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Ot aBTOpPOB

B cBs3u ¢ BBenenuem denepaibHbIX FOCYJapCTBEHHBIX 00pa30BaTEIbHBIX
craugaptoB (DPI'OC) Tperhero MOKOJEHHUS BO3HHUKAET HEOOXOJAUMOCTh
KapJUHAIBHOIO TIE€pecMoTpa IMOAXOAOB K  pa3paboTke mocobuit 1o
MHOCTPAHHOMY  s3bIKy B  Bblculedl mKkoie. (OCOOEHHO BaXHBIM  3TO
MPEACTABIIACTCA Il BTOPOW CTYIEHU BBICIIETO0 OOpa3oBaHUS — MAarucTpaTypsbl,
MOCKOJIbKY BJIa/ICHHME€ MHOCTPAHHBIM SI3bIKOM Mpu3HaHo pazpadotunkamu OI'OC
OIHOM M3 00s3aTeNbHBIX OOIIEKYJIbTYPHBIX, OO0HIENpO(heCCUOHANBHBIX U
npodeccUOHaIbHBIX KOMIIETEHLIUA MAarucTpa, HE3aBUCUMO OT HamlpaBJICHUS
MOJIFOTOBKH.

OcCHOBHOM 1ebI0 00yU€HUS UHOCTPAHHOMY SI3BIKY SIBJISIETCS JIOCTHXKEHHE
MarucTpantamMu TexHudeckux crneuuanbHoctedt CIIOI'YT «mpakTuueckoro
BJIQJICHUSI MHOCTPAHHBIM SI3BIKOM, ITO3BOJISIOLIETO MCIONB30BaTh €ro B UX
Oynyiiel nmpo@ecCHOHANbHON AESATENbHOCTH U HAaydHOM paboTe, a Takxke s
AKTUBHOT'O MMPUMEHEHUS B JIEJIOBOM OOILIEHUM.

Lenpto  yueObHOro  mocoOust  sBIsETCS ~ pPa3BUTUE  HOBBIX U
COBEPIIEHCTBOBAHUE OOIIMX U SA3BIKOBBIX KOMIIETCHLMH, MPEABSIBISIEMBIX K
BBIMTYCKHUKAM MarucTepCKUX MporpamMm. A Takke KOMMYHUKATHUBHBIX YMEHH
pa3IUYHBIX  BHUJIOB  PEYEBOM  JEATEIBHOCTH: JEJIOBOM  KOMMYHHKAIIUU
(ycTpoiicTBO Ha paboOTy, BCTpEYM M TEPErOBOPHI, MyOJUYHBIE BBICTYIUICHHUS,
Npe3eHTalluu U JTOKJIabl, JeoBas nepenucka). Kpome Toro, gaHHoe ydeOHOe
nocobue mpejiaraeT METOJUYECKHE PEKOMEHAAIMH IO TEOPUH U TPAKTHKE
NepeBoJila HAyYHO-TEXHUUYECKHX TEKCTOB, W 3HAKOMHUT C OCOOCHHOCTSIMU
HAYYHOTO CTHJIA (HAallMCaHWE aHHOTAIuH, peepaToB, HAYUYHBIX CTATEH).

ITocobue paspaboraHo Ha 0a3e COBPEMEHHBIX MaTepuaioB (ydeOHBIC
nocoOusi, CChUIKM Ha 0a3bl JaHHBIX, CJIOBAPM W OHJIAWH TEPEBOIYUKH),
NpeHa3HAYECHHBIX JJI1 Pa3BUTHUS HABBIKA JIEJIOBOTO OOIICHUS Ha MHOCTPAHHOM
A3BIKE; I PA3BUTUS NMPAKTUYECKOTO HABBIKA MEPEBOJA HAYYHO-TEXHUYECKOTO
TEKCTa; 1751 O3HAKOMJICHUS C OCOOEHHOCTSMH HAyYHOTO CTHUIISL.

[Tocobue mnpenHasHauyeHO A MPAKTUUECKUX 3aHATUN MO JUCHUUIUIMHE
«HocTpanHbIi s1361K» HA 1 ceMecTp 1 Kypca CTyI€HTOB MarucTpaTyphbl.

Martepuan mocobust paznencH Ha 3 pasnenoB: «Business Communication»,
«Teopuss M mpakTHKa mNEpeBOJa HAYYHO-TEXHUUYECKUX TEKCTOB», «HayuHas
pabota». Kaxaeni pasgen COAepKHUT JIEKIIMOHHBIA MaTepuans Ha PYyCCKOM U
uHOCTpaHHOM (aHriuiickoMm) si3bikax (Jlekmms (Lecture)) w mpakTHueckmii
MaTepuan IS pa3BUTHs HaBbIKOB 1) memoBoro obmienmst (Speaking Practice,
Writing Practice, Listening Practice); 2) mepeBoia Hay4YHO-TEXHUYECKOU
murepatypsl  (IIpaktnka mepeBoma); 3) TEOpUM W TPAKTHKH HAYYHO-
uccienoBarenbckoit padotel crynentoB ([Ipakruka (Writing Practice)).

Kaxaplil pazaen COCTOUT U3 HECKOJIBbKUX YacTeH.



Tak kak Marepuasn y4eOHOro nocoOus NpeacTaBieH B OoliblieM 00beMe,
yeM TpeOyeTcss Mo y4dyeOHbIM YacaM JAMCLUUIUIMHBL, TO 1) JONMOJHUTEIBHBIN
JCKIMOHHBIN MaTepuan Js  pasgena «Business Communication»; 2)
MpPaKTUYECKUA MaTepuall C TEKCTaMH [0 TEXHUYECKUM CHEeIHaIbHOCTAM
CIIOI'YT nns pazpena «Teopuss u mpakTHKa NMEpeBOAa HAYYHO-TEXHUUYECKUX
TEKCTOB»; 3) JIONOJHUTEIbHBIN JEKIMOHHBIA U MPaKTUYECKUA MaTepHalibl JJIs
paszaena «Hayunas paborta» mpejcTaBieHsl Ha caite hitp://Ims.spbgut.ru/ (kypc
«HOCTpaHHBIN S3BIK JJII MaruCTPaHTOBY»), KOTOPbIH Obul paspadortan [II1C
kadenpsl MTHUPS B pamkax BHYTpeHHUX MPOTpaMM YHUBEPCUTETA.

B kxayecTBe NOMOJHEHUS MPEACTABICHbBl METOAMYECKUE PEKOMEHAAIMH 1O
BceM 3 pazzieniaM yueOHOro nocoousl.

