any facts or ideas that are not in the text;
eliminate unnecessary background information.

— Decide the degree of detail you include (especially for informational ab-
stracts).

— Use direct, straightforward English; reduce wordy phrases; avoid jargon.

— Use the past tense when describing what was done.

— Finally, revise the opening statement to emphasize the new information con-
tained in the paper.

List of phrases used in writing an abstract:

— A quantitative model is presented. ..

— It 1s shown that imaging effects are...

— The present model shows that...

— An upper bound of between... and ... is established for...

— By examining inherent structures for... it becomes clear that...

— ... are shown to have higher / lower indices than ... and to exceed conven-
tional bounds.

— ...were observed and studied under... conditions.

Read the paper you have written. Choose the most appropriate strategies,

words and phrases given above to write an abstract of your paper. Was it easy to
do? Explain why or why not?
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3AKIKOYEHUE

B ycnoBusx Gojee MmIOTHOTO COTPYIHHYECTBA C 3apyOEKHBIMHU TOCyJap-
CTBaMHU HMHOCTPAHHBIN A3BIK CTAHOBHUTCS Bce Oojee BocTpeOoBaHHBIM. OH wc-
MOJIB3YETCSl Ha JIEJNIOBBIX BCTpeYax, KOH(pEpeHIMsX, Ui Oo(pHUIMaIbHOM mepe-
nucku. byaymue npodeccruoHansl JOJKHBI 3HATh HE TOJIBKO HEMOCPEACTBEHHO
MHOCTPAHHBIH SI3bIK, HO U BCIO CIIEUU(PHUECKYIO TEPMUHOJIOTHIO JIETIOBOTO U MPO-
(deccnoHaNbHO OPUEHTUPOBAHHOTO MHOCTPAHHOTO S3bIKA.

[IpodunbHbl XapakTep MaTepHalia, Ha OCHOBE KOTOPOI'O MOCTPOEHBI BCE
TEKCThI U 33JIaHUsl Y4EOHO-METOANYECKOr0 OCOOUS K MPAKTUUECKUM 3aHITHUM,
croco0cTByeT (POPMUPOBAHMIO U PA3BUTHUIO Y CTYJIEHTOB CIIOBApHOIO 3amaca Ha
MHOCTPaHHOM (QHIVIMICKOM) SI3bIKE IO CTPOUTENIBHON TEMAaTUKE; HAaBBIKOB 4YTe-
HUS J1€JI0BOM KOPPECIOHICHIIMY C LIEJIBI0 MTOMCKa HEOOX0auMon nH(popMaluu,
[IEPEBO/IA JIEJI0OBOM KOPPECTIOHAEHIIMH C PYCCKOTI'O SI3bIKa HA AaHTJIMWCKUH, COCTaB-
JIEHUS PA3JIMYHBIX BUIOB ITHCEM JUISl BEACHUS IEPENUCKH.

[IpencraBieHHoe y4eOHO-METOAMUYECKOE MOCOOME K MPAKTUYECKUM 3aHs-
TUSM CIIOCOOCTBYIOT COBEPILIEHCTBOBAHUIO MCXOJHOTO YPOBHS BJIAJIECHHSI WHO-
CTPaHHBIM S3BIKOM M JIOCTIDKEHHUIO HE TOJBKO 0a30BOro, HO W MPOABHUHYTOTO
YPOBHSI KOMMYHUKATUBHON KOMIIETEHIIMH ISl TPAKTUYECKOTO IPUMEHEHUS HHO-
CTPAHHOTIO SI3bIKa B IPO(ECCUOHATIBLHOM AESITENIbHOCTH 10 HAIIPaBJICHUIO MOATO-
ToBKH 08.03.01 «CTpOouTEnbCTBO» U JANbHENIIEr0 cCaMO00pa30BaHUsI.

SI3pIKOBOM MaTepua, MOJ0KEHHBIN B OCHOBY y4€OHO-METOUYECKOTO TT0CO-
OUs K IPAKTUYECKUM 3aHSTHUSIM, TOTOBUT CTYJIEHTOB K COCTABJICHUIO Pa3IMUHOIO
poza AeI0BOM KOPPECIIOHACHIIMM U JTOKYMEHTALUH: HAIIUCAHUIO PE3IOME, aBTO-
ouorpaduu, opUIHATBEHBIX IMCEM 3alIPOCOB, 3aKa30B, IPEIJI0KEHUN, HAalIOMUHA-
HUI, pekiiaMaluii, NOATBEPKIECHUI KaK B TPaJAMLIMOHHOM OyMa)KHOM, TaK U B
JIEKTPOHHOM BH/IE.

Hcnonp30BaHue JaHHOTO Y4EOHO-METOAMUECKOTr0 TOCOOUSI K MPAKTUUECKUM
3aHATUAM JUKTYETCS LENsIMU U 3aJladaMH COBPEMEHHOr0 O0Yy4YEeHHs] HHOCTPaH-
HOMY SI3bIKY, & IYMEHHO — (JOpPMHUpPOBaHUE HaBbIKA IPO(ECCHOHATBHOI TOTOBHO-
CTH Ha MHOCTPAHHOM sA3bIK€. OpUTHMHAJIbHBIM TEKCTOBBIM MaTepual METOAUYE-
CKHMX YKa3aHHM HOCUT IpO(eCcCHOHAIBbHO-HANPABICHHBIA XapaKTep U CHOCo0-
CTBYET (POPMUPOBAHUIO MPOPECCUOHATBHOW MOTUBALIUU OyIyIIEro CTPOUTES.

ABTOpBI HAJECIOTCA, YTO NPEAJIOKEHHOE YU4eOHO-METOAMYECKOe Mocodue K
PAKTUYECKUM 3aHSITHSIM OKAXKET PEaIbHYIO0 NMOMOIb HE TOJIBKO CTYAEHTaM, HO
U BBIIIYCKHHUKaM B IIJJaHE KOMMYHUKALIUU B cpepe nNpodeccCuOHAIbHON AesITeNb-
HOCTH.
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