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PE®EPUPOBAHHE

Jlnst TOro 4yTo0s! ycnemHo OBJIAAETh HABBIKAMH AHHOTHPOBAHHS U
pedepupoBanus, HEOGXOAUMO CHauaia pa3oOpaThcs ¥ YETKO YCBOMTH, B
4YeM pasHHLA MeXIy dTHMH MoHATUAMH. Kak pedepar, Tak 1 aHHOTAUUS
BBIMONHAIOT CNeIYIONIHEe CXONHbIE QYHKIMHU:

- JAt0T BO3MOXKHOCTh YCTAHOBHTH OCHOBHOE COJIEp)KaHHE MHUCbMEHHOTO
HCTOYHHKA H YCTPAHAOT HEOOXOMMOCTh YTEHHS TOJHOTO TEKCTa, €C-
JIM OH NPENCTaBAAET AJIA YUTATENs BTOPOCTENIEHHBIH HHTEPEC;

- 0bnerqaloT mouck HHGOpMaUHK B HHOOPMALIHOHHBIX CHCTEMAX.

JIns HanucaHMs KaK aHHOTALWH, TaK H pedepara UCIONbB3YHTe KITH-
IIMPOBaHHbIEe BhlpaXKeHus (kmHure). [OBOps O KIHIIE, MBI HIMEEM B BUIY
CTEPEOTHITHBIE BBIPAXEHMS, LIAOJOHHBIE (DPa3bl WIH pedeBble LUTAMIIb,
BOCTIPOM3BOJIMMBIE B THITHYHEIX PeYeBBIX KOHTEKCTaX U CHTYaLHsIX.

JlaHHbIA pa3fen pacCKaKeT BaM O TOM, YTO Takoe pedepHpoBaHHe,
JULA Y€T0 OHO MPHMEHAETCS, M MOKAKET Ha MPHMEPE HAYYHO-TIOMYJIAPHOTO
TEKCTa, KaK NMpaBHIIbHO COCTABUTE pe(epaT Ha aHTJTHHCKOM S3bIKE.

PedepupoBanue — HamucaHue pedeparta — 3aKIOYAETCS B JIAKO-
HUYHOM M3JIOKEHMH OCHOBHBIX MBICNIEH TEKCTa-UCTOYHHKA, HX CHCTe-
MaTH3auuH, oboduieHnH U oueHke. Pedepar noapasymeBaer komipec-
CHPOBAHHOE, KOHCINEKTHBHOE H3JI0)KEHHE OCHOBHBIX MOJIOXEHHH, B KO-
TOPO€ HE BKIIOYAKTCH BTOPOCTENEHHbIE (AKThl M AETANM, OPUMEPEI,
HUCTOPHYECKHE 3KCKYPCHI, OTCTYIUIeHHs M T. n. OmHopomHble (aKThI
rpyHupyroTcs B 0600menus, undpoBsle NaHHBIE CHCTEMATH3HPYIOTCH.
Pedepars! nensrca Ha uabOpMaTHBHBIE, MM PedepPaThI-KOHCNEKTHI, KO-
TOPBIE IOCTATOYHO IMOJIHO H3JIaraloT BCE OCHOBHBIE MOJIOKEHHS, 10Ka3a-
TEJbCTBA H BBIBOJIBI; H MHJMKAaTHBHBIE, WM pedepaTsi-pe3roMe, KOTo-
phIE NEPEYMCIIAIOT JIMIIL OCHOBHEIE MOJIOYKEHHA W BBIBOJBI MO HUM Oe3
M3NOKeHHsl JlokazaTenscTB. Oba BHa pedeparoB MOTyT OBITH MOHO-
rpaH4ecKMMH, COCTABAEHHBIMH HAa OCHOBAaHHH OJHOrO MCTOYHHKA;
CBOJAHBIMH, H3JaraloIlHMH COJEPXaHHE HECKOJNIBKHX HCTOYHHKOB, 00B-
€JHHEHHBIX 001IeH TeMO#; 0030pHBIMH, M3/Iaral0IIHMU Pe3yJIbTaT 0030-
pa MHOTHX HMCTOYHHKOB MO OfpejieneHHON TeMaTHke. s ycrnemHoro
pedepUpoBaHHA TEKCTOB HA AHTIHHCKOM S3LIKE HEoOXOOMMO BiajeTh
C/IeAyIOIMMH HAaBBIKAMH U PEUYEBEIMH YMEHUAMM:

- HCIOJIb30BATh KJIHIIMPOBAHHBIE BBIPAXKEHMs (KIHLIE pEYeBod Jes-
TEJIBHOCTH), BBOMALIKE Pa3/IMYHbIE YaCTH TexcTta pedepara;

- AenaTh JIEKCHKO-TpaMMaTH4eckoe nepedpasuposanue (Hanpumep Bbl-
NHCHIBATH M3 TEKCTA OINpe/ie/ieHHbIe GOPMBEl H KOHCTPYKLHH, [OIBEp-

raTb MX TpaHC(HOPMALIMH, COKpaIaTk OTAEIbHBIE [IPEIIOKEHH s, 3ame-
HATB [IPUAATOYHBIE MIPEUIOKEHHs 0OOPOTAMH H T. I1.);
- PUMEHSATh NPUHATYIO B JAHHOH HayKe TEPMHHOJIOTHIO.

O6nem epaTa ONnpenenseTcs CTENEHBIO BaXXHOCTH pedepH-
PYeMOro MaTepHala, XOTA NMPAaKTHYECKH ero CpeaiHuit 06beM He JoIDKeH
npessimath 2000 mevaTHBIX 3HakoB. ECIH OPHTHHAJIBHBIH TEKCT CBEp-
HyT B pedepate 10 1/8 ero obbema npH COXpaHEHHH OCHOBHBIX MOJIO-
XEHHH, TO TakoH pedepaT MOMXKeT CUHTAThCA YNOBJIETBOPHTEILHBIM,
HOpMaJIbHBIM 10 06BeMy. B mpakruke cocTaBieHHs pedepaToB AOMyc-
KaKTCS CleAyIOIIHE 0O bEMBI:

- CTAaThA 10 5 MeYaTHBIX CTPaHHL cBepThIBaeTcA 10 125-200 crios;
- CTaThs A0 25 medYaTHsIX cTpaHul — 10 250 u 6onee cios;
- s Gonee KpymHbIX JoOKyMeHToB — 10 1200 cnos.

Jlns ycrmemHoro HanHcaHua pedepara Ha AHIVIMHCKOM si3biKe py-
KOBO/JACTBYHTECH CJIeNyIOIIHMH YKA3aHHAMH:

I. TlpuaepxuBaiiTech cieaymiei CTPYKTYPbI:

1. Beejienue, B KOTOPOM HEOOXOJHMO YKa3aTh HHHIIHAJIEI aBTOpa U da-
MHJIHIO; Ha3BaHHE CTaThbH, TEKCTa MIH KHHMIH; HaTh BBIXOJHBIE JaH-
HbIE HCTOYHHKA (HOMEp JKypHaJla MJIM Ta3eThl, MECAL| U IO/ U3/IaHHA,
MECTO H3/IaHHA, TOM, CTPaHHIIA).

Ob6nacTb WM pa3fen 3HaHHUS, K KOTOPOMY OTHOCHTCA peepHpyeMbrii

MaTepHai; CTPYKTypa HCTOYHHKA, €CITH CTaThsi SBIAETCS OJHOH W3

HECKOJIbKHX B KHHre, COOpHHKE, MOCOOHHM H T. M.; yKa3aHHE Ha HaJIU-

Y€ WUTKOCTPAIMH, CXeM, TabJIUIL U T. M., €CJIH TAKOBBIE HMEIOTCS.

. I'naBHas Meic/b, uaes pedepHpyeMoro MatepHana.

4. Kpatkoe coaepxanue pedepupyeMoro HCTOYHHKA (M3araercs B TOM
[IOC/IEA0BATENBHOCTH, B KOTOPOH NPHBOAHTCA B OPUIMHAJIE) — 3TOT
IIYHKT JOJDKEH COCTaBiATh 2/3 Bcero Bauiero pedepara.

5. BeiBoabl MM pe3loMe cocTaBuTens pedepara, 061acTs IPHMEHEHHS
pe3ynbTaToB paboThl, NpeIHA3HAYEHHE CTAThH.
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II. Mcnoab3lyiiTe cieayromme Kinuie:

1. Introduction. Beeaenue.
The article/ text/ issue/ essay is CTaThs/TEKCT O3araBJeH. ..
headlined/ entitled. ..



The headline/ title of the article is. ..
The author of the article is...
(a world famous/ popula/, well-
known scientist/ doctor/
engineer..., unknown).

It was written by...

The article comes up from/ was
published/ issued in... (Internet/
newspaper/ magazine/ journal/
book/ textbook “...”)

The article is dated.../ was pub-
lished/ issued in... (2002)/ on...
(the 11" of April, 2002/
11.04.2002).

It is situated on page.../ under
column. ..

Ha3Banue cTaThH...

ABTOp CTaTBH... (BCEMHPHO M3-
BECTHBIH/, 3HAMEHHWTBIW/ MOy~
JSApHBIA  y4yeHsld/ Bpau/ HHXKe-
HEp..., HEU3BECTEH).

Omna (cTaTh#) HamKUCaHa. .. (keM).

Crarba onybnukosasa B... (UH-
TepHere/ rasere/ xypHane/ KHH-
re/ yuebHuke “...”)

CraThst naTupoBasa.../ onyOam-
KOBaHa.../ BBIIYILEHA. ..

Haxomurcs Ha cTpaHuue.../ mox
PYOPHKOH. ..

2. Field of Study. Structure. Illustrations.
Paznen 3nanunii. Crpykrypa. Hinmwocrpauu.

The article lies in/ refers to the
field of... (medicine, biology,
engineering, computer science...)
It concerns/ describes/
investigates the points of...
(physiology, biochemistry,
computer programming, ecol-
ogy...)

This article is drawn/ taken from
the book/ collection of.../ series
of...

The article is supplied with a
scheme/ a diagram/ a table/ a
picture/ a photograph of...

The results/relevant data are
shown in the table/ are illustrated/
described by the scheme/ are dia-
grammed...

Cratesi OTHOCHTCSH K obiacT...
(MeouUHHBI, OHOJIOTHH, HH)KEHE-
pPHH, KOMITBIOTEPHOH HAYKH...)

OHa kacaercs/ onmMcbiBaeT/ H3y-
YyaeT BONpPOCHI... ((pusznosnoruu,
6HOXHMHH, KOMIIBIOTEPHOIO
NPOrpaMMHpPOBAHHS, IKOJIOIHH. .. )

Crarps B3sta M3 KHMrH/ cobpa-
Hust/ cOOpHHKA. ..

Crarps cHabxeHa cxemoi/ aua-
rpaMMmoit/ Tabmunei/ pucyHkom/
¢pororpadueii. ..

Pesyneratel/ BaxkHas uH(opMa-
UHs MpencTaBjieHbl B Tabmuie/
OTPa)K€HbI/ OMUCaHbl CXEMOW/
JIHarpaMMon. ...

The main idea/ key-note/ central
topic of the article is...

The article touches upon/
highlights the question(s) of.../ a
buming issue of today/ the
problems of...

The article deals with a topical
issue of today/ a question of
paramount importance/ a burning
problem/ debatable questions,
points/ one of the controversial,
eternal questions...

The author addresses himself to/
lays stress on the problem/
matters/ solution of...

The article opens in a description/
an explanation a discussion of.../
a general statement. ..

At the beginning of the article the
author states, that.../ informs us
about../ says that.../ focuses
on.../ brings to the forefront the
problem of...

Further on, the article...

After that, the author...

In conclusion the author. ..

The author draws a conclusion
saying that...

The article ends in...

Summing it up, the author...

In the closing paragraph the
author...

.

3. The Main Idea. OcHOBHas MBIC/AB.

['naBHas uaes/ OCHOBHAsT MBICIB/
cTaTbH/ OCHOBHAS TEMA CTAThH. ..
Crarpsa 3aTparuBaer/ BhiAENAET
Bornpoc(bl) 0.../ XHBOTpemewy-
LIYIO TeMy JHs/ NpOOJIeME. ..

CraThs pacCMaTpHBAeT aKTyasb-
HYI0 TeMy OH#/ BONpPOC MNepBo-
CTENEHHOH BaXKHOCTH/ XKHBOTpE-
neuyuryo npobnemy/ criopHbie
BONIPOCEI, MOMEHTBI/ OIHH M3
CTIOPHBIX, BEYHBIX BOIIPOCOB. ..
ABTop obpauiaercs/ aKHeHTHpY-
€T BHMMaHuHe Ha mnpobreme/
BONpPOCax/ peleHHH. ...

4. Rendering an Article. Conepxanue.

CraThs HaYMHAETCHA C OMHCAHH/
obwsacHenns/ obcyxnenus/ yr-
BEPIKAEHHUA 001Iero xapakrepa. ..
B Hayane craTeM aBTOp yTBEpK-
J1aeT, 4To0.../ coobuaeT Ham o.../
TFOBOPHT, YTO.../ ofpawaer BHH-
MaHHe Ha.../ BBIHOCHT Ha nepej-
HHH I1aH rnpobiemy...

Hanee cTates...

3arem aBTop...

B 3akmioyenue aBrop...

ABTOp Jenaer BBIBOL, TOBOpA
970 ...

CTaTbs 3aKaHYHBAETCH. ..
ITozBons utor, aBTop. ..

B 3akmouurensHOM ab3ane as-
TOp. ..



5. Personal Attitude and Conclusions. Ouenka aBropa U BbIBOJbI.

I find the article interesting,
informative,
attention-catching,
gripping,
topical...

overlong,
too wordy,
boring,
uninteresting...
The author..., and I can’t agree
more.
The author is absolutely right
saying that...
Unfortunately, the author has no
solution to offer. He only...

The author, to my mind, misre-
presents the situation/ the facts.
The author fails to persuade me
that...

I don’t agree with the author.

The article is aimed to acquaint
the readers with...

The article is intended for a wide
range of readers/ for students
of... facultyy for people
interested in...

S cuuTalo CTaTHIO MHTEPECHOM,
conmepyKaTebHOM,
yBIIEKaTeJIbHOHM,
3aXBaThIBAIOLIECH,
aKTyaJIbHOH. ..

CJIHIIIKOM JUTHHHOM,
MHOTOCJIOBHOM,
CKYYHOH,
HEMHTEPECHOH. ..
ABTOp..., H 1 Oonee yeM CoriaceH.

ABTOp COBEpILEHHO [paB, roBO-
pA YTO...

K coxanenuio, aBTOp He npejia-
raet kakoro-nmubo pemenus. OH
JIUIE...

A mymaio, aBTOp HCKaKaeT CH-
Tyauu/ GakThl.

ABTOpY He ynaetcs yOeauTh me-
HA B TOM, YTO...

S He coriaceH ¢ aBTOPOM.
OcHoBHas 3a/1a4a CTaThbH — O3Ha-
KOMMTh YHTATENs C...

CraTbs npenHasHayeHa MU LIH-
POKOro Kpyra 4uTaTenei/ s
CTYyHeHTOB ... dakynbrera/ s
TO/IEH, UHTEPECYIOIUXCH. .