LleHHOCTh MAHHOTO W3aHMUSI COCTOUT B TOM, YTO MO3BOJSET CTYIEHTaM
MarucTpaTypbl paclIMpUTh CBOM MO3HAHUS MO WHOCTPAHHOMY (QHIIIMICKOMY)
SI3BIKY W TIOJITOTOBHTHCS K JIeJIOBOMY pabouemy odmieHuio («Business Commu-
nicationy»), mpeacTaBuTh CBOM MPOGECCHOHAIBLHBIC HABBIKA MEPEBO/IA HAYYHO-
TEXHUYECKUX TEKCTOB IO creuuanbHocTH («Teopuss W mpakTHKa MepeBoja
HAYyYHO-TEXHUYECKUX TEKCTOBY»), MPEICTaBUTh CBOIO HAy4HYl0 paboTy Ha
KOH(pEpEeHIUAX, CeMHHApax, a Tak)Ke HalucaTh HayudHyilo crtaThio («Hayunas
pabotay).

AXTyaJIbHOCTb TOCOOMSI HOJTBEP)KIACTCS MPEJCTABIECHUEM JIEKIIMOHHBIM
MaTepuajoM Ha MHOCTPAHHOM (QHIJIMMCKOM) S3bIKE UM  IPAKTUYECKUM
MaTepualoM akTyaJbHbIX Oubinorpapuueckux ccbulok. [Ipu pazpaboTke
JAHHOTO y4eOHOro mocoOusi aBTOPbl CTPEMMIUCh K TOMY, YTOOBI BECh
INPaKTUYECKUH MaTepuall HOCHUJI OOILEHAy4YHBIH XapakTep UM COOTBETCTBOBAJ
OOIIEeKYJIBTYPHBIM, obmenpodecCuOHATBHBIM u npodecCHOHATbLHBIM
komneTreHuusM B cooTBeTcTBUU PI'OC TpeTbero nokojaeHus Mo HanpaBICHUSIM
HOJArOTOBKU MarucTpaTyphbl.

Kpome TOro, cTouT OTMETHTH, XOTh MPOCTOTA MOHUMAHMS U JOCTYIHOCTb
IPaKTUYECKOr0 MaTepuajia IO3BOJISIET MCIOJIb30BaTh JIaHHOE IOCOOHE s
CTYJEHTOB MarucTpaTypbl C pa3jiu4yHbIM YPOBHEM MOJATOTOBKH, HO JIEKIIUOHHBIN
Marepuail B OOJbIIEN CTENEHW MPEJCTABIEH HAa WHOCTPAHHOM (QHTJIUHCKOM)
A3BIKE, YTO B CBOIO OUEpe/lb 00S3bIBACT CTYACHTOB 00J1aaTh COOTBETCTBYIOLIUM
YPOBHEM SI3BIKA.

Asemoput
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BUSINESS COMMUNICATION

Unit 1
Business Ethics?!

Lecture?
Business Communication

Most of the scholars agree that British English is a functional variety of the
English language used in various business and commercial situations.

However, if we use a more specific and linguistically sophisticated defini-
tion given by the professor T. Nazarova, Business English, being a “medium for
business communication worldwide”, is also “an interactive interplay of register
sand a set of written and oral skills used for business communication”.

Communication, in all its different types, presupposes that every participant
of any particular situation observes some rules and laws of behavior accepted in
this or that environment. And this is where Ethics, as a discipline dealing with
“good” and “bad” choices and behaviour, comes to the fore.

The majority of thinking businessmen would agree with the following
statement good ethics is good business.

International relations and knowledge of national etiquette in different
countries are most important aspects of international business. The most neces-
sary means of establishing, supporting and developing contact with businessmen
are official: official meetings, business dinners, etc.

Relationship building is often a key to long-term business success. In the
United States there is a ritual way to meet and greet people. Certain rules or for-
mulas should be followed. The degree of formality in business varies according
to the company culture. Some companies are more conservative and formal in
how they address each other, how they share information, how decisions are
made, how authority is delegated, how people dress, and so on. Other companies,
especially the younger, smaller high technology companies are more progressive
and informal.

If you are a foreigner doing business in the US and you want to call some-
one by his or her last name, you may do so. But do not be surprised if your

YAdditional Lecture “Business Etiquette” on http://businessculture.org/northern-europe/uk-
business-culture/business-etiquette/
2Additional Lecture “Business Communication” on http://businessculture.org/northern-

europe/uk-business-culture/business-communication/
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American colleagues call you by your first name. In a formal situation, you
should be more formal by using titles (Mr., Mrs., Ms., Dr., Professor, etc.) and
by adding Sir or Ma’am (Yes, Sir/No, Sir, Yes, Ma’am/No, Ma’am; Thank you,
Sir/ Thank you, Ma’am, etc.).

Along with the handshake, nod of the head, hug, or hand gesture, Ameri-
cans engage in small talk. This conversation or chitchat may not carry much
meaning in itself, but is designed to break the ice — to ease into a conversation
with someone you have just met. The same questions are always asked: How are
you? and is answered by Fine, thanks or How are you? It is not questions about
your physical health; it is a standard greeting. Fine, thank you is what is ex-
pected.

Small talk is always used when you first meet someone. If you do not take
part in this polite type of conversation, you will be considered rude and unfriend-
ly; therefore, it is essential to know the formulas. The goal of small talk is to get
to know someone, but you should never ask personal questions too soon.

In the business world, when a relationship is established one may talk about
business. After business hours, when socializing with colleagues or partners, you
will need to know the topics of conversation: weather, sports, good news, travel,
movies, entertainment, and food. If asked, you may discuss work, where you
live, or where you are staying. When people want to relax, discussions about
work or anything too serious are usually not welcomed. Avoid subjects about
money, personal health, bad news, religion, politics, and details about your fami-
ly.

Be careful about jokes. Humour varies from culture to culture, and you may
offend without realizing it.

Small talk is the best way to initiate a conversation with a potential new
friend, and may last from a few minutes to over an hour, depending upon cir-
cumstances, and is actually important in society. It plays a role in people’s get-
ting to know one another. It establishes a polite and friendly tone. We form im-
pressions from how people look, dress, speak.

Small talk at work is essential: it expresses friendliness without demanding
attention. Whether you talk about the traffic or coffee in the vending machine,
the vital message is that you are all part of the same team.

