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3arajbHi M0J0KeHHS

3aBiaHHs JI0 MPAKTUYHUX 3aHATH MPU3HAYCHI IS CTYJICH-
TiB 3 JOCTaTHHO BHCOKHM MOBHHM PiBHEM 1 TIEBHUM OOCSTOM IIpO-
(eciiinux 3HaHb. BOHU MICTSTH JEKCHYHUN Ta HaBYAJILHUI Mare-
pian ams OBOJNIOAIHHS CHENU(IKOI0 MepekiIany IiIoBOi KOPECHOoH-
JICHITIT, HABUYKAMHU aHOTYBaHHS Ta pedepyBaHHS TEKCTIB, CKIaH-
HS 0COOMCTHUX TarepiB, MiATOTOBKH I0 HAYKOBUX KOH(MEPECHITIH.

PoboTa ckmamaeTbes 3 YOTUPHOX YacTHH. Matepiaia 103BO-
Jsie 03HAMOMHUTHCS 13 3pa3KaMH JIOBHX JIUCTIB, PE3FOME Ta OCO-
OMCTHX TamepiB, IO MOMAIOTHCA Ha 3700yTTS mocamau. HacrymHi
JOKYMEHTH CYIPOBOKYIOTBCSI 3aBAaHHSIMU JUII  OBOJIOAIHHS
HEeOOX1IHUMH HaBHYKAMU 3a BIAIOBIIHOIO TEMOIO.

VY 3aKiIrOYHIA YacTHHI PO3TISINAIOTHCS MOXKIIMBI CHUTYAIl,
IO CTOCYIOTBhCS MpPOBEIEHHS HAyKOBUX KOH(epeHHiil Ta ydacTti B
HUX: BapiaHTH BIAMOBIJCH HAa CKIAJHI 3alMTaHHS, PEKOMEHMAAIli
IIOI0 HATTUCAHHSI IOTIOBiIeH.

CucreMa 3aBiaHb Ma€ CKEPYBaTH CTyJICHTA Ha OCMHUCIICHE
OBOJIOZIIHHSI CIICLIaJIbHOKO JICKCHKOIO, PO3MIMPEHHS 1 30aradeHHs
MOBHHUX HaBHYOK.

3aBganas cHopMyIIbOBAaHI TaKUM YHUHOM 1 y TaKidl IOCIi-
JIOBHOCTI, 11100 aKTHUBI3yBaTH MPOIEC CAMOCTIHHOIO OIpaIfOBaHHSI i
3aCBOEHHS HEOOXiTHMX U OBONOAIHHS mpodecieto 3HaHb. Bennka
yBara TPUOUIAETHCS THUM THUIAM pPOOOTH, SKi CHOpSIMOBaHI Ha
PO3BHTOK aHAIITHYHOTO MHCIICHHSI.



Unit 1. BUSINESS CORRESPONDENCE

Divide into groups of two or three and make up a list of
about 10 reasons of writing letters. Brainstorm the reasons of writing
in business world.

All the reasons mentioned will help you to understand the
role of business correspondence.

Step 1. Business Letters
Definition of a Business Letter

The business letter is the basic means of communication
between two companies. It is estimated that close to 100 million
business letters are written each workday. It is a document typically
sent externally to those outside a company but is also sent internally
to those within a company.

Most business letters have a formal tone. You should write
a business letter whenever you need a permanent record that you
sent the information enclosed. Because you generally send business
letters to other professionals, always include a formal salutation and
closing.

Purpose of a Business Letter

You will write business letters to inform readers of specific
information. However, you might also write a business letter to
persuade others to take action or to propose your ideas. Business
letters even function as advertisements at times. Consider the letters
long-distance phone companies send to those not signed up for their
services or the cover letter to your resume. Both of these serve to
promote or advertise.

Business letters can be challenging to write, because you
have to consider how to keep your readers' attention. This is
particularly the case if your readers receive large amounts of mail
and have little time to read.

Writing business letters is like any other document: First
you must analyze your audience and determine your purpose. Then
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you gather information, create an outline, write a draft, and revise it.
The key to writing business letters is to get to the point as quickly as
possible and to present your information clearly.

Determining your Audience Type
Writers determine their audience types by considering:

Who they are (age, sex, education, economic status,
political/social/religious beliefs);

What level of information they have about the subject
(novice, general reader, specialist or expert);

The context in which they will be reading a piece of writing
(in a newspaper, textbook, popular magazine, specialized journal, on
the Internet, and so forth).
You'll need to analyze your audience in order to write effectively.

1. Look at the following letters. Can you tell the difference between
them?

Letter 1.

CynyTHuk-3B’a30k Jlimiten
17, Byn. HobpomroboBa, XapkiB-77, Ykpaina

ITanosuuii nane/ [lanoBHa naui!

13 tpaBus 2000 poky o 19 romuHi B NpUMIIIEHHI HAIIOTO LEHTPAILHOTO
odicy BimOyIayThCsl ypOuMCTI 300pu Ta OaHKET, MPUCBSIYCHI PIYHHMII
CTBOPEHHSI HAIIIOTO CIUJILHOTO MiINPHUEMCTBA.

3anponryroThes Bei, XTO OpaB y4acTb Y CTAHOBJICHHI ITiIIPHEMCTBA.

Bxin y BeuipHpoMy BOpaHHI.

[Ipocumo BiamoBicTH A1t OTpUMaHHS OQIIIIHHOTO 3aMPOIICHHS.

3 moBaroro,
I'eHepanbHUN AUPEKTOP C. A. Bposko




Letter 2.

16" of July 2000

My dear Mary

This is just a note to ask you if you and Nick are free in the evening of July
25.

We’re going to have a little party at our place with ice-cream, music and
all, for a wooden wedding is not a joke!

Do get in touch soon and tell if you can make it.

Love,
Pete and Sarah

2. The chart give you an idea of difference in structure and wording
of ordinary and business letters both in English and Ukrainian.
Complete the chart by the missing English and Ukrainian version.
Pay attention to the first column of the table.

Letter 1 Letter 2
17, eyn. Jobponobosa,
Address Xapic)gg—%, SI;Kpai'Ha B
Date
Greeting My dear Mary
13 mpasns 2000 poky
Date and place of 0 19 200uni 6 npumingenni
invitation HAWO020 YEeHMPAIbHO20
oicy
Reason of invitation
People invited
Type of meeting a little party
Request to answer
Closing




Now consider a scheme of a Ukrainian document. Translate it in
English.

Embnema dhipmu I'pud odmexeHoro nocrymy
Hasga ¢ipmu I'pud 3aTBEpmKEHHS
IOpuanyna aapeca dipmu: Anpecu

BYIL., OY[I., MICTO, iHJICKC,

Tell., (haKc, po3paxyHKOBHH Pe3zomromnis

paxyHOK y OaHKy

Bun noxymenra
Hara Ne
Ha Ne Bij

3aroy0BOK J0 TEKCTY

[TouaTok TekcTy (3 ab3airy)

TEKCT
Jomatok
TTocaga ocodu, miamac  Im’st a0o iHimia M, Ipi3BHIIE
sIKa MiJnucana J0KyMEHT reyaTka
[IpizBuie BUKOHABLS 1 TesieoH
BinMiTka mpo BUKOHAHHS Binmitka
JIOKyMEHTA 1 HarpaBIeHHS PO HAJIXOKECHHS

Ha po3risiag




Note, however, that a lot of companies have their own individual
systems.

Structure and Presentation

Business letters in different countries are identical. As a rule
a business letter written on the firm form, consists of such elements:
sender’s address; date; references; inside address (or receiver’s
address); salutation; subject; introductory paragraph; body of the
letter; complimentary close; signature; per pro; company position;
enclosure.

Let’s examine some features of a simple business letter.

Sender’s address. In correspondence that does not have a
printed letterhead, the sender’s address is written on the top right-
hand side of the page. In the UK, in contrast to the practice in some
countries, it is not usual to write the sender’s name before the
sender’s address.

Date. The date is written below the sender’s address,
sometimes separated from it by a space. The month in the date
should not be written in figures as they can be confusing; for
example, 11.1.93 means 11™ January 1993 in the UK but 1*
November 1993 in the USA. In the USA the date may indicate the
month first, then the date and then the year, so 15 April 2002 will
look as 04.15. 2002 or 04/15/2002. Nor should you abbreviate the
month, e.g. Nov. for November, as it simply looks untidy.

Inside (or receiver’s) address. This is written below the
sender’s address and on the opposite side of the page. If you know
the surname of the person you are writing to, you write this on the
first line of the address, preceded by a courtesy title and either the
person’s initial(s) or his/her first given name, e.g. Mr J.E. Smith or
Mr John Smith, not Mr Smith.

Courtesy titles used in addresses are as follows: Mr is the
usual courtesy title for a man. Mrs is used for a married woman.
Miss is used for an unmarried woman. Ms is used for both married
and unmarried women and it is a useful form of address when you
are not sure whether the woman you are writing to is married or not.

Receiver. Writing and translation of addresses used to make
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some difficulty since Slavic and English layouts are not the same.
Now one should mind that they have become almost the same for
both home and international correspondence in Ukraine

Compare the following:

IBanoBYy A. A. Ms Paul Smith

l'onosi komnanii “Canrana-Tpeiiniar” (The) Sales Manager of
45, Byn. [laHiIeBCHKOTO Union Trading LTD
61007, XapkiB-7 7 Carswood Street
VYkpaina Redhill

Surrey TQ1 6 BD
Great Britain

In English the number of the building precedes the name of
the street without comma. In translation it is not recommended to
render Ukrainian or Russian eyauys, niowa, yauya, niowads by
English street, square, etc. and vice versa to avoid confusion in mail
delivery. So, Bymums JlanineBcekoro in English will be Vulytsia
Danylevskogo, not Danylevsky or Danylevskogo Street as well as
Carswood Street will be Kapcyn Crpir, not Bynuns Kapcsy .

Salutations. Dear Sir opens a letter written to a man whose
name you do not know. Dear Sirs is used to address a company.
Dear Madam is used to address a woman, whether single or married,
whose name you do not know. Dear Sir or Madam is used to
address a person of whom you know neither the name nor the sex.
When you do know the name of the person you are writing to, the
salutation takes the form of Dear followed by a courtesy title and
the person’s surname. Initials or first names are not generally used in
salutations: Dear Mr Smith, not Dear Mr J. Smith or Dear Mr John
Smith.

References. References are quoted to indicate what the
letter refers to (Your Ref.) and the correspondence to refer to when
replying (Our Ref.).

The first paragraph says why you are writing. In the first
paragraph you will thank your correspondent for his letter (if
replying to an enquiry), introduce yourself and your company if
necessary, state the subject of the letter, and set out the purpose of
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the letter.

The middle paragraphs say what you want or what you are
doing (the real reason for writing the letter). This is the main part of
your letter and will concern the points that need to be made, answers
you wish to give, or questions you want to ask. It is in the middle
paragraphs of a letter that planning is most important, to make sure
that your most important points are made clearly, fully and in a
logical sequence.

The final paragraph is a polite ending. When closing the
letter, you should thank the person for writing, if your letter is a
reply and if you have not done so at the beginning. Encourage
further enquiries or correspondence, and mention that you look
forward to hearing from your correspondent soon.

Complimentary closes. If the letter begins Dear Sir, Dear
Sirs, Dear Madam or Dear Sir and Madam, it will close with Yours
faithfully. 1f the letter begins with a personal name — Dear Mr
James, Dear Mrs Robinson, Dear Ms Smith — it will close with
Yours sincerely. Avoid closing with old-fashioned phrases such as
We remain yours faithfully, Respectfully yours, etc. The comma after
the complimentary close is optional.

Signatures. Always type your name after your handwritten
signature and your position in the firm after your typed signature.