I11. Ucnioab3yiiTe cieayomMe rjiaroJibi:

disclose — paszobnauars, pac-

KpbIBaTh;
emphasize — npuaasate ocoboe
3HAYEHHE, NOA4EPKHBATH,
AKIEHTHPOBATS;

forecast —  npencka3sIBaTh,
NPEABUIETE;

stress — MoqYEepKHBaTh,

imply — mopgpa3ymeBartsb, Mpexnrno-
JlaraTh;

predict — npeacKaselBaTh, MPOPO-
YUTH;

reveal — 1okaseiBaTh, 00HapyXHU-
BATh;

infer — o3nagaTh, moxpasyme- advise — COBETOBATE;

BATh; persuade — ybexnars;

insinuate — BHyImIaTe Hcmon- explain — OOBACHATD;

BOJIb, HAMEKATh; mention — YIIOMHHATE;

reiterate — MOBTOPSATE; warn — Mpexynpexaars, Mpeaoc-
SuUppose — IpeJIrnoaaraTh; Teperarh;

admit — nomyckarh, Corlalarscs; — suggest — npeanaraTs, COBeTOBaTh.
believe — mymath, nosnarars;

IV. IIpounraiite cieayiommii TeKCT M MOCTapaiTech MOHATL €ro
coaepiKaHue.

Black Cats and Broken Mirrors
(Newspaper “English”, volume 23, March, 2002, p. 7)

1. Do you think that it is bad luck to walk under a ladder or break
a mirror? Do you think that black cats and the number 13 are unlucky?
Some people do, and some don’t. The three men in America don’t either.
Every Friday the 13" they walk under ladders, break mirrors, and open
umbrellas indoors. They want to prove that they aren’t superstitious.
They are rare people who aren’t. There are over one million
superstitions, and most people believe at least one or two of them.

2. Many people are superstitious about numbers. They think that
there are lucky numbers and unlucky numbers. The number 13 is often
considered unlucky. In some parts of the world, buildings have no 13"
floor and streets have no houses with the number 13. In Japan, four is
considered unlucky because in Japanese the word “four” is pronounced
the same as the word “death”. Japanese never give gifts of four knives,
four napkins, or four of anything. What are the lucky numbers? Seven is
a lucky number in many places, and eight is considered lucky in Japan
and China. In China, businesses often open on August 8 (8-8), and many
couples register to get married at eight past eight on August 8.

3. Superstitions about numbers are so widespread that some
people — called numerologists — make a living giving advice about
numbers. In 1937, when the Toyoda family of Japan wanted to form a
car company, they asked a numerologist if “Toyoda” would be a good
name for the company. The numerologist said it would not be. He
explained that “Toyoda™ took ten strokes of the pen to write, and 10 was
not a lucky number. “Toyota”, however, took eight strokes to write, and



eight was a very lucky number. The numerologist recommended
“Toyota” as a better name for the company. The family took advice. As
a result, millions of people drive “Toyotas” and not “Toyodas”
nowadays.

4. In addition to superstitions about numbers, there are many
other kinds of superstitions. There are superstitions about eating,
sleeping, sneezing, and itching. There are superstitions about animals
and holidays and horseshoes. There are even superstitions about
superstitions. Those superstitions tell people how to reverse bad luck.

5. For example, in many parts of the world spilling salt is bad
luck. Throwing salt, however, is good luck. So, people who spill salt
throw a little of the spilled salt over their left shoulder. Throwing the
spilled salt reverses the bad luck. When the Japanese bump heads, they
immediately bump heads again. According to Japanese superstition, the
first bump means their parents will die, but the second bump “erases”
the first one. To reverse bad luck in general, people turn around three
times, turn pockets inside out, or put their hats backwards. In the United
States, baseball players sometimes wear their caps backwards when their
team is losing. It looks silly, but the baseball players don’t mind if it
helps them win the game.

6. Because there are so many superstitions, it is not surprising that
some of them are contradictory. In Germany, it is good luck when the
left eye twitches and bad luck when the right eye twitches. In Malaysia,
it is exactly the opposite: a twitching right eye means good luck, and a
twitching left eye means bad luck. Accidentally putting on clothes inside
out brings good luck in Pakistan but bad luck in Costa Rica. In Chile,
unmarried people won’t take the last piece of food on the plate because
it means they will never marry. In Thailand, unmarried people do take
the last piece because it means they will marry someone good-looking.

7. Some superstitions have been with us for so long that they have
become customs. In many parts of the world it is polite to say “Health”
or “God bless you” when someone sneezes. People used to think that the
soul would escape from the body during a sneeze. They said, “God bless
you” to protect people from losing their souls. Today we no longer
believe that people who sneeze are in danger of losing their souls, but we
say “God bless you” anyway. We say it not because we are superstitious,
but because we are polite.

8. Even people who say they aren’t superstitious would probably
not intentionally walk under ladders and break mirrors. Almost everyone
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is at least a little superstitious. One woman says that when she got
married, her aunt gave her white bath towels. “Never buy purple
towels,” her aunt said. “If you use purple towels, your marriage will
end.” Does the woman believe that superstition? “No, of course not,” she
says. “It’s silly.” Does she use purple towels? “Well, no,” she answers.
“Why take chances?”

V. IIpocMOTpHTE MJIAH M JOMOJIHHTE €ro B COOTBETCTBHH € colep-
J)KaHHEM TeKcTa (B NUlaHe NPONymieHbl JBA NYHKTA):

Plan
Superstitious people.
Numerologists and the “Toyota” company.
Other kinds of superstitions.
Contradictory superstitions.
Superstitions about sneezing.
Not to take chances.

S

VI. OTBeTbTe NHCHMEHHO HA BONPOCHI, HCNOJIbL3YA Kiume. OTBeTs
HA 3TH BONPOCHLI CTAHYT OCHOBOH /1A HanucaHus pedepara 106oro
HCTOYHMKA.

. What is the headline of the article?

2. Whom was the article written by?

3. Where does the article come from? Was it published in a newspaper
or a magazine?

4. When was it issued?

5. What page and column is the article placed?

6. What field of science does the article refer to?

7. Is it supplied with any illustrations?

8. What is the central topic of the issue?

9. What kind of questions does the author address himself to?

10. What is said at the beginning of the article (further on, in the closing
paragraph)?

11. Do you find the article interesting or not?

12. Do you agree with the author?

13. What in the aim of the essay?

14. Whom is it intended for?

11



VII. 3akoHuHTe CjleaylolIHe NpelI0kKeHH: B COOTBETCTBHH C CO-
NepKaHAeM TeKceTa (MMCbMEHHO):

The author emphasizes that...

Each paragraph reiterates that...

At the beginning of the article it is insinuated that...
Paragraph 3 explains why...

The fifth paragraph reiterates that...

This issue implies that...

In the seventh paragraph the author reveals. ..

NOUMALN -~

VIII. HaiinuTe B TeKCTe H BHINMHIIHATE 10KA3aTeNbCTBA CJIEAYHOLIHX
yTBepAKIACHHH:

All people are superstitious.

The number 13 is unlucky.

Eight is considered lucky in Japan and China.

The “Toyota” company got its name with the help of a superstition.
There are superstitions which tell people how to reverse bad luck.
Superstitions are contradictory.

Some superstitions became customs.

TN G (hh

IX. BoInHIIKTE OCHOBHYIO MbIC/IbL (HHOPMATHBHOE IIPO) KAXKAOI0
aG3ana, KOTOpbIe 3aTeM Bbl 00beJUHHTE B pedepar.

Kpome Bcero npoyero, XoTenock Obl HaIIOMHHTB, YTO B AHIJIHI-
CKOM SI3bIKE BCE CaMOCTOSITEIIbHBIE CIOBa (TO €CTh BCE CJIOBA, KpOMe
[IPE/IOrOB M apTHKJIEH) B 3arojIoBKAaxX MUILYTCH C 3arnaBHoii Oykesl. He
3abBIBalTE U €lle OJHO HEMAIIOBAXKHOE MPABHJIO: B AHTJIHHCKOM S3BIKE H
OTKPBIBAIOLINE KABBIYKH, H 3aKPbIBAIOLIHE CTABATCS CBEPXY.

X. Hanuuwure pedepaT mpeiIoKeHHOH CTaTbH, CAedysl NMPHMepy
(cm. npuaoxkenue Ha cTp. 27).

AHHOTHPOBAHHUE

JlaHHBIH pa3fesn pacCKaXeT BaM O TOM, YTO TaKOe aHHOTHPORAHHe
¥ KakK [MPaBHJILHO HAMMHUCATh aHHOTALMIO HA AHTJIHHCKOM SI3BIKE.

AHHOTAlMA — KpaTKoe omnucaHue paboTel, Harollee XapakTepH-
CTHKY BBIXOJHBIX JaHHBIX, OCHOBHOH TeMbl, npobiaeMsl, 00beKTa, Lejin
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paboTHl ¥ ee pe3yIbTaToB. AHHOTALHA BKIIOYACT CBEACHHA o6 aBsTope,
HaMpaBJIeHHOCTH paboThl, €¢ NEHHOCTH H HA3HAYEHHH M HMEET Crpa-
BOuHBIH XapakTep. PekoMenayemblii CpeHHi 00beM aHHOTALMH — 500
NeYaTHbIX 3HAKOB (OOGBIYHO 7—8 MpeMIOKEHHH Ha aHTIIMACKOM A3BIKE).
XOTs 1e/lb AHHOTHPOBAHHA COBMNAAeT B ONpEeNeHHOH CTENMEHH C Le-
JBI0 pehepHpOBaHHs, OJIHAKO MEXIY STHMH IBymMs (opmamu 06pabot-
KM TEKCTa MMEeTCs CYIIECTBEHHOE pasiHdMe: eClid HasHaueHue pedepa-
Ta 3aKJIIOYAEeTCA B 3aMeHe MOJUTMHHMKA KPaTKUM H ODOOLICHHBIM €ero
BApMAHTOM, JOCTATOYHO MOJHO OTPAKAIOIHM €ro CO/ICpPKaHHe, TO aH-
HOTALMS JIHUIE COOOLIAET O HAIMYMHM OMPEJeNeHHbIX CBEJCHHH, MaTe-
puana U3 KOHKpeTHOH obnactu 3uanus. Kpome TOro, CymeCTBEHHHIM
pasnMYMeM 3THX ABYX BHIOB MHCHMEHHOH JIEATENBHOCTH ABJIACTCA TOT
¢akT, 4TO B aHHOTALHH HE NAeTCA JIMYHASA OLEHKA MCTOYHHKA aBTOPOM
JaHHOM aHHOTAUMH (4TO OBUI0 06A3aTEMbHBIM TYHKTOM NPH HANHCAHWH
pedepara — myHKT 5).

Jlns Toro 4yToGEl HANKCATH AHHOTALMKO HA AHTJIMHCKOM A3BIKE, 10
aHAJIOTUHA C HaMHcaHHeM pedepara, HEOOXOAMMO BIAJETh TEMH XK€ Ha-
BHIKAMH M PEYEBBIMM YMEHHAMH H CIIEIOBATh ONPEE/ICHHOH CTPYKTYpe
AHHOTAIMH.

Jins HanMCcAaHMA AHHOTALMHM HA AHIVIMMCKOM SI3bIKe PYKOBOACTBYH-
Tech CieAyUHMH YKA3aHUSIMH:

I. MpuaepxkuBaiTech oNpeaeIeHHOH CTPYKTYPbI:

1. Beenenue, B KOTOPOM HEOOXOAMMO YKa3aTh HHHIIMAJIBI aBTOpa M (a-
MHJIHIO; Ha3BaHHE CTaTbH, TEKCTa HIIH KHHMIH; JaTh BHIXOJHbIC JaH-
HblE HCTOYHHKA (HOMEp >KypHaJia HiIM ra3eThbl, MECALl H FOA M3JaHHA,
MECTO M3IaHHUsA, TOM, CTPAHULA).

2. O6nacTs WM pa3jgen 3HAHHA, K KOTOPOMY OTHOCHTCS pedepHpyeMblii
MaTepHal; CTPYKTypa MCTOYHHKA, €ClIH CTaThd sBJAETCS ONHOH H3
HECKOJIbKHX B KHHre, cOOpHHKE, MOCOOHH H T. I.; YKa3aHHE Ha HaJH-
YyHe WUTIOCTPALH#, CXeM, TabNHL U T. M., €CIIH TAKOBBIE HMEIOTCA.

3. 'maBuHas Mpicnb, uaes pedepupyeMoro Matepuana (B 3TOM MyHKTe
@HHOTALMH B ABYX-TPeX MpeUIOXKEHHAX OMHCHIBAETCA OCHOBHAA
MBICJIb COAEPHKAHUA MMCHMEHHOTO HCTOYHHKA-OPHIHHAJA).

4. 3akmoueHue (B 3TOM MyHKTE B 3aBUCHMOCTH OT COJEpPXaHHsA H Ha-
MpaBleHHOCTH HCTOYHHKA MBI [TBITAEMCS ONPEACIHTD 1IeJIb M IIpe/IHa-
3HAUEHHOCTh JAHHOH pabOThl, TO €CTh COODILAEM, JUI KAKOIO Kpyra Yu-
Taresel npefHa3HaueH TeKCT, Ha KOTOPBIH Mbl IHIIEM aHHOTALHIO).
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II. Hcnonk3yiiTe caeayomue Kinie (B COOTBETCTBHH €O CTPYKTY-

PO AHHOTALMH):

1. Introduction. Beeaenmne.
The article/ text/ issue/ essay is
headlined/ entitled...
The headline/ title of the article
is...
The author of the article is...
(a world famous/ popular/ well-
known scientist/ doctor/
engineer..., unknown).
It was written by...
The article comes up from/ was
published/ issued in... (Internet/
newspaper/ magazine/ journal/
book/ textbook “...”)
The article is dated.../ was pub-
lished/ issued in... (2002)/
on... (the 11" of April,
2002/11.04.2002).
It is situated on page.../ under
column...

CraThs/TEKCT 03arjaBJieH. ..
HaspaHue CTaThbH. ..

ABTOp CTaThH... (BCEMHpPHO H3-
BECTHbIH/ 3HAMEHHUTHIH/ noIrynsp-
HBIH YYeHbIH/ Bpay/ HHXKEHep...,
HEHU3BECTEH).

Omna (craths) HamcaHa. .. (kem).
Cratea omybnukosaHa B... (MH-
TepHete/ rasere/ xypHasue/ KHHre/
yuebHuke “...”)

CraTbs 1aTHpoBaHa.../ onyGauko-

BaHa.../ BBIYLIEHA. ..

Crartps HaxXxO[AHWTCA Ha CTpaHU-
ue.../ nox pyOpHKOH. ..

2. Field of Study. Structure. Illustrations.
Paszaen snanmii. Ctpykrypa. Himocrpauum.

The article lies in/ refers to the
field of... (medicine/ biology/
engineering/ computer
science...)

It concerns/ describes/ investi-
gates the  points of...
(physiology/ biochemistry/
computer program-ming/ ecol-
ogy...)

This article is drawn/ taken
from the book.../ collection .../
series of...

The article is supplied with a
scheme /a diagram /a table / a
picture /a photograph of...

CraThsl OTHOCHTCS K O0OJIaCTH...
(MeauuuHBl/ OHONOruM/ WHXXEHe-
pHH/ KOMIIBIOTEPHOH HAYKH...)

OHa kacaetcs/ ONUCHIBAeT/ U3y4a-
eT BONpockl... (¢pusuonorun/ 6uo-
XHMHH/ ~ KOMIIBIOTEPHOTO  IpO-
rPaMMHpPOBaHUs/ IKOJIOTHH. . .)

Crates B3siTa U3 KHHTH/ coOpaHus/
cOopHHKa. ..

CraTtba cHabOxena cxeMmol/ aua-
rpammoi/ Tabnuue#/ pucyHKOM/

tdoTorpapuei. ..

The results/relevant data are
shown in the table/ are
illustrated/ described by the
scheme/ are diagrammed...

Pesynbrarel/ BaxHas WHGOpManus
npeacTaBieHbl B Tabauue/ oTpa-
KeHbl/ ONMHUCaHbl CXeMOW/ pawua-
rpaMMoii. ..

3. The Main Idea of an Article. OcHOBHASI MBIC/Ib.

The main idea/ key-note/ central
topic of the article is...

The article touches upon/
highlights the question(s) of.../
a bumning issue of today/ the
problems of...

The article deals with a topical
issue of today/ a question of
paramount importance/ a burning
problem/ debatable questions,
points/ one of the controversial/
eternal questions...

The author addresses himself to/
lays stress on the problem/
matters/ solution of...

4. Conclusion. 3akmouenue.
Written by a well known
(practicing) ... the article may
be used by ...

The article is aimed to acquaint
the readers with...