The British are rather formal. Many from the older generation prefer to
work with people and companies they know. Younger businesspeople do not
need long-standing personal relationships before they do business. They prefer to
deal with people at their level. The British are direct, but modest. If communi-
cating with someone they know well, their style may be more informal, although
they will still be reserved. Most people use titles Mr, Mrs or Miss and their sur-
name.

Wait until invited before moving to a first-name basis. People under the age
of 35may make this move more rapidly than the older British.



Generally, British people do not shake hands, except when they meet for the
first time. People use the handshake as a way to greet a person, make an agree-
ment or say goodbye.

Speaking Practice

1. Answer the questions and discuss.

1. In what way do you understand the expression “business ethics” and “business
etiquette”?

2. What formal and informal ways to address people do you know?

3. What is small talk?

4. Is there a standard course of etiquette when you meet and greet people?

5. What formal and informal ways to address people do you know?

6. What does the question How are you? mean?

7. How many questions with How do you know?

8. What is the difference between the questions: How are you? How are the
things with you? How’s business? Are things busy with you? How are you do-
ing? How are thing in Moscow?

9. What are the acceptable topics of the conversation after business hours?

10. What do you have to avoid when you have just met people?

2. Look through the expressions to introduce yourself and others.
1) Introducing yourself
e | don’t think we’ve met before. I’'m...
e Let me introduce myself. My name is...
e [’d like to introduce myself. I’'m...
2) Introducing others
e Let me introduce you, John, this is Martin Brown.
e [’d like to introduce you to...
e There’s someone I’d like you to meet. This is...
e Tom, please meet Patrick.
¢ Ben, have you met Thomas?
e Jane, this is Mary. Mary, this is Jane.
3) Expressing pleasure to have met someone
¢ Nice to meet you.
e Happy to meet you.
e [t’s pleasure to meet you.
e How do you do? (It is not a question, it means z0pascmayiime.)

3. Introduce yourself to each other.
Hello./ Hi, nice to meet you./ I’d like to introduce myself. I’'m.../ My name is...
I’m from... I am a master of.../ I work for...



. Ask questions, as small talk, from the following notes;
. you/ come from;

. university/ you/ study;

. company/ you/ work;

. the job interesting;

. your/ hotel/ like;

. you/ find/ the weather/ here;

. you/ think/ e.g. Moscow;

. you/ been/ before/ e.g. Moscow;

. you/ spend/ weekends.

O©CoO~~NO UL, WNEFE DM

5. Read the dialogues.

Dialogue 1: Formal Greetings

Tom: Good morning, Professor Austin, how are you doing?

Professor: Good morning, Tom. I’m doing well. And you?

Tom: I’m great, thank you. This is my friend Emma. She is thinking about apply-
ing to this university. She has a few questions. Would you mind telling us about
the process, please?

Professor: Hello, Emma! It’s a pleasure to meet you. I’m more than happy to
speak with you. Please stop by my office next week.

Emma: It’s pleasure to meet you, professor. Thank you so much for helping us.
Professor: Don’t mention it. Hopefully, I will be able to answer your questions!

The greetings Good morning/ Good afternoon/ Good evening are used at differ-
ent times of the day. “Good evening” are used after 6p.m.When people meet in
the United States; it is customary for them to shake hands. A handshake lasts for
about two or three seconds which allows enough time to say “Nice to meet you”.
“Don’t mention it” is another way of saying “You re welcome”.

The phrase “You're welcome” is more formal. However, responses such as
“Don’t mention it./ No problem./ Happy to help” are informal ways of respond-
Ing to a thank you.

Dialogue 2: Informal Greetings and Farewells

Jane: Hi, Helen! How’s it going?

Helen: Fine, thanks —and you?

Jane: Just fine. Where are you off to?

Helen: To the library. I’ve got an exam next week and need to start studying.
Jane: Oh, no. Well, I’'ll see you later then. Good luck!

Helen: Thanks. See you later.

“Hi” is an informal way of saying “hello”.
“How'’s it going?” is an informal way of saying “How are you?”
“Where are you off t0?” is an informal way of saying “Where are you going?”



“Oh, no” is a way of saying “l understand you are not happy” or “l sympathize
with you.”

“See you later” is an informal way of saying “goodbye.”

Another version of the last phrase for the telephone talk: “Speak to you later
(then).”

Dialogue 3: Formal Introductions

Margaret: Mr. Wilson, I’d like you to meet Dr. Edward Smith.

Mr. Wilson: It’s nice to meet you, Dr. Smith.

Dr. Smith: Pleasure to meet you, too.

Margaret: Dr. Smith is an economist. He’s just finished writing a book on inter-
national trade.

Mr. Wilson: Oh? That’s my field, too. I work for the United Nations. I’ve ready
our articles. They’re excellent.

“I’d like” means | would like”.

Dialogue 4: Informal Introductions

Jim: Who’s the tall woman next to Barbara?

Charles: That’s her friend Mary. Didn’t you meet her at Steve’s party?
Jim: No, I wasn’t at Steve’s party.

Charles: Oh! Then let me introduce you to her now. Mary, this is my friend
Jim.

Mary: Hi, Jim. Nice to meet you.

Jim: You, too. Would you like a drink?

Mary: Sure, let’s go get one.

“Who’s” is the contracted form of who is.

“Didn’t you meet her...” a negative question is used to show surprise.

“Mary, this is my friend Jim.” This is a friendly way to introduce two people.
“Nice to meet you.” is a typical response after you’ve been introduced to some-
one.

“Sure” is often used in informal conversation to mean “yes.”

6. Practice the dialogues given above.

Introduce the following people a) more formal, b) less formal:
1. a new student to your teacher;

2. your close friend to your parents;

3. your colleague to the head of the company;

4. a friend of your age to an elderly man/woman you know;

5. a guest speaker holding a PhD degree to the audience.

10



7. Additional practice task for different styles of speaking for telephone
calls.

There are 3 types of speaking for telephone calls:

1. PA or a manager of the company to the clients (more formal);

2. a manager of the company to the another colleague (less formal);

3. a business partner of the company to another business partner (non-formal)
Practice these 3 types of speaking in pairs, using the materials on
http://Ims.spbgut.ru/® (MHOoCTpaHHBIA s3bIK A8 MAarucTpaHToB. BuSiness
Communication. Unit 1.Shall I put you through? Audio files 2-4.)