Per_pro. The term per.pro (p.p) is sometimes used in
signatures and means for and on behalf of.
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Enclosures. If there are any enclosures, e.g. leaflets,
prospectuses, etc., with the letter, these may be mentioned at the
bottom of the letter, and if there are a number of documents, these
are listed.

The main 9-blocked layout looks the following way:

1.Company name

2.References

3 Receiver

4 Date

5.Salutation

6. (Indentation (ab3arHuii BigcTy))

7.Close

8.Name and Title

9.Enclosures (Enc.)
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Step 2. Word list and word combinations used in business

correspondence

There are some formal phrases widely used in business
letters. Using them you tune the reader into the appropriate mood
and make your communicative task easier.

Ilouamok nucma

Il1axoBHi maHi 1 maHose!

Mu otpumainu Bai jucr...
Hsxyemo 3a jucr . . .

Bamwr nucr, B sskomy Bu
MIPOCHUTE TIPO... (3 BUMOTOIO
Tpo...), MU YBaXKHO
PO3TIISHYJIH. ..

V Biamnosiae Ha Barr sguct Bif...
TTocumarouricy Ha Bamr auct
BiJI...IIOBIJOMIISIEMO, II10...

Mu pani noimomutu Bam
MIPUEMHY HOBUHY...

OjHak MY IOBHHHI Harajatu
Bawm, m10...

I3 Baroro aucrta My Ii3HaIUCA,
10...

Ha miprBepmxenns tenedakcy
BILI. ..

IIpocumo BuOadeHHS 3a
3aTpUMKY 3 BIIIOBLIIIO Ha Bar
JIUCT...

Bynp-nacka, mpuiimiTh Hari
BHOAYEHHS 34 ...

B nepury uepry...

daxTHyHoO...

Mu noBuHHI TTI0BiHOoMATH Bac
PO HEMOXKJIMBICTH BUKOHATH
Bae npoxanss...

Opening Phrases

Dear Sirs,

We have received your letter ...
We thank you for your letter of...
We have given proper attention to
your letter where you ask us to
do... (with the request/demand
of...)

In reply to your letter of...
Referring to your letter of... we
inform you of...(that...)

We are glad to share good news
with you...

We are sorry (we regret) to have
to remind you that...

We learn from your letter that. . .

In confirmation of your fax of...

We apologize for the delay in
answering your letter...

Please, accept our apologizes
for...

First of all (In the first place...)
In fact (Actually; Virtually)...
We have to inform you of our
being unable to meet your
request...
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3mict Barroro Tenekca aerio
3/IMBYBaB HaC...

Ham HeoOxiaHo Haranatu Bawm...
Bawm, 3BHruaiino, BizmomMo, 1io...
JloraeMo KOIIiro JIMCTa BiJT
¢ipmu Bif...

Cnonyuni enemenmu aucma

Hemae cymmiBy, 110...
Mu BEBHEHI, IIIO...
Bapto 3ayBaxury, 10...
Baaxaemo 3a motpiOHe
BiA3HAYNTH...

Mu 6ynu 0 pani MaTu
MOXITUBICTb...

Kopucryrouncs Haronoro,
Haragyemo...

3BepraemMo Bamry yBary Ha Toii

¢axkr, 1o...
V 3B’A3KY 3 BUIIIECKA3aHUM...

Inakmre My Oy1eMO BUMYIIICH. ..
[[Tono Bamoro npoxaHHs...
Crpasa B TOMy, TI10. . .
Heo06xiaH0 BU3HATH, II10...

Jlo cux mip MU HE OTpUMAITH
BiITIOBII. ..

Mu He nopinsiemo Bamry nymky
Ha IIACTaBl TOro, 1IO...

V Bumnanky Baroi BinmoBw...
3rifHO TOJJAHOTO KOHTPAKTY...

Jani Bu Haromnornyere Ha...

The contents of your telex was a
sort of a surprise for us...

We have to remind you that...
You are no doubt aware that...

We enclose (are enclosing) a copy
of the letter we got from the firm
on...

Binding Phrases

There is no doubt that...

We are sure that...

We find it necessary to note...
We find it necessary to note...

We would/should be glad to have
an opportunity...

We are taking the opportunity to
remind you... (Taking the
opportunity, we remind you...)
We'd like to draw your attention
to the fact that...

In connection with the above
said...

Otherwise we shall have (to)...
As regards your request...

The matter/The point is that...
We have to admit that...

Up till now we have received no
reply. . .

We do not share your point of
view for the following reasons...
In case of your refusal...

In accordance with the contract
enclosed...

Further you stress that...
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Ilpuxinuyesi ghpazu

Yekaemo Ha Bamry 3rogy
(T aTBEpHKCHHS, CXBAJICHHS). .

UYekaemo Ha mpuOyTTs Bammx
MIPEJCTaBHUKIB JUTS TTOJAITBIINX
IIEPETOBOPIB...

Bynemo BasiuHi 3a MIBUIIKE
BHKOHAHHS HAILIOr'O
3aMOBJICHHS. ..

3ameBHsieMo Bac, o Oyme
BXKHTO TEPMIHOBHX 3aXOJIiB JIJIs
BUITPABIICHHS CTAHOBUIIIA. ..
Maemo Hafio Ha
criBpoOITHULTBO 3 Bamm. . .

Mu 6yaemo Bawm Brisiani 3a
IIBUJIKY BiJTIOBiMb...
Crio1iBaeMOCh Ha MIBUIKY
BIIIOBIOb...

ITpocumo 3BepTaTHCs 10 HAC
PO JIOTIOMOT'Y, SIKIIO Taka Oyie
noTpibHa...

3 moBaroxo...

Closing Phrases

We are looking forward to
receiving your consent
(confirmation, approval)...

We are expecting your
representatives to arrive for the
further talks...

Y our prompt execution of our
order would be appreciated...

We assure you that we shall take
prompt actions to remedy the
situation...

We hope to maintain cooperation
with you...

Your early reply will be
appreciated...

We are looking forward to
hearing from you...

If we can be of any assistance
please do not hesitate to contact
us...

Yours faithfully,

Faithfully,

Truthfully yours,

Yours sincerely.
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1. Complete the chart by the missing English, Russian or Ukrainian

version of the phrase.

Opening phrases

Thank you for the letter
of (date)

/{axyro Bam 3a nucm
80...

We have received your
letter of... and have
pleasure in giving you
\full information on...

Mui nonyuunu Bawe
NUCOMO OM... U C
y008016CMBUEM
npedocmasisiem Bam
NOAHYI0 uHopMayuio o...

1 refer to your letter
dated...

3 npusody Bawoeo
aucma io...

In reply to your letter
of... we wish to inform
you...

B omeem na Bawe
AUCLMO ONL... Mbl
ungopmupyem Bac...

Tuwem Bam c yenvio
coobwums oemanu no

Iuwemo Bam, w06
nosioomumu oemai

10800Y... 3 NpUB0oy...
I am writing to make you Iuwemo Bam 3
an offer of ... Memor
3aNpPONOHY8aAMU. ..

Obpawaemcs k Bam co
CReYUanbHbIM
npeonodceHuem
credyowezo. ..

3sepmaemocs 0o
Bac 3i cneyianvror
NpPOnoO3UYIEIO
HACYNHOZ2O...

Thank you very much for
the order received this
morning.

bracooapum Bac 3a
3aKa3, NOJLYYEeHHbII HAMU
Ce200HsL YMPOM.

Many thanks for sending
us an order for...

/[axyemo Bam 3a
pO3MIWeHHA Y Hac
3AMOGIEHHS HA...

We are writing to
confirm our
arrangement...

Hacmoswum nucomom
noomeepacoaem Hauty
002060pPEHHOCII. ..

IIpocum npowenus 3a...

IIpocumo subauenns
3a...

Please accept our
apologies for...

Ipumume nawu
U3BUHEHUS 3d...

We very much regret to
say that

Tlosioomnsemo Bac,
Wo Ha npeseuKuil
JHCATD. ..

Kpatine coorcaneem o
3adeporcke...

[[yoice wKoOdyemo 3
npusooy

3AMPUMKU...
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Here are some other basic business letters which you will
find useful for typical English business correspondence: Official
letters, Informal letter, Letters of Thanks, Letters of Congratulation,
Letters of Condolence, Letters of Introduction, Making a Sale,
Placing an Order, Making a Claim, Adjusting a Claim, Making an
Enquiry, Writing a Cover Letter when Applying for a Job.

There are some examples of these letters:

Letters of Thanks

If you have received the hospitality of a friend, for a
weekend or longer, courtesy requires you write a note of thanks
within two or three days after your return home. The fact that you
soon and enthusiastically thanked your hostess before leaving does
not count. You must express your appreciation in writing. This is a
so-called 'duty’ note which is expected of you (which you must
write). It has become known as a 'bread-and-butter' letter because it
thanks hostess for the hospitality she has provided.

Here is an example:

Dear Mrs. Novak,

I’d like you to know how much the week-end at your lovely house in
Southampton has meant to me. I not only enjoyed myself immensely, but |
feel relaxed and refreshed as I have not it in months. Many thanks to you and
Mr. Novak for asking me.

Sincerely,
Ivan Brovko

Letters of Congratulation

Letters of congratulation should be cheerful messages. They
may be brief and formal, or they may be chatty and informal —
depending on the circumstances. It may be congratulation on winning
an honour or distinction, etc.
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Dear Mr. Walley,

My warm congratulations to you on your election as President of the State
Medical Association. It is a fine tribute from your colleagues, and a reward
you richly deserve for your many years of splendid service to the profession
and to the people of the state.

My very best wishes to you.
Sincerely yours,
Ivan Brovko.

Letters of Condolence

A letter of condolence should be written promptly as soon as
you hear the news and before shock of it has worn off. Put down
simply and truthfully what you think and feel at that moment.
Remember that the three most essential qualities of a good condolence
letter are tact, sincerity and brevity.

Dear Miss Smith,

Please accept my very deepest sympathy on the death of your father. I can well
appreciate what a great loss this must be to you.

Sincerely yours,
Irena Levina.

Letters of Introduction

Note that a letter of introduction is offered, not requested.
Make it a point never to write a letter of introduction unless you know
both persons intimately and well.

Write the letter briefly and to the point. The letter should
give the name of the person being introduced, the reason or purpose
for the introduction, and any other information that is relevant or
important. A letter of introduction may either be handed to the person
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for whom it is written, to be presented personally, or it may be sent
through the mail. If it is to be delivered personally, the envelope
should be left unsealed. However a second and private letter may be
written and sent by mail, giving more information about the person
who is on the way with a letter of introduction.

For example: to be presented in person.

Dear Mr. Cool,

The bearer of this letter, Mr. Kirill Levin, is a friend of mine who is visiting
your city on business.

Anything you can do to help him will be a kindness much appreciated by
him and, I need hardly to say, by me.

Yours sincerely,
Nikolay Zotov

Official letter

Dear Mr. Bright,

A mutual friend, Mr. George Splint, has advised me to get in touch with
you.

I am working on a thesis on English history of the seventeenth century. As
you are an expert on this period I would be most grateful if we could meet.
I should be very glad if you would have dinner with me at the Kensington
Garden Hotel at 7 p.m. on Wednesday, June 27th.

Yours faithfully,
Peter Resin.
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Informal letter
A. If the letter is addressed to an individual.

Dear Ivan,

In the next day or so you will receive a telephone call from George
Bondarenko of Kiev. He is a very good friend of mine and as he is planning
to be in Edinburgh for a month or more, I gave him a letter of introduction
to you.

I know how busy you are, Ivan, and I do not want you to regard this as an
obligation. But I feel certain you will enjoy meeting George Bondarenko
and I am sure that once you meet him, you will want to keep on seeing him!
For George’s good company anywhere — at tennis or just talking.

I hope you and Ellen are well and I look forward to seeing you on your next
visit to London.