The article is intended for a
wide range of readers/ for
students of... faculty/ for people
interested in...

I'naBHas npues/ OCHOBHAasA MBIC/L/
cTaTb¥/ OCHOBHAS TE€Ma CTATHH. ..
CraTbss 3aTparuBaet/ BhIEISAET
Bompoc(el) 0.../ KHBOTpemenury-
ILYI0 TeMy IHs/ NpobieMsl o...

CraTte paccMaTpHBaeT aKTyalb-
HYH TEMY JIHs/ BOMPOC MepBOCTe-
MEHHOW BaXXHOCTH/ JKHBOTpErIe-
uyutyo npobnaemMy/ CropHsie Bo-
MPOCHI, MOMEHTEY OJHH M3 CIOp-
HBIX/ BEYHBIX BOTPOCOB. ..

Astop ofpauaercs/ aKueHTHpyer
BHHMaHHe Ha mnpobieme/ Bormpo-
cax/ pelueHuH. ..

Hanucannas Xopoimo wu3BEeCTHBIM
(MpaKTHKYIOWMM). .. CTATHA MOXET
OBITb HCMO/IB30BAHA. .. (KeM).
OcHoBHas 3amaya CTaTbH — O3Ha-
KOMHTb YHTATEN C...

Cratbst mpenHasHayeHa uIf [LIH-
POKOro Kpyra ydTaTesneir/ ois cry-
ACHTOB ... (hakynpTeTa/ Ans mo-
JIe#, HHTePeCYIOIHXCH. ..
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I1L. JIpocMOTpHTE HIKENPHBEACHHYIO Tadauiy. 3anOMHHTE, B HeM 3a-
KJTIOMAIOTCH OCHOBHBIC PA3IHYMsl MEAUTY aHHOTALMeH U pedepaTom.

OcHOBHbIE PA3/IHYHA AHHOTAUMH H pedepara

AHHOTALHSA Pedepar

Ocobennoctu ne- | OcHoBHAA Mmeicae | M3naraercs OCHOBHOE
penadm cojepxka- | TOJbKO Ha3bIBAETCHA comepkaH1e, XoJ paccy-
HHsl HCTOYHHKA MWIEHHs], AIYMEHTALUA
Ob6nem .| 500 neuarHBIX 3HaKOB | 2000-2500 meyaTHBIX

(7-8 npeatoxeHHit) 3gakoB (15-20 npenno-

KEHHH)

Jluunoe MueHue | He BbICKa3bpIBaeTCs Bricka3ssiBaercs
Ha  coJAep)KaHHe
HUCTOYHHKA

IV. [MpouMTaiiTe CACAYIOWYK CTaTbI H3 ra3eTbl «AHTTHHCKHIA
A3B1K», TpUIoKenust K rasere «1 cenrabps», 3a mapr 2002 roaa, u
nocrapafrech MOHSITEH €e co/iepKaHHe!:

Industry: Music Piracy Jumps
(Newspaper “English”, March, 2002, p.1, column “News in Brief”)

1. The number of pirated music CDs grew by nearly 50 percent
worldwide last year to a record 950 million unit. Pirated recordings,
including CDs and cassettes, totaled nearly 2 billion in 2001, up just
slightly from a year earlier, said the International Federation of the
Phonographic Industry (IFPI).

2. While the United States music industry worries most about lost
sales from individuals downloading songs from the Internet, there is a
bigger threat globally from unauthorized copying of CDs and cassettes.
These illegal CDs and cassettes now account for two out of every five
units sold worldwide with piracy levels rising as high as 90 percent in
countries like China.

3. Sales of pirated materials around the world amounted to $4.3
billion, up from $4.2 billion in 2000. The dollar value increase was
marginal because of sharply falling prices for pirated CDs. Technology
for recordable CDs, which are known as CD-Rs, has lowered the barriers
to entry for pirates by marking duplicating equipment cheaper and more
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portable. CD-Rs accounted for nearly one-quarter of pirated sales last
year, up from 9 percent the year earlier. Most pirates operate
sophisticated, international networks that take advantage of lax
copyright protection laws in countries such as Indonesia and Paraguay to
manufacture and distribute their products, said Jay Berman, IFPI
chairman and chief executive. As former hotbeds such as Bulgaria and
Ukraine crack down, pirates simply pack up and move to countries like
Russia that have scant protections for copyright holders.

4. Certain countries should regulate CD-manufacturing plants to
limit abuses, said Neil Turkewitz, a vice president with the Recording
Industry Association of America, a U.S. trade group.

By Thomas Sherwood

V. OTBersTe MHCLMEHHO HAa BOMpockl Ha crpanuue Ne 11 (kpome
BonpocoB Ne 9-12).

V1. BeinuuminTre U3 KaKI0ro adzaua no oAHOMY NpeNIoKeHHI0, Ko-
Topoe Go/1ee TOYHO ONMHCHLIBAET €ro 0CHOBHYIO MBICJb.

VII. IIpeoGpa3yiiTe BbINHCAHHBIE NPEJ0NKEHHS B HA3LIBHBIE H CO-
CTABbTE H3 HHX [UIAH TEKCTA, HanpuMep:
Growing number of pirated recordings.

VIII. CrpynnupyiiTe MyHKTLI CBOEro NJaHA B OJHO-ABA Pa3BepHY-
TBHIX NPeNI0XkKeHHs, BLINMOJHHB He00X0aUMBbIe JIEKCHKO-TPAMMATH-
YeCKHe H3MeHEeHHs (I0Jy4YMBUIHECH B Pe3y.bTaTe 3TOro npeobpaso-
BaHHA NPeLI0KeHUs OyIyT ABJIATHCS MyHKTOM 3 Ballel aHHOTALKH).

IX. IIpoynTaiiTe cireayr0uly0 aHHOTAUMIO 1AHHOW CTATLH HA pyc-
CKOM si3bIKE H ONpe/ie/IuTe, KAKHe MYHKThI B Hel He 0CBeLICHBbI.

Crarps Op1a Omy0OIHKOBaHA B rasere «AHIIMHACKHHA A3bIK». AB-
Top crathd Tomac [llepByn.

B cratse mpescrtaBieHs! JaHHBIE O BO3POCIIEM KOJNMYECTBE ITH-
parckux 3anuced B Coenunennbix [lratax. Kpome Toro, asTop 3arpa-
TMB2ET NpobaeMy OTCYTCTBHs 3aKOHOB, PEryJHpPYIOMMX MPOU3BOACTBO
U HEJErajJbHyIo POy KOMITAKT-IHCKOB.
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X. JIonoHUTEe aHHOTAIMIO HA pyccKom s3bike. [lepeseauTe moay-
YEeHHYI0 AHHOTAUHI) HA AHNIHHCKHA sa3bik. ChuenyiTe npumepy
(cm. IIpunoxenue Ha crp. 32).

TEKCTBI JJIsi AHHOTUPOBAHHWSI U PEOEPUPOBAHUS

The Kremlin
(Newspaper “English®, 13/2002, p. 11)

Today when we look at the map of the Moscow metro it is
difficult to imagine that several centuries ago the citizens of the capital
could not imagine such a huge territory as the city occupies today. The
main area was situated on a high hill, the actual place of the Kremlin.
The first document that mentions Moscow dates back to the 12 century
(1147). However we shouldn’t forget that at that time the town was
already very well developed and could provide all the necessities for the
two princes’ armies that came to Moscow for a feast. The celebration
was luxurious and lasted several days. From these facts it is possible to
conclude that the capital is older that it is usually believed to be.

The red walls of the Moscow Kremlin that all Russians are so
proud of appeared only during the reign of Ivan III. What was the
fortress like before? Not so majestic as it is today, of course: simple
wooden walls that protected a small territory inside them. So why did
the area of the Kremlin constantly grow? Little by little people were
building houses around the fortress. Even despite the fact they were not
surrounded by the walls, citizens felt more secure near the fortress than
somewhere in the depths of the forest. Thus the possibility to fight
together against enemies, plus economic reasons, pushed people to live
close to the Kremlin.

Wooden walls were good to protect the population; but there was
a very dangerous enemy — fire. During many centuries Muscovites lived
in a constant fight against this element that offers life but at the same
time can take it away in just a few minutes.

In 1336 a new prince — Dmitriy Donskoy — ordered a fortress
built from white bricks. Its remains exist still today: if we look carefully
at the base of the actual Kremlin we will see that it is not red but white.
Since that time Moscow was nicknamed “white brick” and the name
remained even to the 15 century when white walls were replaced by red
ones.
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Today there are 20 towers in the Kremlin and there is an
interesting story connected with one of them — the Spasskaya (Savior)
Tower. Once Moscow doctors had to face the same disease of many
patients. It was a terrible headache, whose origins remained unclear until
someone suddenly realized that all these problems appeared because of
the Savior Tower! It was the entrance to the Kremlin and there was an
icon over it.

The Kremlin has always been the heart of Moscow. At first its
walls surrounded the whole town; today the capital is so big that it
would be difficult to put its huge population in the area of the fortress.
However the Kremlin still plays an important role not only in the life of
Moscow but also in Russia’s as well. It is the government seat and the
location of numerous historical monuments.

Cathedral Square, formed by three cathedrals (Assumption
Cathedral, Annunciation Cathedral and Archangel Cathedral), developed
in the 15" century. It was the place of coronation festivities and religious
processions.

In the 15" century Moscow became the major Russian town and it
was necessary to replace the old, dilapidated Kremlin walls and to build
new ones to receive foreign guests?

1472 was the year of the beginning of the Assumption Cathedral’s
erection. Before than there had been a cathedral built in the 14™ century
on the same site. The construction of the new building lasted two years
and the Cathedral’s walls were almost finished when suddenly the
northern wall collapsed.

There were several versions of the catastrophe cause. According
to one of them, an earthquake destroyed the Cathedral. The second one
notes the fact of the bad state of the inside of the building and finally the
third variant tells us about careless builders that prepared the lime
poorly. However there was another serious reason. We shouldn’t forget
that during the Tatar Yoke, the Russian masters lost their skills. When
Ivan [II wanted some masters from Pskov to build the Cathedral, they
refused, as the task was too difficult for them. That is why the prince
fixed upon an Italian architect — Aristotle Fioravanti — who was noted for
his buildings in Italy.

To destroy the walls of the ancient cathedral, the architect used
methods unknown in Russia and the lime made by him was extremely
solid.
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In 1479 the construction of Assumption Cathedral was finished.
At that time, when light was the symbol of truth, the cathedral was the
lightest temple in the country. In the domes you can see icons of God,
archangels, and forefathers; the columns are decorated with figures of
Christian martyrs; the western wall by tradition represents the Last
Judgment. (For those who leave the Cathedral, not to forget that it is
waiting for everyone and for everybody to be righteous men.)

Earlier there were gold and silver objects, manuscripts and clothes
for the divine cervices in the Cathedral. All of them are currently
displayed in the Armory Museum.

However there is a work of art set out in Assumption Cathedral —
Ivan the Terrible’s throne in the form of the marquee with scenes
representing episodes from legends about the tsar’s ambassadors. The
throne was used during coronations and divine services that took place
in the Cathedral.

By Alevtina Kozina

The Aral Sea
(Newspaper “English®, 20/2002, p. 7)

Since the beginning of its existing, the human being has been
developing. It has never stopped, and it never will. During the last
couple of centuries it has been developing very aggressively, and it has
reached tremendous achievements in all fields. Unfortunately mankind
has achieved tremendous success in polluting its environment also.
Nowadays, nature is missing many of its inhabitants — those who are
supposed to be under the protection of humans as young brothers and
sisters. Pollution was the reason for their extinction. Finally, the
humanity started paying more attention to what surrounds it. It started
thinking about the future, its future generations, and the inheritance to
these generations. People have started asking themselves more often
questions like, “What will we have left to other children after us?”
Currently, humanity has plenty of global environmental problems that it
has to care of now. Tomorrow will be too late. Some of these global
environmental are global warming, deforestation, freshwater
contamination, destruction of ozone layer of the earth, pollution of space
orbit of the earth by parts of used equipment. Desiccation of the Aral Sea
is one of the items on the list.
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The Aral Sea, which is also considered to be a lake or Inland Sea
in Central Asia, is located in southwestern Kazakstan and northwestern
Uzbekistan, near the Caspian Sea. The Aral has no outlet. The Aral Sea
is still listed as the fourth lake in the world. But it has been shrinking for
decades, and the statistics might change.

Nowadays, two major problems have risen before the
governments of Uzbekistan and Kazakstan; the desiccation and as a
result of this threat of the complete disappearance of the sea, and the
danger of the broad extension of anthrax bacteria that was stored by the
Soviet Army on Vozrozdenia Island.

In comparison with the size of the sea in the 1960’s, the Sea has
declined in size by 76 percent. The initial reason for the Aral’s decline is
the fact that Soviet planners diverted water from Aral’s two big feeding
rivers (Amu Darya and Syr Darya) into cotton fields in the territory of
Uzbekistan. Because of this irrigation, the sea is now seventy miles
away from its former bank (in some places even more). Ninety percent
of the Syr Darya’s water is diverted into canals and reservoirs. Mil_lions
of people in Central Asia rely on the rivers for a livelihood. Uzbekistan,
for instance, generates 28 percent of its hard currency from cotton
irrigated with river water.

Planning the irrigation system, the Soviet planners were only after
high rates of cotton harvests. Unwise use of water has led to the current
state of the Aral Sea. The salt content of the Sea’s water increased by
about threefold, adversely affecting plant and animal life and causing the
fishing industry to decline. o

The disappearance of the sea as a part of the ecosystem is just one
problem that is followed by hundreds of subsequent problems. One of
them has already risen: the drying of the sea has left behind three million
hectares of desiccated seabed, covered with accumulated salts which the
wind carries away and deposits over thousands of square kilometers of
arable land tuming it into dead one. One can see white ridges amid the
soil in the field. Salty dust from the dried out land causes discomfort and
respiratory problems. Wind brings more than a hundred tons of salty
dust per square mile every year. As a result, trees do not bear fruit any
more.

The Aral Sea’s desiccation has an influence on everything that is
around it. The climate in the region has changed significantly; the
winters are colder, summers are even hotter.
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The sea was not only the water supply for the population, but it
was the source of their income. A large part of the population was
involved in fishing and resort industry. Now, the sea is far away, these
businesses are not available any more, and that leads to deterioration of
the financial situation in the area.

In city of Muynak, the three hundred-vessel fleet once employed a
thousand fishers. It is now a collection of rusting hulls half-buried amid
the dunes on the edge of the town. Yet the sixty-year old canning factory
still clatters, although its seven hundred workers handle fish brought by
lorry from the lakes around Tashkent, one thousand miles away.

The sea has tuned from a rich fishing ground to a prairie of
poisonous dust. Desiccation has a great influence on the population’s
health; the change in environment has significantly increased rates of
birth defects, infant mortality, respiratory diseases, cancers, malnutrition,
etc. Another side effect imposed on the population is a dramatically
increased rate of tuberculosis in the area.

One of the causes of health deterioration is that the Aral Sea
contains a lot of pesticides, which sank to the bottom of the sea. As the
lake dried up, this layer of pesticide became exposed to the wind, which
blows it away on the other lands.

The partial solution for the problem is to build a dam to keep
water from flowing into the larger, southern portion. Plans call for the
structure’s base to be 150 yards wide. If money is found for the
construction, the water level of the northern sea will rise to the same
level it was in 1960’s. It is a rare ray of hope for the population of this
region. Calculations by the Kazak Academy of Science in Almaty
suggest the entire sea will disappear by 2010 without the dam.

The second threat to the Aral Sea and its inhabitants is anthrax
bacteria stored since 1988 by the Soviet Army on one of the islands of
the sea. Now, the sea is drying out and this island can become a part of
land. This fact carries the threat that anthrax bacteria can be exposed to
atmosphere one day, and it will become a very serious danger to both
countries. At this time both governments in cooperation with the USA
are undertaking actions in order to prevent the possible catastrophe.