Unit 2

Applying For a Job

Lecture 1.Getting a Job

Lecture 2.Job Application Forms
Lecture 3.A Job Interview

Lecture 1
Getting a Job

Getting a job begins with locating and applying for jobs that will advance
your career plans. It also involves convincing employers that you are the best
applicant for their job openings. The way you apply for a job and present your
qualifications can greatly influence an employer’s impression of you. Therefore,
you should know how to contact employers, how to complete application forms,
and how to make a good impression in job interviews.

All these skills can improve your chances for employment. Most employers
consider several applicants for each job opening.

One of the most common ways to learn about job opportunities is by word-
of mouth. Many jobs are filled by people who have heard of job openings from
friends, relatives, teachers and others.

Another way to locate job opportunities is through the classified section of
newspapers. Many professional newsletters, magazines, and other trade publica-
tions carry advertisements for job openings. From such advertisements you can
learn what profession, skills, and experiences are necessary for the job. Infor-
mation about job openings is also available from employment agencies.

You first contact with an employer will be either to apply for a known job
opening or to find out if any jobs are available. Your contact with employers
should be effective and orderly. The most common ways of contacting employ-
ers are by mail, by telephone, and by personal visit to an employer’s office.

8 Cucmema oucmamnyuonnozo obyuenus Canxm-Ilemepbypeckozo —20cy0apcmeeno2o

VHU8epcumema menekomMmyHuxayuii um. npogh. M.A. bonu-bpyesuua.
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Getting a job is a very hard period in the life of most people. Companies
choose an employee according to special rules, that’s why there’re special fac-
tors, influencing on employer’s choice. Among such factors are: age, sex, expe-
rience, family background and marital status, personality.

Speaking Practice
. Answer the questions and discuss.
. What is required to apply for a job?
. What is the most difficult part to get a job?
. What job are you thinking of applying for?
. What are you worried about?
. Do you want to work full-time or part-time?
. Do you have a job now?
. Would you like to do the same job all your life? Why? Why not?
. Do you think it is more important to make a lot of money or to enjoy our job?
10. What three adjectives would describe yourself best... as a worker, as a col-
league, as an employer or an employee?

OOk, WNEFPE

2. Watch the videos about Jobs and do all practice exercises.

1. Jobs
http://learnenglishteens.britishcouncil.org/grammar-vocabulary/vocabulary-
exercises/jobs

(Levels A1-A2)

2. Work
http://learnenglishteens.britishcouncil.org/skills/listening-skills-practice/work
(Level A2)

3. Stop wasting time
http://learnenglishteens.britishcouncil.org/skills/listening-skills-practice/stop-
wasting-time

(Level A2)

Lecture 2
Job Application Forms

When you apply for a job, you will be asked to send your CV (resume), to-
gether with a letter or e-mail of application. It is important to know how to write
a good resume, or a summary of background and qualifications, and a letter of
application (a cover letter, a letter of interest). All these skills can improve your
chances for employment.

If you are applying for a new work place you have to send your CV (curric-
ulum vitae) or Resume, the Application (Cover) Letter, and the Letter of Rec-
ommendation that are expected in such cases.

Most applicants for white-collar jobs get in touch with employers by mail
(email). A letter to an employer should be type-written. In the application letter,
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introduce yourself and explain why you are writing. Briefly indicate an experi-
ence and skills you have that relate to the kind of job you are seeking.

Include your address and telephone number so that the employer can reach
you. If you contact an employer by telephone, try to provide the same infor-
mation that you would cover in a letter.

A resume or a CV is a summary of your history and professional qualifica-
tions. Most employers consider several applicants for each job opening.

Thus, the employer has to consider two sets of qualifications if he wants to
choose from among the applicants: professional qualifications and personal char-
acteristics. A candidate’s education, experience and skills are included in the
professional qualifications. These can be listed in a resume or summary of your
background.

Employers often receive a lot of applications for a job, so it is very im-
portant to make sure that your CV and job application letter create the right im-
pression and present your personal information in a brief, well-structured, and
attractive way. A CV should be clear, with a limited number of main sections, so
that an employer can pinpoint the information they are looking for quickly and
easily.

You do not need to give a lot of details.

The resume usually consists of the following parts: Personal, Education,
Work Experience, Interests and Skills, Hobbies®.

It should be noted that a resume (CV) can be structured differently and may
vary in length from one page to three.

Send your Resume, along with an Application (Cover) Letter and a Letter of
Recommendation to a specific person. The person should be the top person in the
area where you want to work. Refer him (her) to your Resume and ask for an in-
terview.

The samples of a Resume (CV), an Application (Cover) Letter (a Letter of
Interest) and a Letter of Recommendation:

Application Letter
8 September, 2014
Dear Mr. Jones,
I am writing to apply for the job (position) of an accountant advertised in yester-
day’s “Financial Times”. I enclose my Resume and a Letter of Recommendation
from Mr. J. Smith of Smith and Sponsor Bank, Manchester. | have recently
moved to your town and feel that my qualifications would enable me to be a pro-
ductive member of your company.

| am available for an interview.

*Tanuesa, T. P. Jlenoeoii unocmpanmwlii A3viK (aHenuticKuii A3vik) [Dnexmpounsiii pecypc]:
npakmuxym / T. P. Tanesa ;Dedep. acenmcmeo cesazu, Dedep. eoc. obpazosamenvHoe
O100oicemnoe  yupescoenue — gvicul.  npogh. obpasosanus  "C.-Ilemepb. 2oc.  yH-m
menekomMmyHuxayuu um. npog. M. A. bonu-bpyesuua". - CI16.: CII6I'VT, 2013. - 27 c.
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| look forward to hearing from you.
Yours sincerely,

Resume (CV)?

Letter of Recommendation
19 November, 2014
Dear Mr. Jones,
Having known Mrs. Biggins for three years as a staff-member of my department,
| am pleased to write this Letter of Recommendation for her.
During the years that Mrs. Biggins worked with us she always excelled in what-
ever activity she undertook.
It is important to mention here that she has good working knowledge of French
and German and speaks both languages fluently. I also want to emphasize her
computer skills.
Mrs. Biggins has my fullest support and | would be pleased to provide further
information if necessary.