Sincerely yours,
Richard Dawson

B. If the letter is addressed to a firm.
For example: participating in a conference.

IELC Secretariat
250 Park Avenue
New York, 23, N.Y
USA

June 5,20

Professor P. Pavlov,

I. Franko University of Lviv,
1 Universytetska Vyl.,

Lviv, Ukraine 290001

Dear Professor Pavlov,

We acknowledge receipt of your paper which you submitted to IELC in New
York. Your paper number: 1055. Please refer in all forthcoming
correspondence to the above paper number. Thank you for submitting a paper to
XXP'01. Your paper will undergo regular review by the appropriate scientific
Committee. We look forward to seeing you at the International Environmental
Law Conference in New York and fully appreciate the contribution of the
Ukrainian law scientists for the success of this conference.

Sincerely yours,
| Prof. B. Andrews
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2. a) Match these words with their definitions.
b) Match the following words with their Ukrainian and English

equivalents:
1) enclosure a) person’s name signed by himself
2) per.pro b) an indication of what the letter refers to
3) signature ¢) a title to which one has no valid
4) salutation claim
5) date d) for and on behalf of
6) reference number ¢) smth enclosed with a letter
7) courtesy title f) an expression of greeting,

good will, or courtesy

g) an inscription or statement indicating
when a thing was written or made

h)3a 10MOMOror KOroch

1)BUXIiTHUI HOMED

j) mara, 4uCIlo, MaTyBaTH

k) tutyn, 3BaHHS

1) migmuc

m) T0JaToOK

n) MpUBITAHHS

Some of common abbreviations:

p.m — post meridiem (lat.) — after noon — onomyHi

fig. — figure, figurative — imrocTpartis, mepeHOCHUH

assoc. — associate, association — IOMIYHHK, acOIiaIlis

etc. — et cetera (lat.) — and the rest ; and all the others — i Tak mami
e.g. — exempli gratia (lat.) — for example ; for instance — HanpukIan
incl. — including — BkITIO4YHO

encl. — enclosure — togatox

max. — maximum — MakKCUMyM

no. — number — HOMeEp, YUCIIO

i.e. —id est (lat) — in other words — To6TO

approx. — approximately — mpubim3Hao

p.p./per pro. — per procurationem (lat.) — 3a JOITOMOTOI0 KOTOCH
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RSVP —repondez s’il vous plait (fr.) — mpocumo BiamoBicTi
misc. — miscellaneous — pi3HOMaHITHHH, PI3HUIA

p-a—per annum (lat.) — moOpoKy, mopik

Ltd. — limited — xommaHist 3 0OMeXXEeHOH BiAMOBIAATHHICTIO

c.v. — curriculum vitae (lat.) — brief personal history — resume —
aBTOoOiorpadis

Aug. — August — ceprieHb

f.0.b. — free on board — ¢pparko-60pT

3. Fill in the correct abbreviations. (See example):

1 After 12 o'clock midday. p.m.

2 Figure (You see this below an illustration in a book.)

3 Association.

4 Found at the end of a list and means 'and others'.

5 Put this before an example.

6 This means 'included'.

7 Written at the bottom of a letter to show that some other papers are
in the same envelope.

8 The opposite of min.

9 Number.

10 'that is' .

11 Used when a measurement or time is not exact. It means

'about'.

12 The eighth month of the year.

13 Written at the end of an invitation this means you have to send an
answer to say you will or will not attend.

14. Miscellaneous.
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4. Translate the following:

a. into English: b. into Ukrainian: ¢. into Russian
Bpogxko O. IL Ms Helen Leen nany [ony ®inninry
I'enepanbHOMY Administrative I'o510B1 €EKOHOMIYHOTO
TUPEKTOPY Manager BiJILTY

komrranii “CanTana”  Monitors Pic 189, Emrpi Crpit

35, Byn. [BaHOBa 302 Noms Road  wm. Jlumz LQ 1 HI3
64018, m. JIbBiB Reading Benuka bpuranis
Ykpaina Berks

Great Britain

5. The manager of the firm brought this draft of the letter for
correction and translation to his referent. What should the English
version look like?

61052 yn. XmenpHUIKOTO, 21

XapbKoB, YKpanHa

CIIYTHHUK-CBA3b

Bxomsmmii: PS/mg Ucexomsmuii: AT/CI8 16 mast 2001 roga
IIpunoxenus:

Wurepnewenn Tpeitnuur Jlumuren

Ilony Konnunzy

MEHEKEpY KOMIaHUH

IHoptep3 Yok, 17

Hep6u DB6 2LD

Awnrnus

IIpocum mpomieHMs 3a 3aA€pKKy C OTBETOM Ha IpUIJIAIICHUE.
C ynoBOJIBCTBHEM IIPUMEM ydacTHe B BbICTaBKe. COOOIINTE yCIOBUSL.

Menemxep Anexcanap TUMUYEHKO
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6. Look through the letter below, what do you think is wrong with
it? Correct the mistakes.

Browntown Productions LTD
27 Brownlee road, Catford, Lids SE6 4 PH, U.K.

John Adams
Sakes Manager
International Computer Services
136 Bolt Road
Newbury Berks

our ref: BD/ob Your ref: DH/as date: Catford, 29, Fabruary, 2001

Dear mr. John Hicks

I cannot express my gratitude for your previous letter.

Actually, it was the only one I got since my holidays I wonderfully spent in
the Cyprus. Our office was moving, so now we are in a good place of the
city.

Anyway, what do you really think of my proposition? Please keep in touch.
Hope to hear from you soon.

Bye.

Business Manager

7. Put the parts of this opening of a business letter into the correct
order to form sentences:

1. assure we shall We that prompt take you to remedy the
situation. action

2. you could If me London in the next few before telephone
days, to arrange with I would Dr. S. Ivanenko he be delighted leaves

on October 31st a lunch.

3. writing of reference 23 rd  February am to we our
telephone conversation to confirm arranged, the With meeting I
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8. The letter has been revised by Mr. Thomas so many times that it
has become mixed up, and his own word processor has failed to
reorganize it. Arrange the letter so that everything is in the right
place and translate it into Ukrainian keeping in mind particularities
of layout, address writing, etc. The first point in the letter is:

(2) WIDGETRY LTD

(3) Pine Estate, Westhornet, Bedfordshire, UB 18 22BC
Telephone/Fax 9017 23456 E-mail
http://www.connect.com

(1) 8imon Thomas

{6) Yours sincerely, (T) James Bowers,

Bales Manager,

(2) WIDGETRY LTD Electroscan Ltd,
Orchard Road Estate,
Oxbridge UB 84 10 3F

{4) I look forward to hearing

1) .
{10y July 2000 rom you
{5} Your ref: MS/22 (8) Production Manager
Cur ref: ST/88 (11) Dear Mr Bowers

{9) Thank you for your letter.

I am afraid that we have a problem with your order since the manufacturers cannot
supply it until September, Would you prefer us to supply a substitude for you or would
you rather wait?
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9. This exercise demonstrates the way business lexicon in translation
may present difficulties since the word combinability is different in
different languages.

A.

A.1. Match the words from the verb list 1 with the words from the
noun list A.2. Notice that some of the verbs can collocate with
several nouns and vice versa.

List 1 List 2

to place a complaint
to submit an order

to grant an account
to settle a meeting

to lodge a debt

to launch prices

to remit an invoice

to meet an agreement
to open an offer

to second a discount

to chair a cheque

to quote a delivery date
to debit a proposal

to negotiate a product

B

B.1. Match the words from the verb list 1 with the words from the
noun list B.2. Notice that some of the verbs can collocate with
several nouns and vice versa. Make all necessary changes of cases.

List 1 List 2
po3TanryBaTu YMOBH MTOCTa4YaHHS
MoJjaBaTh paxyHOK

BIIKpUTH MIPOTIO3HUIIIFO
II0YaTH BUPOOHUIITBO 3ycTpid
MiITpUMaTH 3HIKKY
MpU3HAYATH 4ek

Ha/aBaTH OPOJYKT
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BCCTHU 3aMOBJICHHA

00roBOpIOBATH LIHH

OILUIATUTH 6opr

BHKOHATH JIOTOBIp
CILIATUTH I10 cKapry
BHCTaBUTH paxyHok-(akTypy

C. Find equivalents of all phrases you have made up. Compare the
differences in combinability.

10. Fill in the missing words in the letters below. Choose from the
following. (See example):

appreciate  ask concerning  delighted enclose
faithfully grateful hearing please receiving
Regarding  regret sincerely sorry writing

L

Dear Ms Chan,

Thank you for your letter of 24 April, (1) concerning the exhibition
in
Anytown in August.

We are (2)..cccoceeecreneeneeeienneene, to hear that your company will be
taking part and that you will address the opening conference.

() TSR the conference, we should

[ TSRS it if you could send us details of all the
delegates so that we can prepare security passes. We would also
() PR you to let us have details of the equipment
you need for your presentation.

We look forward to (6).......cccccvvrververrenenenne. your reply.

YOurs (7)..cccceeeccveeeceeecieeeieeenns

11

Dear Sir/Madam
Your company has been recommended to us by a business associate
and I am (8)....ccccevvevieeireeiicienenns to enquire about your translation
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services.
My company has recently entered the export market and we need
advertising material translated into Chinese, Russian, and Turkish.

We would be (9)....ceovvevvieiieeiieeiens if you could send us your
prices and terms of payment.

We look forward to (10).......cccccevvveeereeeerenennenn. from you.

Yours (11).ccveeeciiieiiecieeeieee

I11.

Dear Mr Kadenza

I was very (12)..ccceeeveenieeeieeeieeennen. to hear about your problems
with the new super vacuum.

I have investigated the complaint and I (13)........cccccveevveriverieennnne to
tell you that the problem is the result of faulty operation.

I(14) i, a copy of the inspector's report with this
letter.

If you require us to repair the machine,

(15) i, contact me at the number above.

Yours sincerely,

11. Write out the letter using the proper business letter format. Put
the date and the addresses correctly. Put in the capital letters and
punctuation.

“Brownlee & co Itd 5 high street blackheath london se 3 b tel 05 769
098 fax 678 4356 telex 876028(new paragraph) mr j k smith personnel
manager hughes & son Itd 435 rowans road london wla ( new
paragraph) dear mr smth thank you for your letter of 23 october and
your current catalogue and price-list (new paragraph) we are very
interested in your products we would appreciate a sample of each of
the items listed above (new paragraph) we are looking forward to
hearing from you yours sincerely etc....”
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Step 3. How to Write a Better Business Email

Email is the most efficient communications tool that you
will ever use in your business. If used properly, it can instantly
enhance your business by increasing profits and reducing expenses.
Through daily use of email any business can communicate with
existing customers, vendors, employees, and friends, as well as find
and cultivate new customers. Email is also a great way to get
thousands of people to your website.

Here are a few tips:

Write your emails as you would a letter. Always use a capital letter
to start a sentence and always use proper punctuation, grammar,
spelling, and spacing.

Guidelines for writing e-mail:

Keep sentences brief, crisp and simple.

Make good use of headings and numbered points.

Keep social banter (good-humored teasing) to a brief opening sentence.
Use boxes, colours, italics and bold highlighting to draw attention to
key points and create a visual impact.

Always edit documents to make sure spelling is consistent and
sentences are grammatically correct.

Form ideas clearly into a planned structure before starting to write and
check that only relevant parties are sent copies.

Be very polite and businesslike.

Write your email from the standpoint of the reader. The more
information you give that will help the reader, the more likely they will
want to visit your Web site.

Use short paragraphs and add a blank line between paragraphs. Avoid
long run on sentences and avoid putting your entire email in a single
paragraph. Space out your email like you would a letter.

Find creative ways to ask the respondent to reply to your email. Offer
to send them out a regular email newsletter.