Over the last two centuries many of the Farth’s inhabitants
became extinct as a result of environmental pollution. It is time to stop

it; otherwise the next extinct inhabitant might turn out to be humanity
itself.
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Statue of Liberty Dedicated
(Newspaper “English*, 40/2000, p. 14)

Since its dedication on October 28, 1886, the magniﬁcept.Statue
of Liberty, which stands in New York Harbor, hz_ls welcomed rpllllons of
immigrants, foreign visitors, and citizens returning to the Umted. States
from abroad. The idea for such a statue originated in France during the
early 1870s. Having just adopted a republican form gf government, the
French people wanted to pay special tribute tg the Umted St_ates, the first
modern republic, on the occasion of its 100™ anniversary in 1876. Thc
gift chosen to symbolize the lasting friendship between the two countries
was Frederic Auguste Bartholdi’s statue “Liberty Enltghtemng the
World”. In 1875 the newly organized Franco-American Union bcgax) to
solicit contributions to finance the statue’s construction, and by t%xe time
of its completion in 1884 the French people had donated the entire cost
of $250,000.

Bartholdi himself selected the 12-acre Bedloe’s Island (renamed
Liberty Island in 1960) as the permanent site for its statue, and the
United States Congress agreed to its being used for t_hls purpose. To
provide a suitable base for the 225-ton figure, Americans subscnbgd
$350,000. This money financed the building of a concrete and granite
pedestal, and in 1886 the Statue of Liberty was placed upon this
structure to begin its symbolic vigil in New York Harbor.

Approximately 800,000 persons visit Liberty Island each year.
Boats leave Manhattan’s Battery Park for the island frequently during
the day, and those who make the 1.6-meter trip to in'spect. the statue at
close range are well rewarded for their efforts. The main point of interest
is the hollow interior of the statue. An elevator takes sightseers to the top
of the pedestal, but from there those who wish to venture higher, up to
the statue itself, must walk. A climb of 168 steps leads to the statuets
head, where there is an observation platform. On a clear day, this
platform affords a magnificent view of the harbor and the New_ York
skyline. The right arm and the torch are no longer open to the public.

A bronze plaque was affixed to the pedestal of the Statue of
Liberty in 1903. On this tablet is engraved the famous excerpt from “The
New Colossus” by Emma Lazarus:

Give me your tired, your poor,

Your huddled masses yearning to breathe free,

The wretched refuse of your teeming shore,
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Send these, the homeless, tempest-tossed, to me;

I lift my lamp beside the golden door.

In 1937 the statue, which with its pedestal is 305 feet high, was
declared a national monument, and since that time the National Park
Service has administered the site. In 1964 the Park Service began
construction on the American Museum of Immigration at the base of the
statue. Opened in 1972, the museum contains an exhibit hall where
dioramas, paintings, and other materials depict the contributions of the
various national and ethnic groups to American history.

By Glen Black

Ever Tried Talking to a Computer?
(Reader’s Digest, April, 2002, p. 25)

Technology has changed people and their lives. No period in
history has had as many significant changes as the past century.
Improvements of all kinds, such as those in communication and
transportation have seriously changed many people’s lives — not all
positively. Many people are conservative. They do not like and cannot
accept the new results of technology. Conservative people often resist
the new. They might prefer to take trains instead of airplanes and to
receive letters instead of phone calls. They might like soft, gentle music
rather than fast, noisy modern music. Above all, many conservative
people find the increasing use of computers confusing, annoying and
impersonal.

Computers are an obvious part of technology that reaches into
most people’s lives. Computers answer telephones, retrieve information
instantly, read and answer letters, and make mathematical computations
in much less time than a person can. However, how do people react as
the use of the computer increases in their daily lives? There is a big
difference between talking to a human being about a mistake on a bill
and trying to tell a computer. A computer does not treat people in a
human way. After all, it is only a machine. A person who learns to use
any machine can benefit from its services. The same is true for the
computer. The investment of time and patience that a person makes in
learning how to use a computer pays off many times. What can a
computer do? A computer can easily perform simple and complex
calculations. It can record all kinds of information. It can sort material
either alphabetically or in number of sequence. It can classify, report,
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and edit data, information that is put in. The only requirement is that the
computer must be correctly programmed to perform these functions, or
jobs. Once a program is set, many people can use it to make it work for
them. A computer programmer is a person who is trained to program or
communicate with computers. In a sense, he teaches the computer to do
the work by writing a program. He uses special computer languages to
control and instruct the different parts of the computer. He writes a
program, the detailed set of instructions for the computer, in a computer
language.

Computers have so many everyday uses that the business world
would stop without them. They can reserve airplane tickets, keep bank
accounts, rent cars, control prices, order goods and supply, process
registrations cards, keep inventories, record grocery items, and houses
for sale. All of these jobs can be done, and many more, in a fraction of
the time that a person would need. By using computers, people in
business save large amounts of time. Whether people realize it or not,
computers control so many parts of society that, without them, people’s
lives would be much more difficult. For every mistake on a bill, the
computer does a million others right. Computers save great amounts of
time by doing uninteresting jobs that take people a long time. Computers
are designed for repetitive projects, for processing and storing a large
amount of data, and for accuracy and speed. By using computers, human
beings can free themselves to do more human projects.

By Peter Swanson

An Unsolved Mystery
(Newspaper “English“, 23/2002, p. 13)

In the summer of 1978 an English farmer named Ian Stevens was
driving his tractor through a field of wheat when he discovered
something strange. Some of his wheat was lying flat on the ground. The
flattened wheat formed a circle about six meters across. Around this
circle were four smaller circles of flattened wheat. The five circles were
in a formation like five dots on dice.

Three years later a farmer who lived nearby discovered similar
circles in one of his fields. These circles were larger — nearby 15 meters
across. That same year, yet another English farmer discovered three
circles of flattened wheat on his land — one large circle between two
small circles.
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During the following years, farmers in England found the
mysterious circles in their fields more and more often. In 1987 they
discovered 50 circles; in 1988, 98 circles; and in 1989, 270 circles.

The circles are called “crop circles” because they appear in the
fields of grain — usually wheat or corn. The grain in the circles lies flat
on the ground but is never broken; it continues to grow horizontally, and
farmers can later harvest it. Farmers always discover the crop circles in
the moming, so the circles probably form at night. They appear only in
the months from May to September. What causes the crop circles?

At first, people suspected that the circles were a hoax. They
thought that teenagers were making them as a joke, or that farmers were
making them to attract tourists. (In fact, in 1991, two men said they
made the circles themselves, but many scientists don’t believe them.) To
prove that the circles were a hoax, people tried to copy them: they tried
to make circles exactly like the ones the farmers had found. They
couldn’t enter a field of grain without leaving tracks, and they couldn’t
flatten the grain without breaking it. The crop circles are apparently not
a hoax.

Many people believe that beings from outer space are making the
circles. Some think that the beings are trying to communicate with us
from far away and that the crop circles are messages from them., Others
believe that the beings have actually landed on earth and that the circles
are marks left by their spaceships. Several times people reported seeing
strange flying objects near the fields where crop circles later appeared.

Scientists who have studied the crop circles say they are not sure
what causes them. They have suggested several theories. For example,
some scientists say that “microbursts” of wind create the circles. A
microburst is a download rush of air that sometimes causes an airplane
to crash. Other scientists say that forces within the earth cause the circles
to appear. There is one problem with all the scientific theories. Crop
circles often appear in formations, like the five-dot formation that Ian
Stevens found. It is hard to believe that any natural force could create
those formations. And recently farmers have discovered not only circles
but also rectangles, triangles, and other shapes in their fields. Could any
natural force create a perfect triangle in a field of grain?

In the summer of 1990 some scientists spent three weeks in the
part of England where many circles have appeared. They had all the
latest high-tech equipment. This equipment — worth 1.8 million dollars —
recorded nothing. But one night, as the scientists were watching a field,
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crop circles formed in the field behind them. The scientists had neither
seen nor heard anything.

When lan Stevens discovered the crop circles on his land in 1978,
he said, “It was just like something had landed in the field from the air
and gone back up again. I don’t know what to make of these things.”

Crop circles have appeared not only in England, but also in fields
of Japan, the United States, the Soviet Union, and New Zealand. Experts
from all over the world have studied them. What do experts say about
the crop circles? They say what [an Stevens said: They don’t know what

to make of these things.
By Margaret Luis

The Story of Atlantis
(Newspaper “English®, 23/2002, p. 16)

Over 11,000 years ago there existed an island nation located in
the middle of the Atlantic Ocean populated by a noble and powerful
race. The people of this land possessed great wealth thanks to the natural
resources found throughout their island. The island was a centre for trade
and commerce. The rulers of this land held sway over the people and
land of their own island and well into Europe and Africa. This was the
island of Atlantis.

Atlantis was the domain of Poseidon, god of the sea. When
Poseidon fell in love with a mortal woman, Cleito, he created a dwelling
at the top of a hill near the middle of the island and surrounded the
dwelling with rings of water and land to protect her.

Cleito gave birth to five sets of twin boys who became the first
rulers of Atlantis. The island was divided among the brothers with the
eldest, Atlas, first King of Atlantis, being given control over the central
hill and surrounding areas.

At the top of the central hill to honour Poseidon, a temple was
built which housed a giant gold statue of Poseidon riding a chariot pulled
by winged horses. It was here that the rulers of Atlantis would come to
discuss laws, pass judgments, and pay tribute to Poseidon.

To facilitate travel and trade, a water canal was cut through of the
rings of land and water ran south for 5,5 miles (~9 km) to the sea.

The city of Atlantis sat just outside the outer ring of water and
spread across the plain covering a circle of 11 miles (1,7 km). This was a
densely populated area where the majority of the population lived.
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Beyond the city lay a fertile plain 330 miles (530 km) long and
110 miles (190 km) wide surrounded by another canal used to collect
water from the rivers and streams of the mountains. The climate was
such that two harvests were possible each year. One in the winter fed by
the rains and one in the summer fed by irrigation from the canal.

Surrounding the plain to the north were mountains which soared
to the skies. Villages, lakes, rivers, and meadows dotted the mountains.

Besides the harvests, the island provided all kinds of herbs, fruits,
gnd nuts. An abundance of animals, including elephants, roamed the
island.

For generations the Atlanteans lived simple, virtuous lives. But
slowly they began to change. Greed and power began to corrupt them.
When Zeus saw the immorality of the Atlanteans he gathered the other
gods to determine a suitable punishment. Soon, in one violent surge it
was gone. The island of Atlantis, its people, and its memory were
swallowed by the sea.

. This is a summary of the story told by Plato around 360 BC in his
dialogues Timaeus and Critias. These writings of Plato are the only
specific known references to Atlantis. They have prompted controversy
and debate for over two thousand years.

By Nadezhda Plotnikova

Bermuda (or “Devil’s”) Triangle
(Newspaper “English*, 23/2002, p. 16)

The Bermuda Triangle is a triangular area in the Atlantic Ocean
bounded roughly at its points by Miami, Bermuda, and Puerto Rico.
Leg.end has it that many people, ships and planes have mysteriously
vanished in this area. How many have mysteriously disappeared depends
on yvho is doing the locating and the counting. The size of the triangle
varies from 500,000 square miles to three times that size, depending on
the 1'magination of the author. (Some include the Azores, the Gulf of
Mexico, and the West Indies in the “triangle.”) Some trace the mystery
back to the time of Columbus. Even so, estimates range from about 200
to no more than 1,000 incidents in the past 500 years. Howard
Rosenberg claims that in 1973 the U.S. Coast Guard answered more than
8,000 distress calls in the area and that there have been more than S0

ships and 20 planes go down in the Bermuda Triangle within the last
century.
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Many theories have been given to explain the extraordinary
mystery of these missing ships and planes. Evil extraterrestrials, residue
crystals from Atlantis, evil humans with anti-gravity devices or other
weird technologies and vile vortexes from the fourth dimension are
favourites among fantasy writers. Strange magnetic fields and oceanic
flatulence (methane gas from the bottom of the ocean) are favourites
among the technically-minded. Weather (thunderstorms, hurricanes,
tsunamis, earthquakes, high waves, currents, etc.), bad luck, pirates,
explosive cargoes, incompetent navigators, and other natural and human
causes are favourites among skeptical investigators.

There are some skeptics who argue that the facts do not support
the legend and that there is no mystery to be solved, nothing that needs
explaining. The number of wrecks in this area is not extraordinary, given
its size, location and the amount of traffic it receives. Many of the ships
and planes that have been identified as having disappeared mysteriously
in the Bermuda Triangle were not in the Bermuda Triangle at all.
Investigations to date have not produced scientific evidence of any
unusual phenomena involved in the disappearances. Thus, any
explanation, including so-called scientific ones in terms of methane gas
being released from the ocean floor, magnetic disturbances, etc., are not
needed. The real mystery is how the Bermuda Triangle became a
mystery at all.

The modern legend of the Bermuda Triangle began soon after five
Navy planes vanished on a training mission during a severe storm in
1945. The most logical theory is that lead pilot Lt. Charles Taylor’s
compass failed. The trainees’ planes were not equipped with working
navigational instruments. The group was disoriented and simply, though
tragically, ran out of fuel. No mysterious forces were likely to have been
involved other than the mysterious force of gravity on planes with no
fuel. It is true that one of the rescue planes blew up shortly after take-off,
but this was likely due to a faulty gas tank rather to any mysterious
forces.

Over the years there have been dozens of articles, books, and
television programs promoting the mystery of the Bermuda Triangle. In
his study of this material, Larry Kushe found that few did any
investigation into the mystery. Rather, they passed on the speculations of
their predecessors as if they were passing on the mantle of truth. Of the
many uncritical accounts of the mystery of the Bermuda Triangle, no
one has done more to create this myth than Charles Berlitz, who had a
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bestseller on the subject in 1974. After examining the 400-page official
report of the Navy Board of Investigation of the disappearance of the
Navy planes in 1945, Kushe found that the Board wasn’t baffled at all by
the incident and did not mention alleged radio transmissions cited by
Berlitz in his book. According to Kushe, what isn’t misinterpreted by
Berlitz is fabricated. Kushe writes: “If Berlitz were to report that a boat
were red, the chance of it being some other color is almost a certainty.”
(Berlitz, by the way, did not invent the name; that was done by Vincent
Gaddis in “The Deadly Bermuda Triangle, “which appeared in the Feb-
ruary, 1964, issue of Argosy, a magazine devoted to fiction.)
In short, the mystery of the Bermuda Triangle became a mystery
by a kind of communal reinforcement among uncritical authors and a
willing mass media to uncritically pass on the speculation that something
mysterious is going on in the Atlantic.
By Nadezhda Plotnikova

Yeti
(Newspaper “English*, 23/2002, column “Wondering Wanderers”, p. 16)

Sightings of this creature were a regular occurrence during the
nineteenth and twentieth centuries. Extensive research has been
undertaken to establish whether the yeti actually exists on the snowfields
of the Himalayas of Nepal and Tibet. This omnivorous creature, so often
featured in horror movies, has been seen in different forms, and is
sometimes referred to as the “abominable snowman”, or “meh-teh”. One
description of the creature is that of an animal that walks upright, having
thick ragged fur that is red-brown in color, and stands approximately
1.8m tall. Some have reported that the meh-teh is similar in appearance
to an ape with a dome-shaped head, large feet and a broad mouth.
Research by zoologists compares the yeti to the orangutan.

Sir Edmund Hillary, the explorer, alleged to come into contact
with the yeti on several occasions, the most publicized being in 1960. A
scalp believed to be that of the creature was revered by locals in a
remote monastery but on examination was revealed to belong to a
mountain goat/antelope.