Yours sincerely,

Speaking Practice

1. Answer the questions and discuss.

1. What application forms are required?

2. What information does a resume include?

3. What information does an application letter usually include?

4. Why is it important to send both an application letter and a CV to the job a
person applies for?

5. In what cases do people have to write a resume?

6. How is a resume structured?

7. Should the resume you write be a detailed personal history or a summary of
your personal history and qualifications?

Writing Practice
1. Write your own Application Letter and CV using qualifications you al-
ready have, or ones that you think you might get in the future using the
phrases given below.
1) References to the advert

e | see from your advertisement in the... (newspaper) that you have a va-

cancy for a...

e [t was with great interest that | read the advertisement for...

e | was interested to learn that your company wishes to recruit...
2) Applying for a job

STam sce.
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¢ | should like to apply for the position of...
e | wish to apply for the job of...
3) Request of a vacancy
e | would be interested to know whether you have a vacancy for...
e | am looking for a position in...
4) References to the work experience
e [For the past (5) years | have been employed as a...
e | was responsible for...
e | specialize in...
e This is a position for which | believe | am ideally suited.
e | gained wide experience in market research.
e | am fluent in English and French.
e | am keen to broaden my knowledge in the field of...
5) References to the resume
e | enclose my Curriculum Vitae which will give you more details of my ca-
reer.
6) References to the interview
¢ | would greatly appreciate the opportunity of an interview.
e | amavailable for an interview at your convenience.
e | look forward to hearing from you. Hoping for a favourable reply.

Lecture 3
A Job Interview

When you apply for a job, you will need to go on interviews to meet with
employers face to face. Personal characteristics are evaluated through interviews.

The interview helps the employer to find out if you are the best person to
hire for the job.

The interview is probably the hardest part of getting a job. If you are invited
to attend an interview, confirm the appointment by letter, telephone or email.

There are some recommendations, which can help you. If you’re to go to an
interview tomorrow, sleep well before it. Take your CV and application form to
the interview. Sometimes the person who is interviewing you has not seen it.
You should choose corresponding dress code for the interview — first impres-
sions are important.

Read annual report of the company, use the Internet to research about the
company to show your understanding of the corporate strategy on the interview.

Prepare answers for questions which you think the interviewer may ask you.
In particular, think of examples of your achievements in previous jobs or while
at university, and how you have managed difficult situations. Think about your
personal strengths and weaknesses, and how you would describe your personali-

ty.
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Prepare a list of questions which you may want to ask the interviewer. Pos-
sible subjects include the company, the job, working hours and holidays, respon-
sibilities.

Ask yourself why the company should choose to employ you, instead of the
other people who are applying. The first interview may be followed up over the
phone. From there it is a short wait until the company calls back with their offer,
or mails a rejection.

Statistics say that personal characteristics are often more important than
professional qualifications on the interview. Show willingness to study and work
and show loyalty to the company. Speak loudly and emphasize important aspects
of your education and work experience.

On the interview you are asked questions, and the way you answer will
show what kind of person you are and if your education, skills and experience
are suitable for the job and match what they’re looking for.

Tips for a Successful Interview

Job interviews can be stressful; however, with the proper planning and
preparation, you can get the job.

Before the Interview

e Research the company and prepare relevant questions. Interviewers
appreciate when job candidates demonstrate interest in the company
and the available position. Organize all paperwork, including your re-
sume, and references from previous employers.

e Plan responses to common interview questions. Prepare for questions
about your salary expectations by finding out how much employees
in the position you are applying for are typically paid.

During the Interview

e Make a good first impression by arriving on time for the interview.
Make sure to dress in clean and professional attire. Be polite and use
the interviewer’s name when speaking.

e Respond to all questions clearly. Interviewees should provide solid
examples of how their previous experience relates to skills needed for
the new position. Also, be sure to explain your future career goals.

After the interview

e Follow up immediately with a thank-you note restating your interest
in the position.

e Employers may request a call-back to obtain more information.

Speaking Practice

1. Answer the questions and discuss.

1. How do people prepare for a job interview?

2. What items do people bring to job interviews?

3. How to create a good impression at an interview?

4. Why is an interview the most difficult part to get a job?
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5. What is required to prepare properly for an interview?

6. Is it necessary to memorize all the answers beforehand?

7. What does the saying mean “You never get a second chance to make a first
impression”?

8. What is meant by personal characteristics?

. Choose Do and Don’t on the interview.

. Find out as much as you can about the job beforehand.

. Choose your interview clothing with care.

. Make sure you know where the interview office is and how to get there.

. Be on time, or better, a few minutes early.

. Bring with you certificates, samples of your work and letters of recommenda-
ion.

6. Bring a pen; you will probably be asked to fill in an application form.

7. Answer all the questions as best as you can, and write neatly.

8. Answer every question the interviewer asks. Be clear.

9. If you do not know something about the job, admit it. Stress that you are will-
ing to learn.

10. Show some enthusiasm when the job is explained to you.

11. Ask questions at the close of the interview (for instance, about hours, pay,
holidays, or if there is a training programme).

12. Walk into the interview chewing gum or smoking.

13. Shake hands with the interviewer.

14. Answer ‘Yes’ or ‘No’ or shrug.

15. Sit down until you are invited to.

16. Have a drink beforehand to give you courage.

GO wWDNDELEDN
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3. Read the sample of a job interview.

Andrew Brandon has a job interview

Interviewer: Good morning, Mr. Brandon. My name is Ms. Martin. Please have a
seat.

Andrew: Good morning, Ms. Martin. It’s pleasure to meet you.

I.: You’ve applied for the Saturday position, haven’t you?

A.: Yes, Ms. Martin.

I.: Can you tell me what made you reply to our advertisement?

A.: Well, I am looking for a part-time job to help me through university. | think
that I’d be really good at this kind of work.

I.: Do you know exactly what you would be doing as a shop assistant?

A.: Well, I imagine | would be helping customers, keeping a check on the sup-
plies in the store, and preparing the shop for business.

I.: What sort of student do you regard yourself as? Do you enjoy studying?

A.: T suppose I’'m a reasonable student. I passed all my exams and | enjoy my
studies a lot.
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I.: Have you any previous work experience?

A.: No. I’ve been too busy with all the subjects to get a good result. But last
summer holidays | worked part-time at a take-away food store.

I.: Now, do you have any questions you’d like to ask me about the position?

A.: Yes. Could you tell me what hours I’d have to work?

I.: We open at 9.00, but you would be expected to arrive at 8.30 and we close at
6.00 pm. You would be able to leave then. | think | have asked you everything |
wanted to. Thank you for coming to the interview.

A.: Thank you, Ms. Martin. When will I know if | have been successful?

I.: We’ll be making our decision next Monday. We’ll give you a call.

A.: Thank you. Goodbye.

I.: Goodbye, Mr. Brandon.