Be sure to include your full webpage address in your email. Give it to
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them as follows, so it is a clickable URL that will take them directly to
your website, like this: http:/www.jvinet.com.

It is OK to send a single un-solicited email to a potential customer, but
state in your email that you will not send any follow-up emails to
anyone who does not respond with a request for more information.
Keep your initial email brief.

Have two or more places on your Web site that the potential reader can
click on to send you mail. One can be a standard line such as "Click
here to send me mail." You might also create an email link to your
name at the end of your site.

Sign your email, just like you would a letter, with a proper salutation
and your name.

Edit your copy carefully to avoid false or misleading claims. Read the
email over completely before sending it. Does it get your message
across properly? Can you make it more exciting to read? Did you
include your complete webpage URL? Did you use proper grammar
and spelling? Are you sure the email is still worth sending?

Once you do hit the send button, the email will check itself for spelling.
Be sure you have spell check turned on.

After the email is sent it will be copied to your sent file. You could then
move specific sent emails into other folders for more efficient storage
and sorting.

Email has great potential for personal and business use. Used correctly
it can generate much good will. Used poorly it can hurt people and
waste their time.

There is a short example of e-mail illustrating the features above:

Hello Ted,

I’'m sure you recall the August 1st meeting where we discussed the
proposed venture capital funding of XYZ Inc. I've finished the paperwork
for the next round and would like to ask you to look it over.

That is, if you are not too busy!

If it is okay with you, could we get together today at 3PM?

Just let me know whether this time is convenient.

| Regards,
| Margaret
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Unit 2. ANNOTATION WRITING

Step 1. Words and words combinations used in annotation

writing

1. Read and analyse words, word combinations, clichés usually used

in the writings.

The text (I’'m reproducing)

is taken from...

The text is headlined...

The text (story, article)

is concerned

The subject of the text is...
At the beginning (of the text)
the author...

describes

depicts

dwells on
touches upon
explains
introduces
mentions

recalls
characterizes
analyses
comments on
enumerates
points out
emphasizes
stresses
underlines
generalizes about
criticizes

makes a few critical remarks on

TekcT (sKuii s BIATBOPIOIO)
y34TO 3...

TekcT Mae Ha3By...

VY tekcTi (0moBinaHHi, CTATT)
inercs npo..., (OB’ sI3aHO 3...)
TeMmo10 TekCTy €...

Ha mouatky (Texcry) aBTop...

OTIHCY€E
3MaJIbOBY€E

JIETATLHO 3YMUHAETHCA Ha...
TOPKAETHCH ...

TMIOSICHIOE

3HAaHOMUTB 3

3rajye

Harajgye

XapaKkTepusye

aHalizye

KOMEHTY€E

Jlae Teperik

BKa3ye Ha

i TKPECITIOE

T IKPECITIOE

MiAKpECITIOE

y3arajpHIOE

KPUTHKYE

POOUTH JIEKiTbKa KPUTHIHHUX
3ayBakKeHb
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reveals

exposes

accuses

praises

gives a summary of
gives his account of

The article begins
with a (the) description of...
The author begins with a (the)

The article opens with...

by mentioning

the analysis of

a (the) summary of

a comment on
areview of

an account of

the characterization of
(his) recollections of

some (a few) critical remarks
about...(of, concerning)

the accusation of

the exposure of

the (his) praises of

the generalization of

BUKPHBAE
pO3KpHBae
3BUHYBauye€
MMO3UTHBHO OILIHIOE
KOPOTKO OTHCYE
JIa€ KOPOTKUH OIUC

CTarTa HOYHHAETHCS
3 OMHCY
ABTOp MOYHMHAE 3 OMHUCY

CraThsi pO3NIOYMHAETHCS 3 ...

3raIku
aHamizy

HiACYMKY

KOMEHTaps

OTJIsI Iy

3BITY

XapaKTEePUCTUKU

HOro TyMKH IIpo, HOTro

CIIOTa/IiB PO

JICKITBKOX KPUTHYHUX 3ayBaKCHb
po... (BiTHOCHO)
3BUHYBaYCHHS

BHKPUTTS

(¥ioro) MO3UTHUBHOI OIIHKH
y3arajabHEeHb (y3araabHeHHS)

Then (after that, further on, next) [Totim (micns nporo, gai)

The author

passes on to...

goes on to say that.

gives a detailed (thorough)
analysis (description) of...

In conclusion the author...
The author concludes with...
The article ends with...

ABTOp
MEPEXOTUTH JIO...
X04Ye CKa3arTH, 1110 (Po3MoBijac)
na€e AeTanbHUN(peTeIbHUN)
aHaii3 (omuc)...
Ha 3aBepiieHHs aBTop...
ABTOp 3aKiHUYE...

CraTTs 3aKIHIY€EThCH. .
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At the end of the article V xiHmi crarTi

the author

draws the conclusion that... aBTOP JOXOAUTH BUCHOBKY...
(we make the conclusion that...) Mu T0OXOAMMO BHCHOBKY, ITIO...
To finish with the author VY KiHIIi CTAaTTi aBTOP OIHCYE...
describes...

At the end of the article VY KiHIIi CTaTTi aBTOP

the author

sums it all up (by saying...) MiJICYMOBYE yC€ BUKJIaJICHE

BHIIE (CKa3aHe...)
In the conclusion the author... VY kinmi crarTi aBTOD...
To sum it all up we should VY mificyMKy HaM CIIiji CKa3aTH...
say...

Step 2. Summary
Types of Summaries

A summary should be accurate and while 100% objectivity
isn't possible, the summary writer should strive to stay as close as
possible to this position. Most importantly, the summary writer
should fairly represent the author's ideas. Writers of summaries
should save their own ideas and interpretations for the
response(Biaryk), rather than including these things in the summary.

The purpose for the summary can alter(3mintoBatucs) how it
1s written. Also, the reader's needs and interests must be considered
when writing a summary. A key skill to develop for use in written
summary is the ability to paraphrase (to express the author's ideas
using the summarizer's own words).

There are three types of summary:
e Main Point Summary

e Key Points Summary

¢ Outline Summary
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Outline Summary

This type of summary mimics the structure of the text being
summarized. It includes the main points and argument in the same
order they appear in the original text. This is an especially effective
technique to use when the accompanying response will be analytic,
such as an evaluation(ormintoBanss) of the logic or evidence used in
a text.

Main Point Summary

A main point summary reads much like an article abstract,
giving the most important "facts" of the text. It should identify the
title, author, and main point or argument. When relevant, it can also
include the text's source (book, essay, periodical, journal, etc.). As in
all types of summary, a main point summary uses author tags(¢pasa,
kiuine), such as "In the article, the author states...," or "The author
argues/explains/says/asks/suggests..." These tags will make it clear
which ideas are those of the author and the text being summarized,
not the summarizer. This type of summary might also use a quote
(umryBanus) from the text, but the quote should be representative of
the text's main idea or point. A main point summary is often used
when writing academic papers as a way to introduce the reader to a
source and to place the main point of that source into the context of
an argument or discussion of an issue.

Key Point Summary

This type of summary will have all the same features as a
main point summary, but also include the reasons and evidence (key
points) the author uses to support the text's main idea. This type of
summary would also use direct quotes of key words, phrases, or
sentences from the text. This summary is used when it is necessary
for the summary writer to fully explain an author's idea to the reader.
The key point summary involves a full accounting and complete
representation of the author's entire set of ideas. One reason to use
this sort of summary would be if the writer intended to respond to
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the author's argument using an agree/disagree response model. In
such a case, there may be some of the author's ideas that the writer
agrees with, but others with which the writer disagrees.

Step 3. Review

The very word "review", both as noun and verb, tells us
what we should be doing. As the Latin root indicates, to review
means to see again.

The first step in a review is to describe the work and its topic.
The second task is to describe the work itself.

Review articles, including meta-analyses, are critical evaluations
of material that has already been published. By organizing,
integrating and evaluating previously published material, the author
of a review article considers the progress of current research toward
clarifying a problem. In a sense, a review article is tutorial in that the
author

e defines and clarifies the problem;

e summarizes previous investigations in order to inform
the reader of the state of current research;

o identifies relations, contradictions(cynepedHocTi),
gaps(po30ixkHocTi), and consistencies(HeMmoCIiIOBHICTb)
in the literature;

e suggests the next step or steps in solving the problem.

Step 4. Annotation

An annotation is a brief summary of a book, article, or other
publication. The purpose of an annotation is to describe the work in
such a way that the reader can decide whether or not to read the
work itself. There are, to be sure, other elements in various types of
annotations, but if the six points noted below are covered, the
annotator can at least be certain the basics have been covered. By
definition annotations are short notes, normally no more than 150
words.
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1. Here are some guidelines for writing annotation:

1: Say something about the author, i.e. what their qualifications are
for writing on the subject.

2: Explain the scope and main purpose of the text. This is usually
done in one to three short sentences. (This is not a summary of the
plot and not an abstract; you cannot hope to summarize the total
content of the work).

3: Note the relationship to other works in the field, if any. Or you
may want to compare one work in your bibliography with the others
that you include and how they are different from each other.

4: Include the major bias or standpoint of the author in relation to
the work.

5: Indicate the audience and the level of reading difficulty if it is
important. This is not always present in an annotation but is
important if the work is targeted to a specific audience.

6: At this point the annotation can end with a summary comment.

2. You are suggested a plan of annotation:

1. What is the text concerned with?

2. What does the author dwell on?

3.What does the author describe further on?

4.What kind of summary does the author give after that?
5.What does the author point out?

6.What does the author conclude the text with?

3. You are suggested a scheme of annotation:

The text (the page) I have read deals with (concerns) Criminal
law (the branch of the science it is devoted to).
This text (this page) is an abstract from the scientific article
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(the monograph) under the title "...".
The book (the monograph) was published in 2001 in Kiev.
In the first paragraph of the page (of the text) it goes about (MoBa
HWIETHCS TIPO)...
In the second paragraph the author characterises (analyses, explains)
the legal issues of...

In the third paragraph he singles out (Buminse) the main
peculiarities (characteristics, features) of...

In the fourth paragraph it is stressed (underlined) that...

In the fifth paragraph he cites a primary source
(Article/Section of)...

In the next paragraph the author comes to the conclusion
(reaches the conclusion) that...

Summing all it up he points out that...

In my opinion / to my mind this text (book, monograph etc.) is
of great (certain) value; up-to-date/outdated a bit; of great importance
to/for scientists in the field of Criminal law (to/for criminal jurists).

4. Using all above-mentioned information read the text, make a plan
of annotation and annotate the text.

Labor Law

In general, the state has extensive authority over labor relation
matters, including the labor market, unemployment, social
insurance, labor safety, standard employment conditions and
resolution of labor disputes. The state provides additional
employment guarantees to women with children under the age of 6,
single mothers with children who are disabled or under the age of 14,
senior citizens of pre-retirement age and persons released from
prison.

The Labor Code, which covers nearly all aspects of employee
relations in Ukraine, governs employment agreements and contracts;
working hours and time off, compensation and social benefits;
discipline; employment of women and minors; resolution of
employment disputes; liabilities of employees and employers.

The Labor Code provides that an employment contract is a special
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form of employment agreement that may be used only where permitted
by law. While an employment contract may be entered into for a
definite term or until a specific job is completed, an employment
agreement, being the major legal basis of employment relationships, is
usually concluded for an indefinite term.

Under the Labor Code, employment may be terminated by: agreement
of the parties; expiration of the employment agreement; entry of the
employee into military or alternative non-military service; the employee,
the employer, or the trade union, if applicable.

An employee has the right to terminate his or her permanent
employment agreement without reason upon two weeks notice.

The minimum wage is the lowest compensation allowed by law
for simple, unskilled work. The minimum wage does not include
any additional compensation payable to an employee. Overtime
and holiday work must be compensated at a double rate.