The latest reported sighting was in 1972 when footprints were
found by Eric Shipton, Edward Cronin and Dr Howard Emery on an
expedition in Nepal. The footprints were found amidst the base camp in
a valley between Everest and Kanchenjunga, and followed a path from
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the camp to a steep incline. The expedition agreed that the incline was
extremely treacherous and would be virtually impossible for a human to
climb. A mould of the footprint was taken for future research by Jeffrey
McNeely. '

In 1959 an expedition was launched by Tom Slick to discover
new evidence. Yeti droppings were recovered and brought for fun_Jre
investigation. A new species of nematode worm was discovered, which
according to scientists, will only be found to be linked to one type of
animals. As this species of worm is known not to be linked to any omcr
animal this evidence has been accepted as proof towards the yeti’s

existence. _
By Nadezhda Plotnikova
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INPHJIOXEHUE

English as a World Language
(Headway: Student’s Book, Upper-Intermediate; 1996, p. 2)

_ Today, when English is one of the major languages, in the world,
1t requires an effort of the imagination, to realize that this is a relatively
recent thing — that in Shakespeare’s time, for example, only a few
mllhqn people spoke English, and the language was not thought to be
very important by the other nations of Europe, and was unknown to the
rest of the world.

English has become a world language because of its establishment
as a mother tongue outside England, in all the continents of the world.
This exporting of English began in the seventeenth century, with the
settlemgnts in North America. Above all, it is the great growth of
pppulauon in the United States, assisted by massive immigration in the
pmeteenth and twentieth centuries, that has given the English language
its present standing in the world.

People who speak English fall into one of three groups: those who
have learned it as their native language; those who have learned it as a
second language in a society that is mainly bilingual; and those who are
forced to use it for a practical purpose — administrative, professional or
education. One person in seven of the world’s entire population belongs
to one of these three groups. Incredibly enough, 75 % of the world’s
mail and 60 % of the world’s telephone calls are in English.

Old English, like modern German, French, Russian and Greek,
had many inflections to show singular and plural, tense, person, etc., but
over the centuries words have been simplified. Verbs now have very few
inflections, and adjectives do not change according to the noun.

As a result of the loss of inflections, English has become, over the
past five centuries, a very flexible language. Without inflections, the
same word can operate as many different parts of speech. Many nouns
and verbs have the same form, for example swim, drink, walk, kiss,
look, and smile. We can talk about water to drink and to water the
flowers; time to go and to time a race; a paper to read and to paper a

bedroom. Adjectives can be used as verbs. We warm our hands in front
of a fire; if clothes are dirtied, they need to be cleaned and dried.
Prepositions too are flexible. A sixty-year old man is nearing retirement;
we can talk about a round of golf, cards, or drinks.
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Openness of vocabulary involves the free admissions of words
from other languages and the easy creation of compounds and
derivatives. Most world languages have contributed some words to
English at some time, and the process is now being reversed. Purists of
the French, Russian, and Japanese languages are resisting the arrival of
English in their vocabulary.

Geographically, English is the most widespread language on
Earth, second only to Mandarin Chinese in the number of people who
speak it. It is the language of business, technology, sport, and aviation.
This will no doubt continue, although the proposition that all other
languages will die out is absurd.

Pedepar

1. The headline of the article is “English as a World Language”. It
comes up from textbook “Headway: Student’s Book, Upper-
Intermediate” by John and Liz Soars. The textbook was published by
Oxford University Press and dated 1996. The article is placed on page 2.
The author of the article is unknown.

2. This issue refers to the field of linguistics and concemns the
points from the history and some features of the English language.

3. The central topic of the article is history, usage, basic
characteristics and future of English.

4. The article opens in a description of the English language in
Shakespeare’s time. The author says that only a few million people
spoke English at that time and it wasn’t very important as it was
unknown to the rest of the world. Then he explains how English became
a world language because of its establishment as a mother tongue
outside England in the 17" and later in the 19" and 20™ centuries,
assisted by massive immigration. Further on, the author reveals that
people who speak English can be divided into three groups: speaking it
as native language, learning it as a second one or being forced to use it
for some practical purpose. He backs the given information with statis-
tics that 75 % of the world’s mail and 60 % of all the telephone calls are
in English. After that, the article informs is about several basic
characteristics of the language. It brings to the forefront the simplicity of
form. Going on, the author emphasizes the flexibility, which means
using one and the same word as different parts of speech, for example,
drink, smile, walk, etc. And finally the author tells about the openness of
English vocabulary, which involves free admission of words from other

languages.
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The author draws a conclusion saying that geographically English
ts the most widespread language on Earth. But he admits that it is second
only to Mandarin Chinese in number of people speaking it.

He tries to predict that English will continue developing and
spreading, but that doesn’t mean all other languages will die out.

5. I find this article very interesting and informative. I quite agree
with the author who says English is a world language.

The article is aimed to acquaint the readers with some aspects of

the English language. It is intended for people leaming English.
AHHOTaUMSA

1. The headline of the article is “English as a World Language”. It
comes up from textbook “Headway: Student’s Book, Upper-
Intermediate” by John and Liz Soars. The textbook was published by
Oxford University Press and dated 1996. The article is placed on page 2.
The author of the article is unknown.

2. This issue refers to the field of linguistics and concerns the
points from the history and some features of the English language.

3. The central topic of the article is history, usage, basic
characteristics and future of English.

4. The article is aimed to acquaint the readers with some aspects
of the English language. It is intended for people learning English.
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JHenoBas nepenucka: Meroa. nmocobue Ans CTYAEHTOB JHEBHOIO
ornenenns u acnupantoB / Coct. H.H. 3axaposa; CypryT. roc. yH-T. —
Cypryt: U3a-so CypI'V, 2004. — 35c.

Meroaudeckoe nmocobue comepxutT HH(popMaumio no odopmie-
HHMIO M COJEpXaHMIO AenoBbIX muceM. [IpuBoasaTcs obpasusi nucem mno
Hanbonee THNUYHON M YACTOTHOM TeMaTHKe.

Llens mocobua — oby4eHne OCHOBaM IeNOBOIO OGLIeHHs B MHCH-
MeHHBIX (JOopMax, a TakKe JanbHelllee COBEPLIEHCTBOBAHHE HABBIKOB
NHChMA, KaK BAJIa PEYEBOH JEATENEHOCTH.

Hacrosimee nocobue npexHazHadaercs AN CTYJSHTOB JHEBHOIO
OT/Ie/IeHHsA H aCIMPaHTOB.

ITeyaraeTcs TO peNICHMIO pENAKIMOHBO-H3/ATENhCKOTO COBETA
CypryTcKoro rocyjapcTBEHHOIO YHUBEPCUTETA.

Peuenszent: T.A. AxceHOBa, K.().H., JONEHT KaeApsl JMHIBHCTHKH H
MEXKYJIbTYPHOH KOMMYHHUKAIIHH.

. © CypryTckuii rocyaapcTBeHHblH yHuBepcuTeT, 2004

BBeneHue

[Tpu cocTaBIeHAM AENOBBIX MUCEM HEOOXOXHMO MOMHHUTH, YTO MO
MUCbMY MOXHO CYIMTh HE TONBKO O YeJIOBEKE €ro HalmMCaBLIeM, HO W
¢upme, KOTOpYIO OH mpejcTaBiseT. B KOHEYHOM cueTe MHCBMO MOXET
€03/1aTh HJTH XOPOLIYIO PeNyTalHIO YeI0BeKy WK (pUpMe, HIH HAPOTHB,
mIoxyo. ITockonbKy AenoBbie MUChMa OOBMHO MOAIIHBAIOTCSA, TO HE HC-
KIIIOYEHO, 9TO K BalleMy MHCHbMY, OCTaBJIcHHOMY 0Oe3 BHHMaHHsA paHee,
MOTYT BEPHYTHCSA NMPH MPOCMOTPE NOMWMBKY. [ToMHMTE, YTO Bpems, 3a-
TpaYeHHOEe Ha COCTABJIEHHE XOpOIIero NMHUChMa, — 3TO XOPOMIO BIOXEH-
HBIH Kanmran. '

CyinecTBYIOT Onpeie/ieHHBIC OrPaHWYEHNs, KacaloHecs CTHIA U
A3blKa JENIOBOro mucbma. Ecnyv rosopute B o0mMX 4eprax, TO Haealis-
HBIM MHCEMOM CUHMTAETCH TO, KOTOPOE COYeTaeT B cebe pamylmHe H Hoc-
TOMHCTBO. Takne MmucbMa coOOIAlOT YHTATEMO JyBCTBO HCKPEHHOCTH M
JPYXKECKOI0 pacrooXeHH!s HAlMHCABILIEro 3T0 MUCbMO. OHAKO HEe CTOUT
H 310ynoTpeGIATL pafyIiieM B AENOBBIX IHCBMAX, YTO MOXET TIPHBECTH
K 06paTHOMY 3¢ (eKTy H YHTAIOLMHK MOTEPAET HHTEPEC K ITUCHMY.

BeXJTHROCTE M TOYHOCTL — HEOTHEMJIEMEI B JIENIOBO# KOPPECIOH-
JEHIWHA, OHAKO 00N TOH MHCbMa MOXKET MEHATHECA B 3aBHCHMOCTH OT
ero coxepxaHus. [IucbMa, HanpaBlieHHbIE BaXHBIM IOCYAApCTBEHHBIM
JeATeNsM, MPOILEHHS HWIM 3ajBJCHHA O Npueme Ha paboTy HOIDKHBI
AMeTh Oonee OQUUMANBHBIA ¥ YBXKHTENbHBIA TOH, 4eM OOBIYHOE Melo-
BOE€ IMUCbMO.

Coobenune B MUCbMe JOIDKHO OBITh H3JI0XKEHO NPOCTHIM H €CTe-
CTBEHHBIM A3BIKOM. YacTo B MUCBMax MONB3YHOTCS TaKuMM (pa3aMu U
BBIpOKEHHAMH, KOTOpbIe JaBHO NMOTEPS/IM BCAKHA cMbicl. Takux Belpa-
WeHuH crexyer usberaTh, TaKk Kak OHH, BO-TIEPBBIX, YCTapesH, BO-
BTOPBIX, HAPYWIAKOT YETKOCTb CTHJIA.

Kaxoe nuceMo mpecrienyer CBOIO LENb, MO3TOMY OHO HOJ/DKHO
ObITh HAMTKCAHO TaKMM A3BIKOM, KOTOPhIH OyneT cnocobcTBOBATH AOCTH-
YKEHHIO ITOH 1enM Hauwydium obpasom [8].



1. O®OPMJIEHME JEJOBOI'O TIHCbMA

Kako# 661 crioco6 Hu 6bu1 BEIOpaH [UIA Nepenadn cooOlIeHns, He-
obxonumo obecnieunTs BEICOKHH YpPOBEHb Tpex Hauboliee BaXKHBIX OCO-
6enHocTel MICEMa — 0OPMIIEHHE, CTPYKTYPa, A3bIK H CTANb. OCHOBHAsA
NpPUYHHA STOro 3aKII0YaeTCs B TOM, 9TO YPOBeHb BamMX NMACBMEHHBIX
coo0menuit HO/DKEeH COOTBETCTBOBATE BHICOKHM CTaHA@pTaM, NPHHATHIM
B JIEJIOBOM MHUpe.

1.1. BaaHk nuceMa

Bnask, Hcnonk3yeMeld KOMNAHHEH JUIA KOPPECNIOH/ICHIUH, BbIpa-
aeT MHAUBHAYaNLHOCTH KOMITAaHHH. 3aroI0BOK JJOJDKEH CONEpKaTh:

— Ha3BaHHE KOMIIAHHH;

— TONHBIA TOYTOBLIHA aapec;

— KOHTAaKTHbIE HOMepa — TenedoH, Tenekc, (akc — a Takke no

BO3MOXHOCTH aJIpec SNEKTPOHHOH NOYTH;

— PperucTpauHOHHBIA HOMep B 0OHC peruCTpaLHH.

Bo MHOrMX OpraHM3alMsIX NEeYaTaroTcs JUCTHI I8 NPONO/DKEHUS
[HCbM3, HCTIONb3yeMble B KauecTBE BTOPOH M MOCNEIYIOLIMX CTPAHMIL
JICJTIOBOr0 IHCHMA.

Turner Communications Mobile Phone specialists
21 Ashton Drive
Sheffield Tel +44 114 2871122
$26 2ES Fax +44 114 2871123
Email TumerComm@intl.uk

I Turner Communications Continuation sheet

1.2. MakeT nucsMa

1.2.1. Paszbuenue undopmayuu na 6noxu
U OMKpBIMAR NYHKMYayus

Maker ¢ pasbueHneM Ha 610KM B HacTOsINee BpeMs daile BCEro
HCTIONB3YETCSs BO BCEX MENOBHIX JOKyMEHTax. 3TO Tak Ha3bIBaeMblii
MOJHOCTLIO 3aKPBITHIA THI JENOBOr0 MAChMa. 3TO caMblif ONTHMAIE-
HBIH BapHaHT. Ero MOXXHO BCTPETHThH Hallle BCEro, Tak KaK OH IIPOCTOH H
OuYeHb yA00HBIA. Bee Kiaccuueckue CTHIM B MHpE JEJIOBOH Nepernucku
PEAKO CYIIECTBYIOT B YWHCTOM BHJE, /iaBasi pasnH4HbIe rHOpH/IbI U BapHa-
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muA. [IpaBza, Bce 3TO YacTO CBOAMTCA K TAKHM MeEN0YaM, Kak 3ansras
WA JBOETOYHE mocie obpaleHus, Moo k nepeHocy mecta aarsl. [Ton-
HOCTBIO 3aKpPBITBIA CTHJIb cuWTaeTcs HauGonee nenossiM. B Mmakere, B
KOTOPOM OTCYTCTBYET OTCTYII Il K&K/IOTO HOBOTO a63aIa, SKOHOMHTCS
Bpems Ha HaGop nuceMa. Hapany ¢ pasbuennem Ha 6710KH 4acTo MCIIONb-
3yeTCs OTKpPBITasA MyHKTyalus. JTO yMeHbIIaeT BpemMs Habopa, MocKoNb-
Ky OTNnajaeT HamoOHOCTH IevaTaTh TOYKH M 3ansAThie, HE ABJIAIOLIHECS
HEeOoOXOMMBIMH.

B npuBeseHHOM HIDKE AEJOBOM MUChMe obpaTHTe BHMMaHHE Ha
MOCTOSHHbIE MHTEPBAIBI (LIMPHUHOI B OZIHY CTPOKY) MEXAy BCEMH pasfie-
JIaMH THCHMa.

1 | Financial Times Financial Times Management
Pitman Publishing 128 Long Acre
London WC2E 9AN

Telephone +44(0)171 447 2240
Facsimile +44(0)171 240 5771
2 | ST/P)

3 | 12 November 19___

4 | Mr Christopher Long
General Manager
Long Printing Co Ltd
34 Wood Lane
London

WC1 8TJ

5 | Dear Christopher

6 | FULLY BLOCKED LETTER LAYOUT

This layout has become firmly established as the most popular way
of setting out letters, fax messages, memos, reports — in fact all
business communications. The main feature of fully blocked style
is that all lines begin at the left-hand margin.

7 | Open punctuation is usually used with the fully-blocked layout.
This means that no punctuation marks are necessary in the refer-
ence, date, inside address, salutation and closing section. Of course
essential punctuation must still be used in the text of the message

itself. However, remember to use commas minimally today; they
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should only be used when their omission would make the sense of
the message unclear.

Consistency is important in layout and spacing of all documents. It
is usual to leave just one clear line space between each section.

I enclose some other examples of fully blocked layout as used in
fax messages and memoranda.

Most people agree that this layout is very attractive, easy to pro-
duce as well as businesslike.