Useful phrases for another version of the end of a job interview.
1) References to the approval
e We are pleased to inform you that...
e We have pleasure in informing you that...
e Your application for the position of... has been successful.
e You have been accepted.
2) References to the rejection
e We regret to inform you that your application has not been accepted.
e | amsorry to inform you that the position has already been filled.
e We are sorry but we have no vacancies at the present time.

4. Practice the following job interview questions®.

You are applying for a job as... (a sales manager, a tech support operator, a
system administrator, a software engineer, a webmaster, any job you want).
. Can you tell me a little about yourself?

. What kind of training or experience do you have in this field?

. Do you have a job now?

. What are your responsibilities?

. Why do you want to change your job?

. Why did you leave your last job?

. What do you think are your strong points (greatest strengths)?

. What do you consider to be your weak points (greatest weaknesses)?

. Why are you interested in this job?

10. Do you want to work full-time or part-time?

11. What salary do you want?

12. Do you have any questions?

O©CooO~NOoO OIS WN K-

®More information on https://www.myenglishteacher.eu/blog/questions-and-answers-to-
prepare-you-for-a-job-interview-in-english/ (Questions and Answers to Prepare You for a Job
Interview in English and Knock Them out).
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5. Watch the video about a Job Interview and do all practice exercises.

1. An interview
http://learnenglishteens.britishcouncil.org/skills/speaking-skills-
practice/interview

(Level B2)

6. Test.
Choose the best response to your interviewer’s questions.
1. Why should we hire you and not someone with experience?
a) | offer energy, intelligence and loyalty.
b) First come, first served.
¢) You need to hire me to get the answer.
2. What do you consider loyalty to a firm?
a) No stealing stationery.
b) Confidentiality and dependability.
¢) Coming to work.
3. What are your weaknesses?
a) I can’t resist chocolate cake.
b) Expecting others to be as honest as | am.
c) Always arriving late for meetings.
4. Why do you want this job?
a) Itis a job with prospects.
b) It pays well.
c) My friend works here; he likes the company.
5. Where would you like to be in five years?
a) I don’t know.
b) Running the company.
¢) Ina challenging position with responsibility.
6. Why do you want to work for this company?
a) I’ve been unemployed for too long.
b) Well, I’ve heard that it’s a company that pays its employees well.
c) It’s a company with future.
7. How did you hear about this vacancy?
a) | researched your company and rang Human Resources.
b) A friend of a friend told me about it.
¢) My brother works here.
8. Have you looked at our website?
a) Yes. Itis very comprehensive.
b) Not yet, but | will after the interview.
¢) Do you have a website?

9. We need someone now, not in three months. Could you begin earlier ifyou

were offered the job?
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a) My present company will not allow it.
b) Well, that is a question I didn’t expect.
c) If I were offered this job, |1 would try.
10. Do you like working with your current boss?
a) No. I think he can’t manage people.
b) No. He is too aggressive and lazy.
¢) No. However, I’ve learnt a lot from him.
11. During the busy summer period we all work every weekend. Would youhave
a problem with this?
a) | would hope to arrange a system so that not everyone has to workevery
weekend.
b) I’m a team player and would be prepared to work when necessary.
¢) | have holidays booked and enjoy my free time too much.
12. Why do you think we should employ you?
a) Some other company will if you don’t.
b) I believe you won’t find anyone better than me.
c) I believe I’m the best person for the job.
Answers: 1. a; 2. b;3.b;4.a;5.¢;6.c;7.a;8.a;9.c; 10.c; 11. b; 12. c.

Unit 3
Meetings’

Lecture®
Effective Business Meetings

Great things happen when people come together. Face-to-face interaction is
the place where ideas are generated. Meetings come in all shapes and sizes.
There are the everyday office meetings, board meetings, business meetings, sem-
inars, conferences, conventions, trade shows and exhibitions. Meetings help to
work on teams, share of ideas, and effectively coordinate. If communication is
the life blood of any organization, then meetings are the heart and mind. Meeting
Is the place where we communicate our ideas; develop new understandings and
new directions, where we engage with others.

Meetings are an important part of doing business. Executives on average
spend 40%-50% of their working hours in business meetings. A successful meet-
ing has no surprises. With proper preparation and careful organization, a meeting
can run smoothly. Setting goals and time limits, keeping to the agenda are the
key components of an effective meeting. Preparation also means attention to de-
tails including: room bookings, catering, equipment, etc.

" Additional Lecture “Meeting Etiquette” on http://businessculture.org/northern-europe/uk-
business-culture/meeting-etiquette/

84dditional ~ Lecture ~ “10 ways to make meetings more effective”  on
http://www.techrepublic.com/blog/10-things/10-ways-to-make-meetings-more-effective/
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Meetings can be announced by email or be posted on bulletin boards. The
date, location, time, length, and purpose of the meeting should be included. In
order to keep the meeting on task and within the set amount of time, it is im-
portant to have an agenda. The agenda is a list of matters to be discussed in the
meeting, and indicates the order of items. The person in charge of the setting the
agenda and running the meeting is the ‘chairperson’.

Whether you are holding the meeting or attending the meeting, it is polite to
make small talk while you wait for the meeting to start. You should discuss
things unrelated to the meeting, such as weather, family, or weekend plans.

At the beginning of the meeting the chairperson should formally welcome
everyone and thank the attendees for coming. If anyone at the meeting is new to
the group, or if there is a guest speaker, a person in charge of the meeting should
introduce him or her. In order attendees can be able to follow the agenda it is bet-
ter use an overhead projector. Before beginning the first main item on the agen-
da, the speaker should provide a brief outline of the objectives.

One of the most difficult things about holding an effective meeting is stay-
ing within the time limits. A good agenda will outline how long each item should
take.

A chairperson should stay within the limits.

When decisions cannot be easily made, they are often put to a vote. Most
votes occur during meetings. VVotes can be open, where people raise their hands
in favour or in opposition of the issue, or closed (private), where attendees fill in
ballots and place them in a box to be counted. When a motion is voted and
agreed upon, it is carried. When it is voted and disagreed upon, it is failed. VVotes
are often put to a majority.

During the meeting, participants comment, provide feedback, or ask ques-
tions. A meeting comes to an end when time runs out, or all of the items on the
agenda are checked off.

Speaking Practice
. Answer the questions and discuss.
. What types of meetings do you know?
. What does it mean a successful meeting?
. What is required to run a meeting smoothly and effectively?
. What is the purpose of having an agenda?
. What are the roles of a chairperson at a meeting?
. Is it important to make small talk before starting a meeting?
. Do you know how to finish a meeting?
. What manners and etiquette are important for meetings?
. From your experience:
e How often do you have to attend meetings?
e Do you enjoy attending meetings?
e Do you think that attending meetings is ever as waste of time?