Under the Constitution and the Labor Code, all Ukrainian citizens
have equal employment and labor rights regardless of race, color,
political, religious or other beliefs, gender, national or social
background, financial status, or language. The Labor Code and other
laws also provide protection and special employment and labor rights
for working women, minors, students, senior citizens and disabled
individuals.

Helen Sitenko (The Ukrainian Journal of Business
Law Ne 1 January 2003).
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Unit 3. PERSONAL PAPERS

Step 1. Curriculum Vitae

Curriculum vitae = C V = resume (USA) = brief personal history.

When a company needs to recruit new people, it can give an
announcement in the “Need help” section of a newspaper.

People who are looking for a job can send a letter of
application or covering letter (USA cover letter) and in some cases a
curriculum vitae or c¢.v. (in the USA — resume) containing details of
their education and experience. A company may ask candidates to
fill up a standard application form ( see below). The company’s
Human Resources department selects the most suitable applications
and prepares a short list of candidates or applicants, who are invited
to attend an interview.

CVs are required for all except the most junior jobs, and are

used as a basis for assessment and comparison of applicants for a
job.
CVs provide information about an applicant, set out in a way that is
easy to read. They should include: name; address and telephone
number; date and place of birth; nationality; married or single (give
the ages of any children); dates and places of education;
examinations passed, especially if internationally recognized;
knowledge of English and of other languages; previous employment
and work experience; outside interests, hobbies, etc. CVs can vary
slightly in the layout, but all give the same basic information. How
to write a resume? What [s a Resume?

A resume is a one or two page summary of your skills,
accomplishments, experiences, and education designed to capture a
prospective educator's or employer's interest. The purpose of a
resume is to introduce yourself to a university, a job or any place
where you apply. It is the primary tool of your education or job
search and may take several drafts to prepare effectively.

Before you can write an effective resume, you must first be
able to identify your skills and abilities as well as your special needs
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relating to the work environment, salary, geographic location, and
people environment. This will help you to develop a career
objective.

As you write your resume, keep in mind the following: 1.
Use concise language; 2. Minimize or omit everything that is
irrelevant; 3. Place the most important information at the beginning
of your resume; 4. There must be no grammatical errors; 5. Let an
experienced person read it; 6. Print your resume on good paper.

A curriculum vitae/resume must accompany each
application for volunteer service. Listed below are the specific items
needed:

PERSONAL DETAILS

e Name in full

o Current address

¢ Phone number

e Fax number

¢ Email

e Date and Place of birth (optional at time of application
but is required for visa and insurance purposes)

EDUCATION

e Secondary School and dates attended

o University/Institute and dates attended

e Educational degrees / certificates date/month received
¢ Also include any positions held

WORK EXPERIENCE
o List dates, locations and positions

SPECIAL INTERESTS / HOBBIES / SKILLS
o Competitions and any achievements

e Community involvement

e Sport, arts, music, etc.

AIMS IN LIFE
REFERENCES

39



Selecting your CV format

To get yourself noticed it is important to use a CV format
which will best represent you in the jobs market. There is any
number of ways of laying out (mnanyBaru) a CV, but these can in
fact be reduced to 5 basic examples: Chronological CV (traditional
approach (mimxim) superseded (3amirst)by the Performance CV),
Functional CV, Performance CV (an updated form of the
Chronological CV), Targeted CV and Alternative CV. The three
major formats of resume used by students are Chronological,
Functional, and Combined. Each format has particular advantages
that you must consider as you prepare it. Choose a format that best
emphasizes your skills and experiences, and relates to your job
objective. Each of these formats has its advantages and
disadvantages (see below).

In general the Performance CV works best for most people,
assuming that you are staying in the same field. If this format is
unsuitable for you then you could try either the Functional or
Targeted CV formats and see which reads/looks better for you. Even
if you create a Performance CV for yourself, there are times when a
Functional/Targeted CV may help you secure an interview when a
Performance CV would fail.

Performance or Chronological CV

In a Performance or Chronological format your employment
history is shown in reverse chronological order, with your most
recent job first. Job titles and company names are strongly
emphasized and duties and achievements are described under each
job title. You should use a Performance CV when you are seeking a
job which is directly in line with your past experiences or your last
employer was a household name. The only difference between a
Chronological CV and a Performance CV is that the Performance
CV highlights a list of your major achievements near the start of
your CV.
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Advantages:

1. If you are planning to stay in the same field/work area.

2. If you want to show-off your promotions.

3. If the name of your last employer is highly prestigious.

4. Most people prefer this format to the other formats listed here
because it is easy to see who you have worked for and what you
did in each particular job.

Disadvantages:

1. If you are planning to change career direction.

2. If you have frequently changed employer.

3. If your work history has been patchy in recent years, either
through unemployment, redundancy, self-employment, ill
health, etc.

4. If you do not have many achievements (you could just leave out
the achievements section as in a traditional Chronological CV)
or your achievements are not in line with what you want to do
now — either leave out the achievements section or consider
using a Functional or Targeted CV

Functional CV

The Functional format highlights major areas of
accomplishment and strength. Actual titles and work history are in a
subordinate position and sometimes left off entirely. This style gives
you flexibility in emphasis and eliminates repetition of job assignments.
This type of CV highlights the main functions/achievements of your
whole career and it can therefore be very useful if you have had a
varied career or you are seeking a change of career direction. In this
format, job titles and company names are given less dominance or
even omitted (He BKIIIOYaTH) in some cases.

Advantages:

1. If you want to emphasize abilities and achievements that have
not been used in your most recent job(s).

2. If you are changing career direction.

3. If you have had a large number of jobs and you would prefer to
describe the experience you have gained in total.
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4. If you want to include voluntary/unpaid experience.

5. If your work history has been patchy in recent years, either
through unemployment, redundancy, self-employment, ill
health, etc.

Disadvantages:

1. If you want to highlight promotions/career growth — you could
include this sort of information on the second page of your CV,
but it would not be as prominent as on a Performance CV.

2. If your most recent employer is highly prestigious, because their
name will not be prominently displayed on the first page. You
can get round this by putting their name in both the profile and
cover letter.

3. If your job has only a limited number of functions.

4. Unusual CV format - may not be liked by everyone.

Targeted CV

This type of CV emphasizes your abilities and
achievements which are directly relevant to a specific job target. It is
best used when you are planning a change of career direction.

Advantages:

1. If you want to emphasize abilities and achievements that have

not been used in your most recent job(s).

2. If you are changing career direction.

3. If you have had a large number of jobs and you would prefer to

describe the experience you have gained in total.

4. If you want to include voluntary/unpaid experience.

. If your work history has been patchy in recent years, either
through unemployment, redundancy, self-employment, ill
health, etc.

6. If you have several completely different job targets and you

need a CV for each.

9
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Disadvantages:

1. If you want to highlight promotions/career growth — you could
include this sort of information on the second page of your CV,
but it would not be as prominent as on a Performance CV.

2. If your most recent employer is highly prestigious, because their
name will not be prominently displayed on the first page. You
can get round this by putting their name in both the profile and
cover letter.

3. Unusual CV format — may not be liked by everyone.

Alternative CV

This sort of CV is suitable for creative careers in, for
example, writing, public relations and fashion designers. It is not
suitable for senior managers/executives who would be better advised
to use the Performance CV.

Advantages:

1. If the job requires exceptional talent in either the written or
visual mediums.

2. If you will be applying directly to the person you will be
working for.

Disadvantages:

1. Not to be used if you are seeking a management position.

2. If you are planning to apply through normal channels such as
advertised vacancies/the Personnel Department.

3.This CV format may fail utterly if your ideas are not well
received by the recipient of your CV.

Combined CV

In the Combined format, you capitalize on the best of both the
Chronological and the Functional formats by emphasizing your skills
first, followed by an employment history. A Combined format is
especially useful if your employment history is not directly related to the
job target, yet denotes responsibility and potential.
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1. Using the following example and keeping in mind at whom your
resume is directed choose the format of your own resume and explain
your choice. See an example of chronological one.

Chronological resume:

SVETLANA PETRENKO
P. O. Box 9434
Lviv, Ukraine 290005
Telephone: (+380 322) 69 98 33
Fax: (+380322) 7544 16
E-mail: svetlana@mydomain.lviv.ua
PERSONAL INFORMATION
Date of Birth: August 7, 1977
Place of Birth: Lviv, Ukraine
Citizenship: Ukrainian
Language spoken: Ukrainian, English, Russian, Polish
EDUCATION
1998 course on Conflict Resolution at St. Paul's University, Ottawa, Canada
1995-present Law Faculty, Lviv State University, Ukraine
1997 Harvard Ukrainian Summer Institute (FTUSI), History and Political
Studies, USA
1996 Alpbach Summer Program on European Integration, Austria
1995 Pre-law department, Lviv State University, Ukraine
1994 High School 53, Lviv Ukraine, received high school diploma
1994 Gilmer High School, Gilmer Texas, received high school diploma, with
honors
WORK EXPERIENCE
1998 Intern in the House of Commons, Ottawa Canada, office of Dennis Mills
1995 English Teacher, 11th grade , School 99, Lviv, Ukraine
1994-1996 Research Assistant to Julie-Anne Franko, graduate student Yale
University
AWARDS AND SCHOLARSHIPS
1998 Full Scholarship to Canada-Ukraine Parliamentary Program
1997 Full Scholarship to Harvard Ukrainian Research Institute Summer
Program
1996 Full Scholarship to Alpbach Summer Program on European Intergration
1994 Globe Scholar Award, Gilmer USA
1994 Second place, University Interscholastic League District Award for Speech
Making
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1993 Rotary Scholarship: one year exchange program to USA
1992 Lviv Regional English Language Olympiad, II prize

COMMUNITY AND VOLUNTEER ACTIVITIES

1998 President of Rotaract Club of Lviv

Head of the project in Livchytsi Boarding School for Mentally Impaired
Children English-Ukrainian Simultaneous Translator, TAIZE meetings,
Stuttgart Germany, Vienna Austria

HUSI Alumni Association

Youth Group, Trinity Church, (Greek-Catholic)

SKILLS AND INTERESTS

Driving (license 1995)

Computer, IBM, Macintosh (Microsoft Word, Word Perfect, E-mail,
Internet)

Judo

Advice to remember:
1. Your CV is the information on which your potential employer
bases his or her decision on whether to bother interviewing you or
not.
2. Your CV should be suitable for each job application — the
information should be relevant to the job that you are applying for.
3. Don’t be afraid to oversell yourself. Obviously don’t blatantly
(oueBumHO) lie on your CV, but you can exaggerate your existing
skills (especially if you know for sure that you can do what you are
saying you can).
4. Your CV must stand out (BimpizHsaTkcs) from the rest — it’s an
advert for the skills and services you have to offer.

What should you leave out of your CV?

1. Photos — the only people who need to include these are models,
actors, actresses and possibly air cabin crew. Any sort of failure —
exams, marriages, businesses, etc.

2. Reasons for leaving each job.

3. Salary information — this can only be used to reject your
application. If an advertisement specifically requests this
information you can always include the information in your cover
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letter.

4. Fancy patterns/borders — these detract from your presentation.

5. Title pages, binders(manitypka) and folders(Oporrypa) are usually
unnecessary and can be off-putting (though if you are doing a
special presentation, enclosing your CV in a binder may look more
impressive)

6. Do not include a list of publications if you are a scientist, unless
they are asked for.

7. Leave out age (put in date of birth instead), weight, height, health,
or any other personal information that is irrelevant to your
application.

8. Do not use poor quality photocopies of your CV — they make it
look as though you are sending off your CV to lots of companies
and that you may not be bothered who you work for.

2. Using the previous information choose your format, explain your
choice and try to compose your own CV.

Step 2. Cover letter

Whenever you send out a resume, it must be accompanied
with a cover letter. The purpose of the letter is to personalize your
resume for an employer, and enable you to elaborate more fully on
your qualifications.