8 | Yours sincerely

SHIRLEY TAYLOR

9 | Shirley Taylor

10 | Secretarial Consultant

11| Enc

12 | Copy Pradeep Jethi, Publisher

Amelia Lakin, Publishing Co-ordinator

IMpumeyanue:

1 — 3aroJI0BOK MHUCEMA;

2 — cchUTKA (MHHLHAJIbI COCTaBHTENA MHCbMa, HHHIIHANBI TOTO, KTO Neya-
Tal MMCBMO, HHOT/Ia CCBHUIKA Ha HOMep Jiena);

3 — nara (aeHb, MecsLl, roj);

4 — BHYTpeHHMH aapec (MM#, NODKHOCTb, KOMMNAHMS, MOJHBIA aupec,
MOYTOBBIN MHAEKC);

5 — mpHBeTCTBHE;

6 — 3arnaBre (B KOTOPOM H3NTAraeTCs OCHOBHAA Mes MHCEMa);

7 — OCHOBHas 4acTh NUCHMa (MHTEPBAJ LIHPUHON B OJIHY CTPOKY MEXILy
ab3anamu);

8 — 3akmouuTenbHas GOpMyJIa BEXKIMBOCTH;

9 — MMS OTIIPABHTEJIS;

10 — 10IDKHOCTH OTIPABUTENS;

11 — Enc (cokp. ot enclose — mpuiiarats; eciii MMeeTCs IPUIOXKEHHE);

12 — ykasanue Ha MMelOIIHecs KonuM muceMa (eciu 6osbiue oHOM, yKa-
3aTh B a1()aBUTHOM TOPSAKE).

1.3. YacTH JeJ10BOro NucbMa

1.3.1. Ccsnka

CchbliKa COAEPKUT HHHLIMATBI COCTABHTENS MUChMa (Kak MpaBlilo,
NpONUCHbIMM GYKBaMH) M TOrO, KTO MeyaTan MACEMO (NIPOTNACHEIME MIIA
CTPOYHBIMH OyKBaMH, IO XKejlaHHi). MoryT ObIT Takxke BKJIIOYEHBI
CCBUIKM Ha HOMEp JieNla MITH COKpallleHHOe 0603HaYeH e OTAea.
Ipumep: GBD/ST GBD/st/Perl GBD/ST/134

1.3.2. lama

Hara Bceraa JO/DKHA yKa3bIBAaThCA MONHOCTHIO. B BenwkoGpura-
HUHM OOBIMHO YKa3bIBAIOT NaTy B CJIEAYIOLIEM TOpsKe: JAeHb/MECI/TO.
3anaTeie He HCMONb3YIOTCS.
ITpumep: 12 July, 1956

B HekoTopeix Apyrux crpanax, Hanpumep B CLLA, nara yka3bi-
BAacTCA B TAKOM MOPSIKE: MECAL/ICHB/TON, MPUYEM Mepea yKa3aHHeM
rojia 4acTo CTABMTCS 3aNATas.
Ipumep: July 12, 1956

1.3.3. Buympennuit adpec

Hmsa 1 anpec nonyvaresns JODKHBI ObITh HaNeYaTaHbl OTAEILHBIMA
CTPOKaMH, TaK e Kak Ha koHBepTe. Ecnu uMs nomyuarens obo3HaueHo
kaK “James Leighton”, OHO JO/MMKHO TOYHO TaK K€ yKa3bIBaThCA BO BHYT-
PEHHEM aJIpece U CONPOBOXKAATLCS BEXIMBLIM oOpainenuem “Mr”, Takas
dopmynupoBka, kak “Mr J. Leighton”, sBnsercs onO04HOA.

ITpumep: Mr James Leighton
General Manager
Leighton Engineering Co Ltd
12 Bracken Hill
Manchester
M60 8AS

Ha3sBanne cTpaHbl NOJDKHO YKa3bIBATHCA B NOCIEAHEH CTPOKE JaH-
HOTO pasfiena mucbMa. EciH NMHCEMO cieayeT OTNpaBuThL aBHArOYTOM,
3TO HEOOXOAMMO yKa3aThb B CTPOKE Bbillle BHYTPEHHero ajipeca. Besne
JIOJDKHO YKa3bIBaThCS COOTBETCTBYIOLIEE BexHBoe obpamenue (Mr/Mrs/
Miss/Ms).

ITpumep: AIRMAIL



Mr Doug Allen
Eagle Press Inc
24 South Bank
Toronto

Ontario

Canada M4J 7LK

1.3.4. Cneyuanssie 0603HAYEHUR

Eciu muchMO sBIsieTCs KOHQHMICHUHATBHBIM, 3TO, KaK NpPaBHIIO,
yKa3bIBaeTcs epe/i BHYTPEHHHM aipecoM, Ha OIHY ITyCTYI0 CTPOKY BBILIE.
Ipumep: CONFIDENTIAL

Mrs Melanie Jackson
Personnel Director
Soft Toys plc

21 Windsor Road
Birmingham

B2 5JT

1.3.5. Mpueemcmeue

Ecnu Bo BHYTpeHHeM ajipece QUIypHpyeT HMs MOJyyaTess, TO B
nUCcbEMe OOBIYHO HCIIONIB3YeTCA NEPCOHANBHOE MPUBETCTBHE.
ITpumep: Dear Mr Leighton; Dear Douglas; Dear Mr Jackson.

Ecnu BB OTIIpaBifeTe MUCBMO HA MMS OPraHM3alluH, cleJlyeT Hc-
nonp3oBate Gonee QopmanbHbii BapuaHT npuBercTBUs: “Dear Sirs”
(«YBaxkaeMble rocrozay).

Ecnu Bauie muceMo a/IpeCoOBaHO HA4aIbHUKY OTAC/A WK rjiaBe
GHpMBI, UMA KOTOPOrO HEH3BECTHO, cleayerT mucarte: “Dear Sir or
Madam”.

1.3.6. 3aznasue

3arnaBue KpaTrko OTpaxaer coiepxaHue nucbMma. OHO 0ObIYHO
pacrnonaraeTcs 4epes MHTepBan nocne npusercTBud. Kak mpasuino, uc-
MONB3YIOTCA MPONACHBIE OYKBBI.
IIpumep: Dear Mrs. Jackson
INTERNATIONAL CONFERENCE - 24 AUGUST 1999

1.3.7. 3axmouumensvnan opmyna eexnciusocmu

3aKkaHyMBaTh MUCHMO MPHHATO C HCMOJIL30BAaHHEM 3aKIIFOYHTEIb-

Ho#i (opmynbl BexuBocTd. CymiecTByloT ABe Haubosee pacrmpocTpa-
HeHHble popmynupoBku: “Yours faithfully” («C yBakennem») (Mcrnons-
3yetcsi TonbKO ¢ obpaennsmu Dear Sir/Sirs/Sir or Madam) u “Yours
sincerely” («Mckpentne Bauw) (Mcrionb3yeTcs ¢ NepcoOHaNbHbIM NPHBET-
CTBUEM).
Ilpumep: Dear Sir

Dear Sirs Yours faithfully

Dear Madam

Dear Sir or Madam

Dear Mr Leighton

Dear Mrs Jackson Yours sincerely
Dear Melanie

Dear John

1.3.8. Hma u dondicnocms omnpasumens

[Tocne 3akmouuTenbHOR (GOPMYJIBI BEeXUIMBOCTH NpomycTute 4
WIH 5 CTPOK. 3aTeM MOXHO yKa3aTh WMs OTIPABUTENA JIIOOBIM CTHIIEM
(no BbIOOpY): MpoMuCHbIMM OYKBAMH WJIH TONbKO Ha4dalbHBIMH TIPO-
MUCHBIMH. JIOIDKHOCTh OTMpPaBUTENs YKa3blBAaeTCA NpAMO Mo ero/ee
umeHeM. OOparHTe BHUMaHHE HA TO, YTO €CJIM OTIPABUTENL MYXKCKOro
nona, TO 3TO HMKAK He oroBapuBaercd. O/HAKO, €C/M OTNPaBUTENbL —
JKEHIIMHA, TO 3TO 0OBITHO OTMEYAETCH; B 3TOM Cydae B CKoOkax mocie
uMeHHu mumyT (Mrs).

Ipumep: Yours faithfully Yours sincerely
GEORHE FREEMAN SOPHIE BOLAN (Mrs)
Chairman General Manager

Ecnu mMchbMO HANMMCAHO MO TMOPYYEHHIO OTMPABHTENA, TO mepen
uMeHeM oTnpasutens o6eriHo nuyT “for” unm “pp”; “pp” — aT0 cokpa-
LIEHKE OT “per procurationem”, 4TO 03HAYAET IO NOBEPEHHOCTHY.
Ipumep: Yours faithfully

Shirley Johnson

Chairman



1.3.9. lpunoxcenus

Ecnu cymecTByloT NpuioxeHus, Haneyaraite “Enc” wim “Encs”
B HIXHEH 49acTH MMCbMa, NPOIYCTHB OAHY CTPOKY IOCe YKa3aHWs
JIOJDKHOCTH OTIpaBHTEJI.
ITpumep: Yours sincerely
SHEILA ROBINSON (Mrs)
Marketing Manager

Enc

1.3.10. Konuu

[Tpu oTpaBNeHNH KOMHH TPeThel cTopoHe (00BMHO KakoMy-1H60

NUNY B OpPraHM3aliMA OTNpPABHTENA) NOCTe HMEHH M JOJDKHOCTH MONy4a-
TeJs KONMH YKa3bIBaloT: “cc” (“copy circulated” («bbuna pacnpocTpaneHa
xonus»)) unka «Copy». Ecnu nomyuarenei konuu isa u Gonsiie, uX yka-
3bIBAIOT B aN(paBUTHOM NOpPAJIKE.
IIpumep: Copy Mrs Susan Jones, Accountant

Mr  David Roberts, Company Secretary

Mr  Nomman Taylor, General Manager

2. CTPYKTYPA AEJIOBOI'O MHCBMA

IIpu cocTaB/IeHHH AENOBOro MHCHMA, GaKCOBOro COOOLIEHN A, CITy-
xeOHOM 3aNMMCKH WIM Jaxe OJIEKTPOHHOro NHMchMa obliue mpaBuna
CTPYKTYPHPOBaHHS OCHOBHOIO TEKCTa COOOIIEHHS OHH M Te XKe.

2.1. Berynuienude (WM BBeACHHE)

B nepsom a63ane NODKHA YKa3bIBATHCA NMPHYMHA HANMCAHHS CO-
obieHuHs. B HeM MOXeT cofiepkaTbes:
- TOATBEPXKAEHHE MONYYEHHs MPEebIIYILero MucbMa;
- CChUIKA Ha BCTPEYy WM KOHTAKT;
- BBeICHHE B KypC Jea.
IIpumep: Thank you for your letter of... — Brazooapum Bac 3a Bawe
nucemo om... .

It was good to meet you again at last week’s conference. — Bbi-
710 OYeHb NPUAMHKO CHo8a ecmpemums Bac na xongepenyuu na
npownou neoene.
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We wish to hold our annual conference at a London hotel in
September. — Mot cobupaemes ycmpoums HAUWLY eHce200HyI0
KoHghepenyuro 8 cenmabpe 8 2ocmunuye «JIOHOOH».

Buumanue! Ocreperaiitece HaunHaTh (pasy co croB “Further to
your letter of...” («B dononnenue x Bawemy nucemy...»). [lonobHoe Hava-
1o ¢pasel Bcerja nozppasymesaer crnefyromee nponoikenue: “Further to
your letter of 12 July I am sorry for the delay in attending to this matter”
(«B dononnenue k Bawemy nucomy om 12 wionn s euipadicaio coxcanerue
6 C6A3U C 3a0ePICKOU NPU PACCMOMPEHUYU OaHHO20 BONPOCA»).

2.2. OcHOBHas 4acTh (MOAPOGHOCTH)

B ocHOBHO#H HacTu cOOOIIEHNUA COAEPKUTCA BC MHPOpPMAals, He-
obxoauMas MoyyaTermo. B 3Toi 4acTH MOXeT TaKke HaXOJAUTECA 3alpoc
uH(OpPMaMK WIKH U TO M Apyroe. [ToapoOHOCTH JODKHE! ONMHUCHIBATBCS
KOPOTKO M sicH0. KakoMy pasjiey 0/keH COOTBETCTBOBAT OTAENbHBIN
a63ai11. U3 OCHOBHOM 4acTH JI0/DKEH JIOTHYECKH BHITEKATH BBIBOJI.

2.3. BuiBoa (neliCTBHS HJIH peaKiius)

B 270t yacTH cooblieHre MPUXOAUT K CBOEMY JIOTHHECKOMY BEI-
BOJY. DTO MOXET ObITh:
- yKasauue AeicTBHi, OXXUAAeMBIX OT MONy4YaTens;
- yKasaHHe JelicTBHHM, KoTopele BEl npeanpumMere Ha OCHOBaHHH
BBILIE H3JIOXKEHHOTO.
Ipumep: Please let me have full details of the costs involved together
with some sample menus. — 5 6w xomen, ¢ Bawezo paspeute-
HUA, NPUCOBOKYNUMb K NOOPOOHOMY UINONCEHUIO PACX0008 PO
obpasyoe menio.

If payment is not received within seven days this matter will be
placed in the hands of our solicitor. — Ecau niamedic ne 6ydem
nonysexn 6 meyenue cemu Oneil, oeno byoem nepedano Hawemy
aosoxkamy.

2.4. 3akMIOYHTENHLHAS YaCTh

Jlnst Toro 4to6sl 3aBepIUMTL COOOIIEHKe, OOBIMHO JOCTATOYHO Ha-
MHUCaTh MPOCTYIO 3aKJOYHMTENBHYIO ()pasy B OJHY CTPOHKY, 10 CBOEMY
COJIEPXKAHHIO CBA3AHHYIO C TEKCTOM COOOLLIEHHUS.

ITpumep: 1 look forward to meeting you soon. — Hadeioce éckope ecmpe-
mumbcs ¢ Bamu.
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I look forward to seeing you at next month’s conference. — Haderoco
Yyéudemsv Bac Ha credyiouyeil excemecaumol Kongeperyuu.

A prompt reply would be appreciated. — Me: 6y0em npusnamensuvi
Bawm 3a ceoespemenHvisi omeem.

Please let me know if you need any further information. — Toaxca-
nyticma, coobujume, Hyscna au Bam dononnumensras unghopmayus.

3. SAA3BIK 1 CTHJIB JEJIOBOI'O IMCHMA

CekpeT XOpOLIero JEJIOBOIO MHCbMa COCTOMT B TOM, 9TOOBI ITH-
carh MOHATHBEIM A3BIKOM, Kak eciy Obl Bel OecemoBam C aapecaroM.
Ipowe 'ronopx, Balll A3BIK JOJDKEH OBITH €CTeCTBEHHBIM, ¢ COBIOAEHHEM
ONpPENENICHHBIX MpaBH BEHUIMBOCTH. CiauukoMm dopManbHeIM monxos
371eCh HY K YeMy, B COBPEMEHHOMH Ne/IOBOH NPaKTHKE NPHHATO HCIIONB30-
BaTh JIOCTATOYHO HEO(PUIMANBHEIH CTAIL HANTMCAHUA NTHCEM.
INumere mm BBl NENOBOE MHCEMO, (akcoBoe coobLueHNe, Ciryxet-
HYIO 3alHCKy WM MACBMO 110 3/IEKTPOHHOH 1M0YTe, PEKOMEHAYETCs MpH-
JEePXUBATHCA CIEAYIOLIHX NPaBHIL.
- AJeKBaTHO BbIOMpaiiTe CIocOO KOMMYHUKAIWH.
- BHHMaTeNBHO cOCTaBILANTE JOKYMEHT.
- opMart JJOKyMEHTa NODKEH OBITh YETKHM, JIErKO YHTAEMBIM U
JIOTHYECKH CTPYKTYPHPOBAHHAIM,

- Caepure 3a TeM, YToOBI Bame coobmeHue 66L10 6e3ynpedHsm ¢
TOYKH 3peHus opdporpaduu ¥ nyHKkTyauun [5).

Crapaiitece HW30aBHTECA OT JKEMaHWA «3BYYATb» CIMHIIKOM [10-

JIeIOBOMY.
Bmecmo: TMuuume:

As per your request, please find As you requested, I am enclosing
enclosed herewith a check in the a check for $16.49.

amount of $16.49.