O©CoOoO~NOoOUTr~,WNPREFPPE
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Have you ever been the chair of a meeting?

What things shouldn’t you do in a meeting?

What is the most difficult meeting you have been to?
Have you ever taken minutes in a meeting?

Have you ever attended an online or telephone meeting?

. Seven golden rules to a successful business meeting.

. Be punctual but a few minutes earlier is acceptable.

. Do not ask too many personal questions during small talk.

. A business meeting is important even when it is held in the pub.

. Dress in a neutral coloured suit — either black, navy or dark grey.

. Do not hold eye contact for too long during business meetings.

. Do not bring a personal gift for your business partners.

. Do not rush or rush your attendants into making business decisions.

~NOoO O WNEDN

3. Watch the videos about Meetings and discuss about the structure, the
roles and the problems of a meeting.

1. The Conference Call, A Conference Call in Real Life, Every Meeting Ever
http://blog.lucidmeetings.com/blog/our-favorite-short-videos-about-meetings-
teamwork

(Level C1)

4. Practice your English using the phrases given below?®.
1) Phrases for conducting a meeting:
Opening the Meeting
e Good morning/ afternoon, everyone.
o |f we are all here, let’s start the meeting.
Welcoming and Introducing Participants
e We’re pleased to welcome (name of participant)
e We’re pleasure to welcome (name of participant)
e [’d like to introduce (name of participant)
Stating the Main Objectives of the Meeting
e We’re here today to...
e Ouraimisto...
e [’ve called this meeting in order to...
Introducing the Agenda
e Have you all received a copy of the agenda?
e There are (5) items on the agenda. First,... second,... third,... lastly,...
o Shall we take the points in this order?

9 More information on http://www.talkenglish.com/speaking/business/meetings.aspx,
http://www.englishwithjo.com/english-conversation-meetings/
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Setting a Time Limit

e We’ll have to keep each item to ten minutes.

e There will be five minutes for each item.

e [I’ve called this meeting in order to...
Introducing the Items on the Agenda

e So, let’s start with.../ Shall we start with...

e So, the (first) item on the agenda is...

e (name), would you like to introduce this item?
Closing an Item

e | think that covers the (first) item.

e Shall we leave that item?

¢ |f nobody has anything else to add, lets...
Next Item

e Let’s move onto the next item.

e The next item on the agenda is...

e Now we come to the question of...
Summarizing

e Before we close today’s meeting, let me just summarize the main points.

e Let me go over today’s main points.

e Tosumup,...

e In brief,...
Finishing up

e Right, we’ve covered the main items.

e Let’s bring this to a close for today.
Thanking Participants for Attending

e Thank you all for attending

e Thanks for your participation.
Closing the Meeting

e The meeting is closed.

e | declare the meeting closed.

e See you all at the next meeting.

2) Phrases for expressing your ideas in a meeting:
Giving Opinions
e May | have a word?
Excuse me for interrupting.
My view is...
| think that...
In my opinion...
e The way | see things...
Commenting
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That’s interesting.
| never thought about it that way before.
Good point!
| see what you mean.
Agreeing

o | totally agree with you. Exactly!

e That’s the way I think.

e [ have to agree with (a participant’s name).
Disagreeing

e I’mnot sure...

e Unfortunately, | see it differently.

e | agree with you, but...

e [’mafraid I can’t agree... I suggest that...
Asking for Clarification

e Please, could you...
I’d like you to...
I didn’t understand that. Could you repeat what you said?
What exactly do you mean?
Could we have some more details, please?
Keep to the point, please.

5. Look through the materials about Meetings and do all practice exercises.
1. Meetings
http://www.bbc.co.uk/worldservice/learningenglish/business/talkingbusiness/unit
2meetings/lagenda.shtmi

(Level B2)

6. Choose the roles and make your own Business Meeting using all materials
given above.

Unit 4
Negotiations

Lecture®
Negotiations
Defining “Negotiation”

YAdditional Lecture “How to Get Everything You Want from Business English Negotiations ”
on /http://mwww.fluentu.com/english/business/blog/negotiating-in-english/
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A negotiation is a process of two or more people/parties coming together to
reach an agreement. The agreement should be for mutual benefit and the aim is
to find constructive and creative solutions to problems

Negotiating is a delicate process that is frequently misunderstood. All par-
ties involved will have strong, sincere reasons for the position they take. Howev-
er, the very act of coming to the negotiating table is an admission that the other
parties have something to offer, or requirements that they must go some way to-
wards accepting.

Any resolution of a negotiation therefore must be perceived as being of mu-
tual benefit to all concerned. A negotiation in which only one side can claim vic-
tory should be deemed to have failed. The reason is simple — if there is a long
run, the ‘losing’ party will either renege on the agreement or seek ways to gain
redress in the future.

The answer to what can seem insoluble at the beginning of the process is to
create an environment in which - for the sake of seeking solutions - everything
can be regarded as open for discussion. By this means unusual and creative solu-
tions can be discovered.

Importance of Negotiations

Negotiation touches all aspects of a business: sales contracts, purchasing
contracts, internal decision making and resource allocation, labour relations,
joint ventures, licenses, etc. Take place at all levels: from the individual contract
to global agreements covering entire organizations.

The value and quality of agreements can have a critical impact on corporate
performance.

We tend to think of negotiation being confined to political and high-level
management arenas. However, away from the media spotlight, negotiations are
going on all the time and for the participants the issues can be just as critical.

Why do we need to negotiate?

Negotiation arises from our drive to achieve goals (personal, social, politi-
cal, work-related) when there will be always be obstacles involving the goals of
others. This can stem from:

o conflict between achieving one’s own differing goals (e.g. we want eve-

rything but also want to pay the lowest price);

e conflict between own goals and those of others (the normal source of
conflict);

e shortage of resources (e.g. negotiating over budgets/resources);

e ina sales situation the need to negotiate is accepted by both sides as part
of the buying and selling game. As with any game, a full knowledge of
the rules and the skill to play well is essential to success.