Why a powerful cover letter is essential?

The average employer is likely to be swamped with
applications. Often employers receive more than 100 applications
for every single position. Put yourself in the place of the employer
who has the task of sifting through stacks of letters hoping to find
something that will cause him/her to reach for the telephone. You
want your letter to stand out.

BASIC RULES FOR EFFECTIVE COVER LETTERS

1. Address each letter to the recipient by name in both the inside
address and the salutation. If no name is given, call to find a contact
person.

2. Start your letter off with a strong sentence... one that almost begs
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the reader to read on.

3. Do not point out what the employer can do for you or what you
hope to gain from this job. Instead, show how you can address the
needs of this particular employer. Indicate what you have
accomplished that you can offer this employer.

4. Use the body of the letter to highlight brief facts about yourself
and your accomplishments that will arouse the reader's curiosity and
will interest her/him in reading your resume.

5. Skills are not the only factors that determine success. It is also a
result of personal characteristics and the ability to interact with
others. Therefore, in your letter complement the skills that you
highlight by describing personal qualities which will enable you to
perform well.

6. In conclusion, ask directly for a meeting and indicate that you
will call within a week to ten days to arrange a time at their
convenience. By mentioning when you will call in the letter, you are
showing serious interest and initiative and almost forcing yourself to
follow up!

7. Do not use a letter that looks like it could have been sent to
anyone. Make each letter unique to each employer.

8. Keep your letter short (one page).

9. Quantify your experiences and achievements.

10. Sign the cover letter and place it on top of the resume when
sending it to an employer.

All cover letters are different but most have three parts:
introduction, body and closing. The introduction and closing should
each be one paragraph while the body could be one or two
paragraphs. Cover letter is formatted as a business letter (see
example below).
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Jane Jobseeker
100 Bluegrass Road
Landville, TN 37966

Ms. Terri Bigboss

Senior Staff Recruiter

Acme Widgets, Inc.
Building 4, Suite 223
Anytown, New Jersey 05867

September 28, 2000

Dear Ms. Roberts:
Paragraph One

State reason for letter, name the position or type of work you are
applying for, and identify the source from which you learned of the
opening (i.e.: career development center, newspaper, employment
service, web advertisement, personal contact).

Paragraph Two and maybe Three

Tell why you are interested in the position, the company, its
products and services. Above all, stress what you can do for the
employer. If you are a recent graduate, explain how your academic
background makes you a qualified candidate for the position. If you have
practical work experience, point out specific achievements or unique
qualifications, even though these will also appear in your resume. In the
cover letter, your discussion of these things will allow the reader not only
to get a quick, efficient view of your major selling points; it will also
allow the reader to sense your tone and personality. Don't, however, go
on at too great a length here. After pointing out your highlights the things
about you that most qualify you for the job, internship, scholarship, prize
money, etc. refer the reader to your enclosed resume or application,
which summarizes your qualifications, training, and experiences.

This paragraph, or perhaps these two paragraphs, are very
important. Here is where you’ll use your powers of rhetoric most
profoundly. This is the place where you must bring your experience,
education, and personality to life and convince the reader that you are the
hand that will fit into the glove of the job (or whatever) that you’re
applying for.

Paragraph Three or Four

Request a personal interview and indicate your flexibility as to

the time and place. Repeat your phone number in the letter and offer
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assistance to help in a speedy response. For example, state that you will
be in the city where the company is located on a certain date and would
like to set up an interview. Or, state that you will call on a certain date to
set up an interview. End the letter by thanking the employer for taking
the time to consider your application.

Sincerely yours,

Jane Jobseeker

Helpful Hints

Pay attention to detail. Make sure the letter contains no
errors in spelling, grammar or punctuation. Spell the recipient's
name, and the name of the company, correctly.

Don't use gimmicks (quBuna) such as off-sized or colored
paper. Use good-quality, white bond paper.

Research the company. Relate what you have to say about
yourself to the needs of the company.

Use appropriate language by repeating terms the employer
used in the advertisement.

Don't exaggerate, brag (xBanurucs), lie, or beg.

1. Using the above-mentioned information try to compose your own
cover letter.

2. Look at the following advertisements for employment. Make up
your biography in Ukrainian, then a CV or resume in English to
apply for the job indicated, taking into consideration your individual
working experience (internship in youth camps, part-time jobs, etc.)

Kyivsky Vidomosty, April 2000

Wanted lawyer full-time for small joint venture. Good salary.
5-day week, hours 9-5 usually benefits. Reply

with typed c.v.: LH Murrey, 23/34 Lvivska

Ploshcha, Kyiv-09, Ukraine
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Courier Today, 6 August 2000
Education Centre
looks for

Interpreters translators

University degree
Experience as interpreter in a foreign company

Please reply with resume to:
English House

Mrs Mariah Johnes

35 Kucherenko, Kyiv, Ukraine

Step 3. Requesting and giving personal references

Consider a letter requesting a written reference, pay attention to the
wording.

PexiiaMHe areHTCTBO

17, Byn. I'puropiBceka, Kui-4, Ykpaina
MeHemkepy 1o Kaxpax
nasi bposko LLA.

CBITOY
256, Byn., KioukiBcbka, Xapkis,
Ykpaina

Bxiani:

Buxinni: X456-78

20 nucronana 2000 p.

[ITanoBHa naui bposko!

[Tani IBaHOBa MoOana 3asBy MPO MPUUHATTS HA TOCAAY FOPUCTA HAIIIOTO
areHTCTBa Ta Ha3Baja Baie um's sk I pekoMeHyBaya.

Mu Oynu 6 BsiuHI, ssKOM BY BUCIIOBUIIM CBOIO TyMKY, IIOJIO i BiAMOBIIHOCTI
it mocapi.

Mpu 0coOIHBO 3alliKaBJICHI MaTH y PO3NOPsIKEHHI (paxiBLs 31 37aTHICTIO 10
caMoCTiHHOI poboTH.

3po3ymiino, o Oynp-sika iHpopmallis, ssky Bu HagacTe, 3aUIIUTLCS
KOH(DiAEeHNIHHOIO.

[upo BsuHi,
HauvanbHuK BifIiy epcoHaty A.Crenenko
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SVITOCH
256, Vulytsia Klochkivska, Kharkiv, Ukraine

Your ref: X456-78 Advertisement Agency
Our ref: P-44-00 17,Vulytsia Grygorovska
12 November 2000 Kyiv-4

Ukraine

To whom it may concern
Reference for Olga Ivanova

As Miss Ivanova's previous employer I am happy to recommend her to you.
Olga Ivanova has worked as a lawyer and office-manager in our agency
since April 1999 and has gained considerable experience of work in the
field of law. We have a high regard for her abilities and motivation.

As an employee she has always been diligent, industrious, persistent, and
attentive. Working in our agency Miss Ivanova demonstrated proficiency in
law, which has been a great help to us.

Her character and personality are commendable.

We are most unhappy that Miss Ivanova is unable to continue her work in
our agency because of the change in our working schedule. However, we
believe that her next employer will require an efficient and productive
professional.

Regards

1. Brovko
Personnel Manager
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1. Complete the chart with the focus phrases of letters requesting
and giving personal references.

English

Russian

Ukrainian

1. Referring to

the recommender

Miss Ivanova
has given your
name as a
reference

2. Requesting opinion about the referee

Mp1 ObUTH OBI OJ1ATOTAPHEI,
eciu ObI Ber BeIpasumm
CBOC MHEHHUE I10 TIOBOY
COOTBETCTBUS COMCKATEIIS
3TOU TOIKHOCTH.

3. Guarantee of

confidentiality

4. Agreement to issue a reference

Sk momnepenHii
HaiiMa4 maHi
IBanoBoi, i 13
3aI0BOJICHHSM
pexoMeHayro il Bam.

5. Positive recommendation

MBI HajieeMcsl, UTo ee
CIICAYIOIINN HAHUMATEIh
MOJIYYUT KOMITETCHTHOTO,
TPYAOIIOOHBOTO
npodeccuoHana,
CIocoOHOro Ha
IJI0JIOTBOPHY IO

COBMECTHYIO padoTy.
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2. Make up a request for reference in English from the company you
have applied to (see the previous task) and a reference in Ukrainian
for yourself from the educational establishment you attend now or
your present or previous employer.

3. Imagine yourself as an employer and fill the blanks in the
employment letter.

EMPLOYMENT LETTER

Date:

To:  (Employee)

Dear :

We are pleased to confirm your being employed by our firm in the
capacity of . You will report directly to , commencing with your
start of employmenton  ,200 .

Your salary shallbe $§  per . You will also be covered by the
standard group benefit plans and fringe benefits explained to you. For the
first year vacation time shall be pro-rated, so you will be entitled to
days vacation for this year.

If you agree, please sign the enclosed copy and return for our files.
We look forward to your joining the company.

Very truly,
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Unit 4. SCIENTIFIC CONFERENCE

Step 1. Words and word combinations used as conference

terminology.
Pi3ni kamezopii 3acioans

Acambrest, 300pu (310paHH)
3arampHi 300pH
Poboya rpyma

I'pyma ayst 0OroBOpeHHS;
KOJIOKBIyM

I'pyna my1s1 BUBYEHHS
3acinanus

Binkpute 3aciganus
3akpuTe 3aciaHHs]
KoncTpykTuBHE 3acigaHHs
Heodiuiitae 3aciganus
OdiriiiHe 3aciiaHHs

[leprme 3acimanus (BiAKPUTTS)

3acimaHHs 3a 3aKPUTHMHU
JIBEpHMa, TAEMHE 3aCiIaHHs

30ir 3acizaHb
3acimartu, 30upatucs

3acinaTu peryssipHO
330

Pesiziiina xomicis
[TapraMeHTChKa KOMICis
Penaxmitina komicis

Different categories of sessions

Assembly

General Assembly

Working party / group
Discussion group; colloquium
(pl.colloquia)

Study group

Sitting (UK& Canada)

Meeting (UK & Canada)

Session (USA)
Public meeting / session

Private / closed meeting

Briefing meeting

Unofficial meeting

Official meeting

Opening sitting / session
Meeting in camera session (USA)

Overlapping with other meetings

To meet; to sit; to be in session; to
hold a meeting

To meet at regular intervals
Convention (USA) Congress (UK)
Auditing committee / commission

Parliamentary committee
Drafting committee
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Kowmicis 3 po3ciimyBaHHs
CreniaabsHUH KOMITET
TruMUyacoBHA KOMITET
IOpummaamii KoMiTET

Kowmirter 3 mutaHp mpuiiominB

Kondepenuis
JlurutoMaTrvHa KoHpepeHtis,
(xoH(epeHIIis yITOBHOBAKEHUX )

Kpyrauii crin

MacoBwuit MiTHHT
Hapana cniemiamicris

ITiozomoexka 3acioans

Bytu npuznaueHum
BinMoBuTHCS Bif yUacTi

3apeecTpyBaTucs Ha
KOH(EPEHIIit0

[Torogurucst B3sTH y4acThb
TUTBKH B SIKOCTI CIIOCTEpiraua
He matu moxmuBocTi 6patu
y4acTth (OyTH IPUCYTHIM)...

[linTBepANTH OTPUMAHHS
3alpOIICHHS B3ATH y4acTh

Po3cunaru moBigomiieHHS PO
CKJIMKAHHSI, 3alIPOIIEHHS B3STH
yJacTb

OcTaTo4HHUM TEPMIH JIJIsI
MOJAHHA. . .

Committee / commission of inquiry
Ad hoc committee

Interim committee

Committee on legal (juridical) issues

Hospitality committee; Reception
committee

Conference
Diplomatic / Negotiating Conference

Round-table meeting / conference

Mass meeting; rally
Panel meeting

Session preparation

To be appointed (designated)

To refuse (to decline) to take part in a
meeting

To register at/to the conference

To agree / to accept to attend only
as an observer

To be unable to take part in (to
attend) the...