B npuMepe crieBa Takue BEIpaXeHHs, Kak “herewith” u “as per”, ne
CO3[A0T HHYEro, KpoMe H3NUIHEeH 4omopHocTH. Bam xe Hano HaiTH
HEYTO CpefHee MEXIY APYKECKHM H O(PHMIMANBHBIM TOHOM. DTOMY KaK

pa3 cOOTBETCTBYET NpuMep cripasa. OH Gosiee MPOCT, MOHATEH ¥ MPOIYK-
THBeH. [la u Gonee nakoHHYeH.

3abynsTe B 1ENI0BOM MEPENHCKE PO BCE Pa3rOBOPHBIE COKPAIIEHHS.

Bmecmo: HMuwume:
don't do not
isn't is not
haven't have not
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Huxorza He o6BuRsiiTe CBOErO KIHEHTa, HCTIONB3YS BBIP&XEHUA:
“your error/your failure”.

Bmecmo: TTauume:

Because you have refused to pay Because the $435 balance on

your long overdue bill. your account is now over sixty
days past due.

@pasa ciieBa 3BYYHMT CIMIIKOM Y)X arpecCHMBHO, B TO BpeMA Kak
BapHaHT cnpasa Goree QUIIOMaTHYEH.

Haxe ecnu Bbl 3aTparuBaeTe HENPUATHBIE TEMBbI, 6yA5Te TAKTHYHDI
¥ BEXIMBBL. B KaXIOM MUCEMeE afipecaT AO/DKEH BHAETH Balld A0OpbIE
Hamepenus. Jlroboe cBeTCKOe MUCHMO CTAHET TEIUIee, €C/H BEI HAMUIIKTE
obbrqHoe “please” uim “thank you”.

Bmecmo: Thauume:
We have received your order. Thank you for your recent order.
Checking our records we have Please accept our sincere apolo-
verified the error in your Sep- gies for the error in your Sep-
tember bill. tember bill.

Yto kacaercs MectoumeHui “I” M “we”, TO He cnenyer uzberars
MX BOBCE, HO YX €C/IM Bbl UX ynorpebisere, HEOOXOAMMO YYHTHIBATE
cneayromee: numute “I” — koraa roBopure ot cebs MAYHO, a “we” — Ko-
raa rosopure oT Jjuua ¢pupMel. He ynotpebnsiite nMern GpUpMEl, Kak 1
BBIPOKEHHA “our company” — BCE 3TO 3BYYMT HECKOJLKO HAMBILEHHO,
KaK €cJii Obl OTIIPaBHTE/b BMECTO «s1» MIOCTOSHHO Ha3bIBanm ce6si MONTHbIM
umeHeM. [ounTaiiTe CIACOK CNOB U BLIPAXKEHMIA, KOTOPBIX cneayeT u3be-
rath (N1eBblit CTONOMK), @ BMECTO HUX PEKOMEHIAYETCs INONb30BaThCA Te-
MH, 4TO B IpaBOM CTOJIGHKE.

Bmecmo: Thauume:

- at an early date/at your earliest - soon/today/next/week/a specific
convenience date

- on the order of - as/accordion to

- at this time/at the present time/at - now/at present
this writing

- due to the fact that - because

- for the purpose of - for

- free of charge - free

- in accordance with - according to

- in advance to/prior to - before

- in compliance with - as you requested
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- kindly - please
- the writer/the undersigned - Vme
- up to this writing - until now

Hene3s Bcnons30BaTh NpH9acTHBIC 060p0‘l'bl B KOHILIOBKE MHCBMA,
CleQyeT NMUCaTh 3aKOHYCHHBIE NPEUIOKEHHA.

Bmecmo: IMuuvme:

- looking forward to your early - we look forward to your early
reply ' reply

- hoping to hear from you soon - T hope to hear from you soon

- thanking you for your interest - — Thank you for your in terest

COHIHKJIONEAHIECKHA C/IOBAph aHITIMACKOIO A3bIKa», BBIMYLICH-
Helf MHCTHTYTOM aHrmmiickoro a3bika B Yukaro (CILIA), pekomenayer
NPH COCTAaBJICHHM JE/NOBBIX MHCEM HE YNOTPEONATH CICAYIOUME Bhipa-
WEHUA:

- advise — HE CHefyeT ynoTpeOnaTb B CMbICIE «C000-
IUTEY, KHHQOPMUPOBATEY

- aforementioned — Gonee ymecTHO BhIpaXeHHe «mentioned pre-
viously»

- asper — npaBuibHEe «according to»

- attached find — €CNi K TMHUCBMY YTO-TO INPHIOXEHO, TO, KO-
HeuHo, Oyzer Hakzaeno. Jlyyme nucate «at-
tached is»

- at your convenience — lenecoobpa3HO YIIOMAHYTh KOHKPETHYIO aTy

- beg to acknowledge — “to beg” — o3HawaeT «yMONATHY, «ymnpallu-

- beg to inform BaTh», YTO B NEHCTBHUTENHLHOCTH HE ABIAETCA

- beg to state JKEeJlaHHeM IMHLIYLIero, MO3TOMY Jydlne He
YNOTPEONATE 3TH BhIPAXKEHHA

- regret to state — TIPMIOAHO JUIA BBICOKOIO CTHIIA, JyYLIe YNOT-
pebnars “sorry that”

- trust you will — Jy4mie ckasate “hope you will”

®pa3bl, KOTOPbIE HEOGX0MHMO BeaYeckH HiberaTs

1 have noticed that... — 4 o6pamun enumanue na mo, ymo...

It has come to my attention that... — Moe enumanue npusnex mom gaxm,
ymo...

I am pleased to inform you that... — 4 pad coobwume Bam, umo...
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I am writing to let you know that... — 5 nuwy, ymo6u: coobwyume Bam...
I must inform you that... — 5 donicen npoungpopmuposame Bac o mom,
umo...

Will you (please) — IToacanyiicma

Thanking you in anticipation — 3apanee 6razodapio

Thank you and regards — Bnazodapio u knansioce

Kindest regards — C cepdexnvim npugemom

IIpoBepnTe cebn

[Ipexzie ueM moAmucath MHCBMO, 3ajadite cebe Clemyromme BO-
NPOCBI:

- Byzner mu OHO MOHATHO?

- B COOTBETCTBYIOLIEM JI TOHE OHO HanMcaHo?

- [MoaxoasuuM JTU 36IKOM OHO HAIMMCAHO?

- SIBnsieTcs M OHO KOPOTKHM, ACHBIM U BEXUIUBBIM?

- Bepra nu opdorpadpus?

- Her nu npobnem ¢ myHKTyauuen?

- SIBnsieTCs J1M MUCHMO JIOTHYECKH CTPYKTYPHPOBAaHHbBIM?

- BBIMISAMT 1M OHO NIPUBJIEKATEBHBIM, XOPOIIO OHOPMIICHHEIM H

oHOpoaHBIM? [5].

4. YIPAJKHEHHS

I. Read and translate, using a dictionary. Memorise these points

about the layout of a business letter:

1. The letterhead is the printed name, address, telephone number(s) and
telex (fax) number of the writer’s company. If the writer does not
have a letterhead, the address is typed in the top right-hand comer of
the letter.

2. The references. In this case the references are the initials of the per-

son writing the letter, followed by the initials of the secretary who

typed the letter.

The date is written underneath the writer’s address.

The name and address of the person or company receiving the letter.

The correct salutation. This is the opening words of greeting in a letter.

Body of the letter. Start a new paragraph for each new idea expressed.

The complimentary close. The point to remember here is that your

ending must conform with your salutation.

The signature.

bt Gl o L

e
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9. ‘The writer’s name.

10. “The writer’s position in the firm.

11. The enclosures. The abbreviation Enc or Encs (if more than one) is
typed at the bottom left-hand margin to indicate that something is en-
closed.

12. C.c. (carbon copies) is written, usually at the end of the letter, when
copies are sent to people other than the named recipient.

IL. A. Read and translate these openings to letters. Answer the ques-
tions.

Which person is

a) selling something?

b) applying for a job?

¢) enquiring about places to stay?

d) writing to an old friend?

e) replying to a friend’s letter?

1. Dear Sue,
Many thanks for your letter — how nice to hear from you.

2. Dear Mr Bailey,
I saw your advertisement in the Nursing Times for staff nurses in
Canada.

3. Dear Richard,
You may be surprised to get a letter from me after such a long time.

4. Dear Sir/Madam,
I'm writing to ask you for information about accommeodation in Scot-
land.

5. Dear Ms Howard,
Thank you for your letter of 15" May, enclosing a cheque for $25.

B. Which of these sentences do you think continues each letter?

a) I’m glad to hear that you are all well and the children are fine.

b) Unfortunately the jumper you ordered costs $30 including postage.

c) I’ve been meaning to write for ages, but somehow I never quite got
round to it.

d) I’'m thinking of staying there this summer, probably on the West Cost.

e) I would like to apply for the job, and enclose curriculum vitae.
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C. Now read and translate these endings. Which openings in 1 could
they go with?

a I hope you’ll be able to give me the information I need.
Yours faithfully,

b Well, that’s all for now. Hope to hear from you soon.
Love,

¢ I look forward to hearing from you.
Yours sincerely, [6].

III. a) Choose two correct ways to start a business letter from
Column A.

A B
1. Dear Mr Peter, a. Lots of love,
2. Dear Mr Peter Maggs, b. Yours,
3. Dear Mr Maggs, c. Best wishes,
4. Dear Mr or Mrs, d. Yours sincerely,
5. Dear Sir or Madame, e. Your friend,
6. Dear Sir or Madam, f. Yours faithfully.

b) Match the ways of starting a business letter with appropriate end-
ings from Column B.

¢) Do you know any other ways of starting or ending business letters?
Name some of them [6].

5. OBPA3IIbI AEJIOBBIX IHCEM M YIIPAKHEHUS

B npakTuke Oe/OBOH NEpenmMcKH CyIIECTBYET MHOXECTBO BHJIOB
JIeSIOBBIX MHCEM: MUChMa-3allpOChl, MUChMa-3aKa3bl, MPEJIOKEHHS, XKaJo-
OB, MMCbMA, CBA3AHHBIC C TPYIOYCTPOHCTBOM 3a rpaHMIed, pekoMeHza-
TesbHBIC NMUCHMA K MHOTHE JIpyrie. PaccMOTpHM HEKOTOpEIe 00pa3ibl Mi-
ceM H (hparMeHThI MHCEM M0 Hanbosee THITMYHOM M YaCTOTHOM TEMaTHKe.

5.1. ITucsma-3anpock (Enquiries)

bBusxecMeHy BCE BPEMsS NPUXOOUTCA MMETH JIENO C OTIPABKOH U
OJTyYeHHEM 3aNpoCOB Ha MpefocTaBlieHHe WHPOPMALMA O TOBapax H
ycnyrax. Ilpu cocTaBneHHM 3ampoca pyKOBOACTBYHTECH CIEAYIOIMMH
YKa3aHHAMH.
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- SIcHO ¥ 4eTKO M3naraiiTe TO, 9TO BaM HYXHO: obmas uHdopma-
Lysi, KaTasor, npaic-iucT, obpasen, pacleHKH | T.A.

- Ecnu cylmecTByeT mpenenbHas LEHa, KOTOPYIO Bbl NOTOBBI 3a-
IUIaTATh 33 TOBap, HE yKasbiBaliTe €€, HHaye MOCTaBIIMK MOXET MOBbI-
CHTB PaclieHKH JI0 YKa3aHHBIX BAMH MpeJiefioB.

- CocrapsiiTe 3anpoc SCHO H YETKO.

Read and translate the example.

Ipumep:

Dear Sir/Madam
Please send me a copy of your catalogue and price list of portable disk

players, together with copies of any descriptive leaflets that I could pass
to prospective customers.

Yours faithfully

Pexomendyemsie hpopmyupoexu
Jna navana:
We are interested in... as advertised recently in...
1 was interested to see your advertisement for...
I understand you are manufactures of (dealers in)... and should like to
receive your current catalogue.
JHna oxonvanua:
1. When replying please also include delivery details.
2. Please also state whether you can supply the goods from stock as we
need them urgently.
3. If you can supply suitable goods, we may place regular orders for large
quantities [5].

A

Ynpasicnenus

I. Complete the following letter of enquiry with the correct
prepositions.

Avda. San Antonio 501

80260 Bellaterra
Barcelona
12 October 19
Admissions Dept
The International College

18

145-8 Regents road
Falmer

Brighton BN1 90N
Dear Sir/Madam,

I am a Spanish student (1)... the University (2)... Barcelona doing a Mas-
ter’s Course (3)... Business Studies, and I intend to spend six months
(4)... England, (5)... January next year, preparing (6)... the Cambridge
First Certificate.

Your college was recommended (7)... me (8)... a fellow student and I
would like details (9)... the First Certificate course, including fees and
dates. Could you also let me know if you can provide accommodation
(10)... me (11)... Brighton (12)... an English family.

Thank you for your attention, and I look forward to hearing from you
SOON.

Yours faithfully.

Maria Ortega

Maria Ortega [6].

I1. You are organizing a business trip to Frankfurt for yourself
and two colleagues. Write to a travel agency for information, using
the following guide.

- Say what you are planning to do.

- Ask the travel agency to send details of flights and hotel tariffs
for the month of March. Find out it is necessary to pay a deposit on
the trip.

- Tell them that you would also like to hire car for two days during
your stay, and ask them to send you details.

- Thank them, mentioning that you need a prompt reply [4].

III. Read the advertisement A and the letter of enquiry B.
Write the sentences from the letter in the correct order.

A. Deptford School of English
Open all year Classes for all levels Prepare for Cambridge PET,
Excellent quality accommodation FCE and CAE examinations

Deptford is a lively suburb of London near to the River Thames, Green-
wich and the Millennium Dome

19



ENROL NOW!
For a brochure of further details, please contact Deptford School English, 13
Hague Square, London SE27 4ZY

B. a) I look forward to hearing from you.

b) Dear Sir/Madam.

c) And I would be grateful if you could send me a brochure.

d) I would also like more information about the range of accommoda-
tion that you offer.

e) If so, please send me further details.

f) I am in following an English language course in the summer of next
year.

g) Yours faithfully.

h) I would like to know if it is possible to take a Cambridge examina-
tion at the end of the summer.

i) I am writing in response to your advertisement in “Travel Times”.

IV. You want to get a job in London next summer. Write a re-
ply to the advertisement below. Use the letter above and the notes to
help you.

Workstay Programme
We’ll find a job in London!
— 100s of jobs (tour guides, home helps, bar work, etc)
— Guaranteed minimum wage How much?
— Cheap accommodation in How much?
London suburbs near Deptford?
— Cheap travel and work insurance
Send a cheque for only 20 to register now! ---------- Pay by credit card?
Workstay programme,
Unit 27, The Arches, London
SE27D OSH [8].

5.2. IIncsma-3akassl (Orders)

Ipu oTnipaBneHnH 3aKa3a MMCHMOM B HEM JOKHBI GBITh OTpaxe-
HBI CJIEAYIOLIHE ITyHKTHI:

- aKKypaTHOE U NOJIHOE onucaHue TpeGyeMoro ToBapa;

- KaTaJloXHBIe HOMepa;

- KOJIM9ECTBO;
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- UCHBI;
- TpeboBaHHs JOCTAaBKM (MECTO, JaTa, Crnocol TPaHCTIOPTHPOBKH,
KTO OIUIaYMBAET NMEPEBO3KY H T.J.);
- YCIOBHMS OIUIaThi, COIJaCOBAaHHble IIPH MPEABAPUTENBHBIX
NeperoBopax.
Ecnu B 3aka3 BKIIOYEHO ABa wiu Gonee HaMMEHOBAHHA, TO JUIA
YNPOLIEHHA OTCHUIKM K HUM OHM JJOJDKHBI HATH OTAENbHBIMH MYHKTAMH.
Read these two letters of orders.
Ilpumep 1:

Dear Sirs
Please accept our order for the following books on our usual discount
terms of 25% off published prices:

NUMBER TITLE AUTHOR PUBLISHED
OF COPIES PRICE
50 Communication for ~ Shirley Taylor £8.99
Business
40 The Secretary Shirley Taylor £7.99
in Training

We look forward to prompt delivery.
Yours faithfully, [5].