To acknowledge the receipt of a letter
of convocation

To address (to send out) letters of
convocation

The latest date (dead-line) for the
submission of...
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OdinitiHi MOBM KOH(EPEHITIT,
HapaJy, TIeperoBop

Po6oui MmoBH

Ypouucte BigKpUTTS

3a paxyHOK KOH(pepeHLil
Haifusi nepcoHan Ha mepion
MPOBEICHHS KOH(epeHIii

VYci BuTpartu crtadeHo

Hopaook oennuit

Bxirounty B mopsaoK NEHHUI
3HaunTHCA, OyTH Ha TOPSAKY
[ummi nuranas

V3romkeHuil NopsaI0K IEHHAN
[TyHKT MOPSIIKY AEHHOTO
Poskan

[lomenHwii po3kiaj 3acijaHb

/onoegioi

J1oTOBIIb TIPO AOCSTHYTI
PpE3yIIBTaTH, TIPO Tepedir poOoTH
JIoTOBITH TIPO YTIPaBIIiHHS,
JSUTBHICTh

3arajbHa, IIIOMICSIYHA,
KBapTaJIbHA, MIBPIvHA, piyHa
JIOTIOBIIb. 3BIT

3aHecTH, BKITFOUHTH Y JIOTOBIIb

Iadopmartiiina 1onoBiab

Official languages; Working
languages

Working languages

Formal opening sitting; grand opening
meeting

At the expense of the conference

To recruit a staff for the duration of
the conference

All expenses paid

Agenda

To include in the agenda

To appear on the agenda

(Any) other business/issues

Approved agenda

Item on the agenda

Time-table; schedule

Daily programme of meetings (sittings)

Reports
Progress report

Report on the management, activity

General, monthly, quarterly, six-
monthly, annual report

To state / to mention / to include in a
report
Information report
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IIpomoxkonu, d10nemetni,
NOGIOOMIEHHA, 36IMU

OdimiitHi 3BiTH KOH(pEPEHTIii

Bectu nmpotokon

3aHecTH y IPOTOKOI

Kopotxkwii 3BiT

Odiritinuii OroneTeHn
KOH(epeHIIii

Odirrifini 3BiTH
[NoBigomIieHHs 7151 TIpecH
[NoBHwit cTeHOTpadiyHMiA 3BIT
Crmcok IpoMOBIIiB

Cxnaatv CIIMCOK

INonpocuty npucyTHIX
3apeecTpyBaTHUCS

T'onocysanns, 062060penns

BiaMoBsTHCS Bil TOIOBYBaHHS

3BEpHYTHUCS IO TOJIOBA

[lepenaru ronoByBaHHA
3aCTYIHHKY

HOI‘O,E[I/ITI/ICH 3 plI_LIGHHHM TOJIOBH

[Nompocuty monoBimaga 6yTH
JIAKOHIYHUM

Minutes, journals, releases, records

Official records of the conference

To keep / to draw up / to take the
minutes

To place on record/ in the minutes; to
enter in the minutes

Summary record

Official journal of the conference

Official records

Press release

Verbatim record

List of speakers

To draw up / to fix / to establish a list

To circulate an attendance list

Voting, discussion

To give up / to renounce the office of
chairman

To appeal to the chairman

To hand over the chairmanship to the
vice- chairman

To accept the chairman's decision /
ruling

To invite (the) speaker to be brief
(laconic)
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[TompocuTy momoBigava He
BIIXMJISITHCS Bl TEMU, Bl
npeaMeTa 00roBOpeHHS

Bigkputn nebatu moao
MPOLICAYPH

Bingxumty/ BiIKIacTy MIUTAHHS
Brmyuuti/30TH TATaHHS

3HsTH 3 MOpAAKY ACHHOT'O

Y3saTH y9acTh y nebdarax
(oGroBOpeHHI)
I'oBopuTH 3 Mictis

['oBopuTH Y MikpohoH

3anumimTy 3a coO0F0 TIPaBo
BIJIITOBICTH ITI3HIIIIE
3anwmcarucs 10 CIIUCKY
JIOTIOBIAaYiB

Hapnaro cioBo

OOMEXHUTH Yac BUCTYITY

OCKUIBKH I MAIO CJIOBO;

OCKLJIBKM MEHI HaJIaHO CJIOBO
ITo30aBitstro ciioBa

[Ipomury cnosa
3iiiTH 3 TPHOYHH
S1 BIAMOBIISIFOCS BiJTl BUCTYTIY

JloTpuMyBaTHUCs IPAaBUIL
HIpOLEypH

3aKIuKaTé A0 HOPSAAKY
KoncraryBatu nopy1eHHs
MIPaBHII IPOLIEYpPH

To request the speaker to keep to the
point under discussion

To open (a) debate(s) on the procedure

To set aside an issue
To exclude; to discard an issue
To delete / to remove from the agenda

To intervene in debates

To speak from one's place
To speak into the microphone

To reserve one's right to answer later

To put one's name on the list of
speakers

I call upon / I give the floor /
To restrict / to limit the time of speech

Since I am speaking;

I direct the speaker to discontinue his
speech

I ask to speak; I ask for the floor (USA)

To come down from the rostrum

I waive my right to speak (to deliver a

report)
To conform to the rules; to comply

with the requirements of the rules
To call to order

To note an infringement / a violation of
rules
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Oronocuti cede KOMIIETEHTHAM
(HEeKOMITETEHTHHM)

ITocunarucs Ha npeneaeHT

Ilocunarucs Ha TEKCT

Mebamu

BBaxkatu mpono3suitito

HEIIWCHOIO
BBaxkaTu, 1110 CTaTTA BXKE €

HeZiCHOO0 (3acTapiiomo)
BigiiTi Big mUTaHHS,
BIIXWIMTHCS BIJI TEMU
BimMoBHTHCS PO3TIISIHY TH

Burosmocuti 101moBiab

Bucnosutu cBoto 3roay 3
MOMEPEHIM 0paTopoOM
Buctynarouu sk (B sIKOCTI) ...,
s

J1151/3 METOrO YTOYHEHHS
3anuTaTy Npo PUIUYHUN
3a IpONO3HULIEIO. ..

V3stu 3asBy 10 Bijoma
3pobuTH 3ayBaXKCHHS;
Kowmitery monana qomoBiapb

[lepepBaru nonosigada
(opatopa)

BucnosuTy npuHIMIIOBE
3allepeyeHHs; 3arepeuyBaTH B
TIPUHITATTI

[ToroguTucs 3 QyMKOXO...

To declare oneself to be competent
(incompetent)

To invoke a precedent
To refer to the text

Debates

To consider a proposal as null and
void

To consider an article as
obsolete/stale

To depart from the question;

not to keep to the point

To refuse to entertain

To make / to deliver a report

To express agreement with the
previous speaker
I speak in my capacity of...

On a point of clarification

To request a legal opinion

On the proposal of...

To acknowledge a statement

To make a remark; to remark

The committee has a report before it

To interrupt a speaker

To raise an objection of principle;
to object in principle

To accept / to endorse the opinion of...
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[Tomatn Ha po3rsan nompaBky  To present/to submit an

y MMUCBMOBIH (popMi amendment in writing

[TonpaBnsaTu/mepepoOaITH To amend / to alter an article, a report

CTaTTIO, JOTIOBIIb

[MocunaTucs Ha CTATTIO To invoke an article

[TocTaBuTH 3anMTaHHSA y To put a written question

MUCHMOBIH (opmi

[IpaBoBe nuTaHHs A legal issue / matter

VY3sTH 10 yBaru To take into consideration / into
account

3aKiHIUTH OOTOBOPEHHS To close the debates / the discussion

Step 2. General aspects of scientific conference

Here are some session formats commonly used at scientific
conferences:
e Guest speaker (a formal lecture, often using audiovisuals,
followed by a question-and-answer period)
¢ Panel (Short talks by three or four presenters, including session
leader, followed by discussion among the participants)
e Workshop (an intensive, interactive educational program)
e Roundtable (a guided discussion of specific issues of common
concern)
e Showcase (a collection of exhibits, programs, or activities on a
common theme)
e Interest Group Meeting (a peer discussion group)
e Speakers' Corner (a 15- to 20-minute, noncommercial talk on a
topic related to science centers).
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1. This is an annual science conference schedule. Complete all
blanks with your own variants of reports and speakers (any sphere of
law which you prefer).

PANE PANE PANE PANE PANE PANEL

TIME A: B: C D: E: F:
Room360 |Room300 | Room365 | Room325 | Room335 | Room 330
8:15 - REGISTRATION
8:30 a.m. | 3rd Floor Lobby
. Prisoner's
?gf ;| Righs
’ I.Petrov
10:15 -
10-30 Break
10:30 -
12:00

12:00- LUNCH:
1:00 p.m. | Cafeteria

1:00 -

3:00
AWARDS

3:15 p.m. | PRESENTATION:
Room 300

There are 12 questions and possible answers which can
appear during your preparations for the conference as a participant:

Where is the Conference?

The conference will be at the university campus, in the
classrooms on the 3rd floor. Specifically, rooms 325, 335, 330, 360,
365, and 300.
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What time is the Conference?

Registration starts at 8:15, and the first session is at 8:45.
The Conference will close with an awards presentation (Best
Presentation and Most Original Paper) at 3:30 pm.

Do I have to be there all day?

Participants (i.e., speakers) are expected to attend for the
entire day.

Any guests are welcome to come just to your session, or to
as many sessions as they wish.

How are presenters grouped?

The presentations are organized by topic into sessions of 3
to 5 speakers each.

The Law Science faculty is the Session Leaders, and will
introduce you when it's your turn to speak.

How should I dress?

For men: sport coat or suit and tie. For women: suit, or good
work dress.

How long do I have to present?

Each person gets 20 minutes to present your speech. Your
Session Leader will be timing you, and will stop you when your
time is up. Generally that means you should plan to present for 15
minutes, and allow 5 minutes for questions and answers.

What kind of audio visuals, props, etc. can 1 use for my
presentation?

Some people use overhead transparencies, but you also have
such options as video clips, a laptop with video/computer projector.
What AV Equipment is available and how do I obtain special
equipment?

Every room has an overhead projector and a VCR with
monitor. If you need something else (such as a digital/computer
video projector), you'll need to reserve it with the authorities.
Reservations will be first come, first served.

Can friends, relatives, spouses, etc. come to the Conference?

The Conference is free and open to the public. Feel free to
invite friends, colleagues, family, etc., whether for moral support,
professional interest, or to help celebrate one of the major
achievements in your graduate study.

62



What about lunch?
Lunch is from 12:00 to 1:00 in the cafeteria (and the courtyard, if the
weather cooperates). It is free for conference participants. Guests
pay by themselves.
Do I get a copy of the Proceedings?

Every conference participant gets a free copy of the
proceedings. Others may purchase a copy for some sum.
What do I do with the biographical sketch ?

Please fill out the biographical sketch and bring it with you
the day of the conference. Your Session Chair will use it to
introduce you.

Step 3. Submitting Papers for Conferences

Knowledge gained but not shared with others represents a
waste of scarce resources. Teaching, publishing, and conference
participation represent the three key ways of disseminating new
knowledge so that it may be read, debated, and applied by others.

"Knowledge" in political science is produced by dialogues
among scholars who share common interests — although not
necessarily common perspectives and values. Portions of these
dialogues are usually summarized in the introductions or "literature
reviews" of books and articles.

The point of articles and conference papers is to add
something to such an ongoing dialogue. Conference papers are often
a precursor to publishing an article on a particular topic.