IIpumep 2:

Dear Sirs,

The name of your hotel has been given to me by the... Hotels Associa-
tion, and I shall be much obliged if you will let me know whether you
have the following accommodation available for 3 weeks, from 15 July:
one double room, if possible with private bathroom, and one single room.

If you are able to accommodate us at the time indicated please let me
have your tariff or brochure giving inclusive terms for full board.

Thank you in advance for your reply.
Yours faithfully, [3].

Write your own letter of order following the examples above.

Pexomenayembie JHPOBKH

Ja navana:
1. Thank you for your quotation of...
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2. We have received your quotation of... and enclose our official order
form.

3. Please supply the following items as quickly as possible and charge to
our account:

4. We are pleased to enclose our order Ne...

5. We accept your offer and have pleasure in placing an order with you
for...

s oxonnanua:
1. Prompt delivery would be appreciated as the goods are needed ur-
gently.
2. Please acknowledge receipt of this order and confirm that you will be
able'to deliver by ...
3. We hope to receive your advice of delivery by return of post [5].

Ynpasicnenue

The following verbs can all be used with the noun «order».
Choose the best verb to complete the sentences, using each one only
once, in the correct form. Use a dictionary while translating them.

confirm refuse deliver ship
place make up cancel dispatch

1. We would like to... an order with you for 5,000 units.

2. As we are unable to supply the quantity you requested, it would be
quite understandable for you to... your order.

3. We are confident that we will be able to... the order to you next week.

4. You will be pleased to know that your order K451 has already been...

from out depot.
5. Please... your order in writing, so we can inform our distribution
depot.

6. Your order was... yesterday on the SS Oxford.

7. Unfortunately, we shall have to... your order unless payment is settled
in cash.

8. I would like to reassure you that your order will be... in our depot by
staff who have experience in handling these delicate materials [4].
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5.3. Pesiome (Resume)

OpHa M3 CambIX BXHBIX TeM — Ballle TPYAOYCTPOHCTBO 3a rpa-
HULeH.
Pe3stoMe sBISETCS MO CBOEH CYTH peKsiaMHbIM IHCbMOM. B HeM BbI
crapaeTech «pojaTs» cebs. [103ToMy 3/1eCh BNOIHE IPHMEHMMBI 00LLHE
NpPHHIMNBl HANMCAHWA pexiIamHbiX muceM. OCHOBHbIE TpeboBanus K
pesiome:
- OnucaHHble B pe3lOMe BallH NPO(ecCHOHANLHbIE HABBIKU
JIOJDKHB! BbI3BaTh 3aHHTEPECOBAHHOCTb.

- Hsnoxennas B pe3tome HHPOPMALHA M IPANAraloIMECs Xapak-
TEPUCTHKH [OJDKHBEI yOenuTs paboTosarens B TOM, 4TO OH J0J-
JeH MMETh JIEJI0 HMEHHO C BaMH.

- PesioMe J0MKHO GBITH COCTABIEHO Tak, YTOOBI MO MPOYTEHHH
paboTonarens NpeaNpPHHsII ONpPEACAEHHEIE NEHCTBHSA, 3 HMEH-
HO: NpHIIachil Ha cobecejoBaHUe U B UTOre NPHHAJ Bac Ha pa-
6ory.

- Baiue pe3iome 0DKHO ObITE 0OPMIICHO B TEYaTHOM BHIE.

Jlyume Bcero, ecid Baue pesiome Oyler BKIHOYaTh B cebs KopoT-
KOe MUMCHbMO-3asBJ/IEHHE O TIpueMe Ha paboTy, ¥ K HeMy Oyaer npunarars-
cs aBrobuorpadpus.

IMucemo-3aa81enue o npueme na pabomy

Ecnu Bamme nMMChMO SBJASETCS OTBETOM Ha OOBABIEHHE B rasere
WY KypHANe, 3TO CliefyeT OTpasuTh BO BCTYNHTENbHOM ab3ane wiM B
3aroJIoBKe.

Read and translate the letter of application.

1 26 Windsor Road
CHINGFORD
CH4 6PY

15May 20

2 | Mrs W.R. Jenkinson
Personnel Manager
Leyland & Bailey Ltd
Nelson Works
CLAPTON

CHS5 8HA
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3 | Dear Mrs JenkInson
4 | PRIVATE SECRETARY TO MANAGING DIRECTOR

5 | I was interested to see your advertisement in today’s Daily Telegraph
and would like to be considered for this post.

I am presently working as Private Secretary to the General Manager
at a manufacturing company and have a wide range of responsibili-
ties. These include attending and taking minutes of meetings and
interviews, dealing with callers and correspondence in my em-
ployer’s absence, and supervising junior staff, as well as the usual
secretarial duties.

The kind of work in which your company is engaged particularly
interests me, and I would welcome the opportunity it would afford to
use my language abilities which are not utilized in my present post.

6 | A copy of my curriculum vitae is enclosed with copies of previous
testimonials.

7 | 1 hope to hear from you soon and to be given the opportunity to pre-
sent myself at an interview.

Yours sincerely

Jean Carson
JEAN CARSON (Miss)
Encs

[Tpumeuanne:

1 — agpec aBTOpa ClIeAyeT Pa3MECTUTh B BEPXHEM NPABOM YIIIY IHCbMA;
2 — ocTanbHas MH(OpMaIMs HAYHHAETCS C JIEBOrO Kpast ¥ pazbuBaercs Ha
60KH (TIpH JKEeNMaHWH MOXKHO pa3MECTHTB JIaTy CrpaBa);

3 — ykaxuTe, rie Bbl BUENH 0ObABICHAE;

4 — onumkTe B O0IIMX YepTax Bally HACTOALLYIO JO/DKHOCTh M KPaTKo
H3JI0XKUTE BalX GyHKIHH;

5 — MONE3HO TaKKe YKa3arh, I04YEMY Bac MHTEpECyeT AaHHas JOJDKHOCTE;
6 — npANoXKHTE aBTOOHOrpapHIO M KONMUH XapaKTePHCTHK;

7 — COOTBETCTBYIOLIEE OKOHYaHIE MUChMA.
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Asmobuozpagua (Curriculum Vitae, CV)

Astobuorpadus Ho/mKHA COAEPXaTh BCE BAIUK JIHYHBIE JaHHEIE, a
TaKKe CBefcHMs 06 oOpa3oBaHMH, KBATH(UKALMA W OnbITe paboTsl. Ee
HeoOXOIMMO HYeTKO H3JIOKMTH, YTOOB! BCIO MHGOPMALMIO MOXKHO OBUIO
YXBaTuTh C OJHOrO B3rjsja. B Helt He moipkHO ObITH Gonee ABYX cTpa-
HuL. [To BO3MOXHOCTH CliefyeT pasmelnarh HH(POPMALHMIO B BUAE CTONO-
LIOB C 3aroJIOBKaMH.

Read and translate the example of the CV.

CURRICULUM VITAE
1 | NAME Jean Carson
ADDRESS 26 Gordon Road
Chingford
Essex CH4 6PY
TELEPHONE 0181 5293456

DATE OF BIRTH 26 May 1965
NATIONALITY British

MARITAL STATUS  Single

2 | EDUCATION

19 tol9___ Woodford High School
19 to19__ Bedford Secretarial College

(Secretarial Course)

3 | QUALIFICATIONS

GCE A Level English Language 19
Mathematics 19
Spanish 19
French 19 .
GCE O Level Biology 19 .
Philosophy 190 .
Commerce 19
History 19
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LCCI Private Secretary’s Diploma 19
LCCI 3rd level Text Production 19_
Audio 19
Shorthand 19
English for Business 19
RSA 140 wpm Shorthand 19
PITMAN 160 wpm Shorthand 19
SPECIAL AWARDS

RSA Silver medal for shorthand 140 wpm
Govemors’ prize for first place in college examinations

WORKING EXPERIENCE
April 19 Personal Secretary to Reliance Cables
to present General Manager Vicarage Road
: Layton
LONDON E105RG
Sept 19 to Shorthand Typist Bains, Hoyle & Co
March 19 Solicitors
60 Kingsway
LONDON WC2B 6AB
INTERESTS

Music; Languages; Hockey; Golf; Swimming
REFEREES

1. Dr. R.G. Davies
Principal
Bedford Secretarial College
Righton Road
Bedford MH2 2BS

2. Ms W Harris
Partner
Bains, Hoyle & Co
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60 Kingsway
London WC2B 6AB
8 | June 20__
[Tpumeuanne:

1 — MMUEBIe JaHHBIE AO/DKHBI OBITH NPHBEJIEHE! B HAYAlIE,

2 — yKa)XKMTe CPOKH MoyueHus o6pa3oBaHus;

3 — MONHOCTHIO MEPEYNCIUTE NMOMydYeHHbIC KBaNU(UKalMH (HE MHLIHTE
npocTo «4 ypoBHA A»);

4 — ynoMsiHuTe 0cOObIe IOCTHIKEHHUS;

5 — onuwute CBOH ONBIT paboThl B 06paTHOM MOPS/AKE;

6 — X066, MHTEpECH! K poYas HH(pOpMaus;

7 — colnuTeck, Mo KpaiiHeil Mepe, Ha [Ba peKOMeH/aTeNbHbIX JTHIA (Ha-
npuMep, NpekHUi paboTonaTens, YIUTENb);

8 — nara, BKIIOYas MecA1l H rofl.

Write your CV and letter of application. Include in your appli-
cation the reasons you are eligible for the post. You may invent as
many details as you wish.

5.4. PexomenaatenbHbie nuchma (References)

Jlaxce ecnu K pe3loMe MpUIIAraloTcs XapakTePHCTHKH, BCE PABHO
Jyquie yKa3blBaTh HMEHa OJIHOTO-/BYX YeJlOBeK, COrIaCHBIX PEKOMEHIO-
BaTh couckarens. Ilpeanmonaraembie paboTojarTeNd MOLYT CBA3ATBCA C
HHMH 0O TeNieQOHY WIH MHUCHMOM, YTOOBI MONYYHTH JAOMONHHTENBHYIO
uHpopMaLHIO 00 OTHOLIEHHH K paboTe H IMIHBIX KaYeCTBAX COHCKATENS.
Hanpumep:

Aemop 0anno20 nucema O4eHb BbICOKO OYeHUBAem COUCKAMENA U
6e3 xonebanuli pexomeHOyem e20 Ha YKA3aHKYI0 OONNCHOCMb, OyOyuu yee-
DEHHBIM 8 MOM, YMO O CMONCEM BLINONHUMb Mpebyembie 0OASAHHOCTU.

Read and translate these examples of references. Use a diction-
ary, if necessary.
Ipumep 1:

Dear Mr. Brodie

I am pleased to be able to reply favorably to your enquiry of 6 April
concerning Mr. James Harvey.

Mr. Harvey is an excellent linguist and for the past 5 years has been in
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sole charge of our foreign correspondence, most of which is with Euro-
pean companies especially in France and Germany.

We have been extremely pleased with the services provided by Mr. Har-
vey. Should you engage him you may rely upon him to produce well-
written and accurate transcripts of letters into French and German. He is
a very reliable and steady worker and has an excellent character.

We wish him success, but at the same time shall be very sorry to lose
him.

Yours sincerely

Hpumep 2:

bnazoscenamenvrnan pexomenoayus Goteuremy cryoermy

Dear Mrs. Thompson MISS CAROLINE BRADLEY

In reply to your enquiry of 3 June I welcome the opportunity to support
Miss Bradley’s application for the post of your Marketing Assistant.

Miss Bradley was a student at this College during the year 19 to 19__.
Admission to this intensive one-year course is restricted to students with
good school-leaving qualifications. The fact that Miss Bradley was admit-
ted to the course is in itself evidence of excellent academic ability. Upon
completing her course she was awarded the title “Student of the Year”,
being the student gaining highest qualifications over the one-year course.

In all other respects Miss Bradley’s work and attitude were entirely satis-
factory, and 1 can recommend her to you with every confidence. I feel
sure that if she were appointed she would perform her duties diligently
and reliably.

Yours sincerely [5].

Vnpascnenus

L. Complete Fiona Scott’s letter of application using the follow-
ing verbs. Translate the letter.

contact discuss employ welcome involve
apply enjoy notice advertise match
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Fiona Scoftt
52 Hanover Street
Edinburgh EH2 5LM
Scotland
UK
g January
Nathalie Baudoin
Patagonia GMBH
Reitmorstrasse 50
8000 Munich 22
Germany

Dear Ms. Baudoin,

I am writing to (1)... for the position of Public Affairs Associate which
was (2)... last week in the international Herald Tribune.

Although I am presently (3)... by 2 non-profit making organization, it has
always been my intention to work in a commercial environment. I would
particularly (4)... the chance to work for your company and as you will
(5)... on my enclosed cutriculum vitae, the job you are offering (6)...
both my personal and professional interest.

My work experience has familiarized me with many of the challenges
(7)... in public relation today. I am sure that this, together with my under-
standing of the needs and expectations of sport and nature enthusiasts,
would be extremely relevant to the position.

Moreover, as my mother is German, I am fluent in this language and
would definite (8)... working in a German-speaking environment.

I would be pleased to (9)... my curriculum vitae with you in more detail
at an interview. In the meantime, please do not hesitate to (10) ... me if
you require further information. I look forward to hearing from you.

Yours sincerely,
Fiona Scott

Fiona Scott [6].
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Answer the questions:
a) What do you think are Fiona Scott’s chances of getting the job?
b) What are her strengths and weaknesses?

I1. Read and translate this letter of application for a job.

Dear Sir or Madam

1. My course finishes at the end of June and I will be free to take up a
post after this time. I am available for an interview at any time which is
convenient to you.

2. I am twenty-three years old and am in the final year of my course in
Tourism Management at South Bank University. During the course, I
spent three months on a work placement scheme working Harrisson
Guides Ltd as a tour guide, accompanying visitors to Oxford, Brighton
and Bath. In addition, I have gained experience of hotel reception, bar and
restaurant work during the university vacations. Please refer to the en-
closed curriculum for further details.

3. I am writing to apply for the post of tour leader, which was advertised
in The Evening Standard yesterday.

4. 1 believe that I have the appropriate qualifications, experience and per-
sonality for this post, and I think that I would find the work stimulating
and rewarding.

5. I enjoy meeting people from other cultures and have traveled exten-
sively in Europe. I speak good French and German, and a little Spanish. I
am very interested in English history and enjoy sharing my interest with
other people.

I look forward to hearing from you.

Yours faithfully,
Matthew Hunt

Matthew Hunt
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III. The order of paragraphs in the letter above has been
mixed up. Put the paragraphs in the correct order, using the follow-
ing plan to help you. Put down the number of the corresponding
paragraph in brackets.

- Reason for writing (...)

Qualifications and experience (...)
- Personality and interests (...)

- Summary of reasons for applying (...)
- When the writer is free (...)

IV. Complete these sentences with a preposition from the box.

[as at for from in to

a) Iam writing... reply... your advertisement... the newspaper yesterday.

b) ...present, I am working... a receptionist... the Carlton Hotel.

c) ...you will see... my CV, I have... .

d) I am very interested... working for an organization where I would
have the opportunity... use my skills.

e) I would be free... work... your company... .

f) Iam available... an interview... your convenience [8].

V. Here are some examples of phrases often used in business
letters. Complete the sentences with the words in the box.

apgly unfortunately  hearing response complain

16" May confirm enclose grateful pleased

a) Thank you for your letter of the... which I received this morning.

b) I would be... if you could send me some information about summer
courses at your school.

c) I... my curriculum vitae for your attention.

d) ...I am not available on the date you suggest in your letter.

e) I would be... to attend an interview at time convenient to you.

f) I am writing to... about the damage caused by your company when
they delivered a sofa to my home last week.

g) We look forward to... from you as soon as possible.

h) We would be grateful if you could... your reservation in writing.

i) I am writing in... to your advertisement in The Guardian.

j) I'would like to... for the position of IT assistant in your school.
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