Conferences and your career

Conferences are useful for seeing other scholars, of seeing
work in progress elsewhere, and of making yourself visible to others.
Writing a paper can also be a good way of forcing yourself to stick to
a deadline or reach some milestone in terms of developing results or
some other section. Having conference papers on your CV also
suggests that you are aware of the norms of the discipline and have
some professional experience. BUT: beware of presenting too many
conference papers. Conference paper preparation takes time away
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from other projects (working on a dissertation chapter), and
conference papers are most beneficial when they turn into
publications. Students with many conference papers and no
publications stand out in a negative way during job searches. The
danger is that a potential employer will see this list and reach the
conclusion that you are someone who cannot complete (i.e. publish)
the work you've started. You should have no more than 3-5
conference papers for each publication on your CV.

General suggestions regarding conference papers

1. Submit a paper when you think you have something to add to an
ongoing debate. Your contribution could be purely theoretical or
conceptual, but you will usually have supporting evidence as well.
Keep in mind that there must be some threshold for validity. Ask: how
likely is it that a typical political scientist will find my conclusions
plausible? Keeping in mind that scholars disagree, you must be fairly
confident that a large number of the audience will find the methods
and arguments persuasive.

2. Never write a professional paper without some clear idea about the
audience. Who would be interested in reading the paper? Everyone in
your major field?

3. Once you have an audience in mind, try to write for a group
slightly less specialized than the audience. It is usually possible and
important to show non-specialists why the paper topic is interesting.
Try not to exclude non-specialists by impenetrable jargon. Try to
suggest why your research question, method, or approach might be
useful to political scientists generally. This is a good way to set up
your introduction.

4. Do not overstate your case. Do not claim your findings will cure
cancer and contribute to world peace if your contribution is
incremental. Do not claim that the conclusions are "clear" if the
evidence is weak and multiple interpretations are possible. (Tip:
Avoid the use of "clearly," "obviously," etc. If it really is obvious,
there is no need to say so; if a conclusion is not obvious, saying so
only invites extra scrutiny).
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Proposing a paper for a conference

1. A "Call for Papers" is usually issued 6-9 months before a
conference. These calls are usually mailed to organization members
and printed in PS. Often, calls are also mailed to department heads to
be posted on bulletin boards; some are distributed through e-mail
mailing lists such as PSRT-L.

2. Usually, the conference organizer designates 10-30 individuals to
organize conference panels on particular topics. Sometimes it is
difficult to tell which session is most appropriate. Imagine that you
wanted to present a paper on the comparative trade policies of France
and Germany at the 1996 APS A meetings. The call for papers lists
different organizers for "Comparative Politics," "Comparative Politics
of Advanced Industrial Societies," "Politics and Society in Western
Europe," "Political Economy," and "Foreign Policy Analysis."
Depending on the focus of your paper, more than one of these areas
might be appropriate. In this case, you must select one or two areas.
APS A rules permit you to submit the same paper proposal to one or
two organizers, as long as you inform both of the multiple
submission. Some conferences only allow you to submit the
proposal to one section. Read the call for papers carefully to
determine procedures and rules.

3. In political science, the norm is to submit a paper proposal which
is an abstract of about 1 page. If the research is nearly complete, the
abstract should introduce the research question, discuss specific
hypotheses, data and methods (if appropriate), and summarize the
major conclusions. If the work is not yet complete, describe the types
of conclusions which are possible and explain the methods in
sufficient detail that the organizer can get a good idea of how you
propose to answer your research question.

4. Sometimes you will submit your proposal by regular mail; other
times you may be able to submit your proposal by email. More and
more often, there is a web-based submission process. If submitting by
mail, the proposal should be accompanied by a brief letter (in case the
letter and proposal become separated, be sure to have your name,
paper title, and affiliation on both). Again, read the call for papers
carefully to determine submission procedures and deadlines.
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5. Notification of acceptance or rejection usually arrives 6-12 weeks
after the submission deadline. Keep all correspondence because
copies of the acceptance letter will be required as part of your
application for travel funds.

Presenting the paper

1. If your paper is accepted, you may be required to become a
member of the organization (if not already) and pre-register for the
conference. More important, you will be expected to mail a finished
copy of the paper to the panel discussant and panel chair 2-4 weeks
before the conference. At some conferences, you may also be
expected to bring 30-50 copies of the paper with you for distribution
(hint: papers written by most of us rarely sell out; take fewer than
recommended).

2. Most panels last 1/2 to 2 hours. Three to five papers are presented
with each panelist given about 15 minutes, sometimes less. One or two
discussants will be given similar amounts of time to comment on the
papers. Do not read your paper. For one thing, it is only possible to
read 5-8 pages in 20 minutes. Therefore, you need to cover only the
essentials. Second, the demands on an audience listening to a paper
are far greater than on the same people reading it. You will want to
prepare presentation designed for a listening audience (this is a lot like
giving a class lecture). For your first conference, time your
presentation. If handouts are helpful, prepare 20-25 (bring more if
somebody famous is on your panel). Note: If you require an overhead
projector or other equipment, you usually must make a special
request shortly after your paper is accepted. Read the instructions
that accompany the acceptance letter carefully.

3. Upon arriving at the conference, locate the room where your panel
will be held. Check out the room and remember how to get there.
Beware: the elevators in the conference hotel become jammed as
dozens of panels end; do not be late to your own panel! When you
arrive, go to the table at the front of the room and introduce yourself
to the other panelists.

4. There are three difficult tasks at the panel. The first is looking as
if you are paying attention to the first panelist when you are
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mentally rehearsing your own paper; try to relax and enjoy listening to
the other papers. The second challenge is presenting your paper in the
allotted time. A good panel chair will pass you a note after 13
minutes which says "2 minutes to go." Here you may need to pause
for a second and map out a strategy for summarizing your
conclusions in less time than you planned. The third difficulty is
listening carefully to the discussant — especially if you feel the
discussant did not understand your paper or did not like it. Take
careful notes and try not to over-react when you get a chance to
respond. If the discussant has potentially valid criticisms, it is OK to
agree. Some people seem naturally better at such presentations than
others and some people are more comfortable interacting with other
panelists. But everybody gets better with experience.

Travel funds

In general, you should consider the tradeoffs when
considering whether to propose a paper. If a conference paper
represents a discrete section of your dissertation, an idea that you
can potentially publish with a reasonable amount of additional work,
or a critical opportunity to get feedback on a key idea, then go for it.
You should feel free to consult with your supervisor when
considering submitting a paper proposal.

See an example of a paper proposal:

Penn State University
University Park, PA 16802-6200

Office: 814/865-6576, Fax: 814/863-8979, e-mail:
EXP12@psu.edu

As is the norm, I also have sent a proposal to another session organizer,
in this case to Nancy Bums in the Women and Politics section.

I would also be interested in serving as discussant or panel chair. My
areas of specialization are women in politics, political participation, and
survey methodology.

If possible, please confirm receipt of this fax by a brief e-mail note
(EXP12@psu.edu). Thanks in advance.

Sincerely,
Eric Plutzer
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July 13, 1995

Dr. William G. Jacoby
Department of Government
University of South Carolina
Columbia, SC 29208

Dear Professor Jacoby,

Enclosed is a paper proposal which I hope you will consider for inclusion
in next spring's MPSA meetings. The paper focuses on the comparison
of female heads of household with women in other marital and parental
roles in order to show how family transitions play a crucial role in
enhancing or hindering political involvement.

The particulars are:

"Family Life, Resources, and Political Participation"
Eric Plutzer

Dept. of Political Science

107 Burrowes Building

Expressions used while delivering a report:

I shall deal with (be concerned with, concentrate on the problem
of)...To start with, let me just to remind you that...

In recent years (in the past few years) much of the effort has been
directed to (towards)...

I would like to distinguish some points (legal issues)... Primarily, 1
want to characterise briefly...Further I should like to dwell on the
following issues...

Let me analyse the following data...Special attention was paid to...
The main points I should like to draw your attention to are... It's
necessary to single out (to note, to emphasise) that...Let me now
pass on to the second/next issue...

Let us look at the following figures...

I should like to conclude my communication (report) by stressing
that...

In conclusion I should like to define (matm Bu3HaueHHs) the
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following legal issues...

It's common knowledge that under Ukraine's law "On Advocacy"...
Summing all it up, I dare say that..With this I'll conclude my
report. So much for that. That's all what I was going to say. This
seems to be all I wanted to inform you of. Thank you for (your)
attention.

Expressions used in discussion:

Mr. / Madam / Chairman, I'd like to ask a question to... I am going to
raise some objections concerning... In my opinion / to my mind (in
Prof. Petrenko's opinion)...What is your opinion on...? If I understood
you correctly (in a proper way)... I suppose (presume, think) that... I
fully (entirely) disagree with you. Our minds differ. As far as [ am
concerned / as [ understood / as [ know...Could you clarify your point of
view (proposal)? As a matter of fact...Taking into account your
research...

We should probably discuss it privately. Be so kind as to single out the
main points of...

Would you mind listening to my own definition of this concept?

What beats me is...

Now, I see your point

Expressions used by the Chairman of a scientific conference:

Ladies and gentlemen! 1 declare the international scientific
conference opened.

There are ... reports to be delivered today, and... tomorrow.

Now, the floor is given to the introductory speaker who is to dwell
on (to deal with)...Now, Prof. N is invited to make his report “... «.
Now, I should like to call on Prof.... to present his considerations.
Are there any questions (remarks, considerations)?

How much time do you need to present your report? Mind your
time-limit, please.

Because of the little time available we shall not hear the report of
Prof. N today.

Time did not allow all of the contributed papers to be presented, but
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they are to appear in the Proceedings.

If there are no more questions we shall go on to... Let's proceed to a
second report delivering.

Prof. N's report has compelled your attention, hasn't it? Try to be
active in his report's discussing.

Because of lack of time this will be the last contribution to our
discussing.

Some dos and don'ts of giving a good 15 minute talk.

Remember that a conference session is generally 75 minutes
long. Three speakers can have 15 minutes each for presentation, and
still leave a half-hour for questions and discussion. But 10 speakers
will barely have time for introductions. Sometimes a combination of
formats works well, such as a panel followed by a roundtable
discussion or a slide presentation followed by a workshop. If none of
the above fits your needs, consider creating a new format.

e Do keep the message of your talk very simple, have only a

few main points.

¢ Do think and plan carefully about the structure of your talk -

make sure it follows a logical progression.

e Do be very prepared for your talk.

e Do plan on about four minutes each for intro, materials and

methods, and results/discussion.

¢ Do speak slowly and clearly.

e Do have a joke or two ready if you are feeling confident,

people like to laugh but be prepared to go on if they don't.

e Do state your aims clearly and explain WHY you have done

the research.

¢ Do try to reach as wide an audience as possible and reflect this

attitude in the way you present statistics and complicated
results.

e Don't read your talk if you can help it. If you are well prepared

and have practiced you won't have to.

e Don't show complicated tables. If you have to show tables,

keep them very simple and only show the data that you are
actually going to talk about.
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e Don't ever say "Now this is really interesting.....", just make it
self-evident.

e Don't say "that's it" at the end, have an ending prepared.

e Don't say "more work is required" because it always is.

e Don't show raw data.

¢ Don't go too much into well known methods.

1. Using the previous information try to write and present your
possible 15-minute talk. You are suggested to choose one of the
proposed themes or prefer your own.

1. Search and Seizure: When the Police Can Search for and
Seize Evidence.

2. Arrest: When It Happens, What It Means.

3. From Suspect to Defendant: How Crimes Get Charged.

4. Criminal Defense Lawyers: Who They Are, What They Do,
How to Find One.

5. Preliminary Hearings.

6. Fundamental Trial Rights of the Defense.

7. Basic Evidence Rules in Criminal Trials.

8. The Trial Process.

9. Sentencing: How the Court Punishes Convicted Defendants.
10. Appeals: Seeking Review by a Higher Court.

11. Juvenile Courts and Procedures.

12. Prisoner's Rights.
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