The features of a negotiation

The features that define a negotiation are as follows:

e People involved
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A negotiation involves two or more people acting as individuals or repre-
sentatives of their organizations. The more people/organizations, the harder it is
to achieve an outcome of equal satisfaction to all parties.

e Formality

Quite often, less skilled negotiators may find themselves in negotiation sit-
uations without even realizing it. Typical examples are to be found between par-
ents and children over watching TV versus doing homework, in the workplace
between colleagues over lunch cover and between manager and associate over
doing extra duties. Not all negotiations are set up as such — they just happen.

e Contact

Negotiations are usually more successful if conducted face-to-face. This is
because the interaction involves verbal and non-verbal behaviour. Without the
ability to see the whites of their eyes, to borrow a term, it is difficult to target ac-
curately. The political arena provides a useful term to illustrate how unhelpful
long distance negotiation can be — megaphone diplomacy. This is used to de-
scribe the conducting of negotiations through the media, rather than direct con-
tact.

e Conflict

However hard we try, we must accept that conflict is a likely component in
the process. To this end, it is important to plan for it and how it should be han-
dled.

e Joint decision making

By definition, a negotiation is an exercise in joint decision-making. Both
parties have different agendas and the process will involve appreciation of the
other party’s needs and how they can be accommodated while also respecting
our own.

Speaking Practice
. Answer the questions and discuss.
. What types of negotiations do you know?
. What does it mean a successful negotiation?
. What is required to run a negotiation smoothly and effectively?
. What is the purpose of having a negotiation agenda?
. What are the features of a negotiation?
. Is it important to make small talk before starting a negotiation?
. Do you know how to finish a negotiation?
. What manners and etiquette are important for negotiations?
. From your experience:
e How often do you have to attend negotiations?
¢ Do you enjoy attending negotiations?
¢ Do you think that attending negotiations is ever as waste of time?
e What things shouldn’t you do in a negotiation?

O©CooO~NoO Ul WNREF P
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e What is the most difficult negotiation you have been to?

2. Practice your English using Business Negotiation Phrases given below for
Setting the Negotiation Agenda, Making Proposals, Agreeing and Objecting to
a Proposal, Compromising, Accepting a Proposal, Concluding Negotiations
and more..
Welcoming and Establishing a Rapport
e It’s my pleasure to welcome you to...
e | would like to welcome you to...
e |[s this your first visit to...?
e Did you have a good journey?
Setting the Negotiation Agenda
e | would like now to begin by suggesting the following agenda.
e To start with, I think we should establish the overall procedure
e s this okay with you?
Negotiation Phrases for Making Proposals
e We’d like to propose that...
e \We propose/ suggest...
e Regarding your proposal, our position is...
e How do you feel about...
Responding to Suggestions
e Maybe it would be better to...
e Perhaps a better idea would be...
e May we offer an alternative? We propose that...
e From where we stand, a better solution might be...
Agreeing — Reacting to a Negotiation Proposal
e [ think we can both agree that...
¢ | agree with you on that point.
¢ | think that would be acceptable.
Negotiation Phrases for Objecting
e That’s not exactly how I look at it.
If you look at it from my point of view...
e [ have some reservations about that...
e From my perspective...
e [’m afraid we couldn’t agree to that...
Giving a Reason in Negotiations

“More information about Negotiation Phrases and Vocabulary, Idioms and Idiomatic Expres-

sions on https://english4real.com/resource speaking negotiation.html,
http://languagelearningbase.com/88306/negotiation-phrases-vocabulary-business-english-
negotiations, http://www.learn-english-today.com/idioms/idiom-

categories/neqgotiations/negotiationsl.html
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e The reason for that is...
e This is because ...
Prioritising Interests
e The most important issue for us is...
e Our intention is...
e Our main priority is...
e We might like to...
Giving Clarificationin Negotiations
e If | understood you correctly...
e Are you suggesting that...
Do you mean...
What exactly do you mean by...?
[’m not sure I fully understand your point.
Could you clarify one point for me?
e Could you be more specific?
e Can we summarize your position up to this point?
e Am I right in thinking that...?
Negotiation Phrases for Compromising
e |If you were prepared to..., we might be able to...
e We are ready to accept your offer; however, there would be one condition.
e Would you be willing to accept a compromise?
e Inreturn for this, would you be willing to...?
Accepting a Negotiation Proposal
e This agreement is acceptable to us.
| think we have reached an agreement here.
That sounds reasonable.
| think we have a deal.
| believe we have an agreement.
e | can agree to that.
Negotiation Phrases for Concluding
e Let’s just summarize our agreement?
e | think you’ve covered everything.
e Let’s just confirm the details, then.
e Have | left anything out?

3. Look through the materials about Negotiations and do all practice exer-
cises.

1. Negotiations
http://www.bbc.co.uk/worldservice/learningenglish/business/talkingbusiness/unit
4negotiations/1tricky.shtml

(Level B2)
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4. Choose the roles and make your own Negotiation using all materials given
above and below.

1. Meetings and negotiations games/ worksheets
https://tefltastic.wordpress.com/worksheets/business-esp/meetings-negotiations/
(Levels B2-C1)

2. Negotiating games/ worksheets for EFL learners
https://www.usingenglish.com/articles/21-negotiating-in-english-games.html
(Level B2-C1)

Unit 5

Speaking At Work??

Lecture 1.Business Telephone Calls

Lecture 2.Business Correspondence

Lecture 3.Business Documents and Contracts

Lecture 1
Business Telephone Calls

Even in these days of computers and fax machines the telephone is still a
company’s artery to the world. Of all the communication devices we have avail-
able today, the telephone remains the form most widely used for contacting the
outside world. With telephone communication increasingly complicated by such
high-tech devices as beepers, voice mail, and car phones, new phone etiquette
has evolved.

Most of the rules for private calls apply, but business calls need extra skills.
The first secret of being effective on the phone is to smile; it makes the voice
sound friendly. At the beginning of the phone talk the good-mannered say ‘Good
morning (or afternoon), could I speak to ... please’, or greet them by name if
they know them.

A business call is not a chat. Politeness should start at the top. Efficient ex-
ecutives can deal with calls rapidly and courteously and take calls that come
through. If the matter isn’t urgent, and some discussion is needed the caller
should ask whether it’s a good moment to talk or not.

A company receptionist is one of the most important people on the staff.
Because he or she is the gatekeeper for every call that goes through. A telephone
greeting should begin with ‘Good morning’ or ‘Good afternoon.’

12 gdditional Lecture “11 Must-know Tips for Successfully Using English at Work” on
http://www.fluentu.com/english/business/blog/english-at-work/
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Following should be a company name and the name of the person who an-
swered the phone. For example: ‘Good morning! Customer service, this is
Mary.” Be compact, callers, especially long-distance ones, hate lengthy greet-
ings.

Good telephone manners require that you identify yourself when placing a
call. ‘Good afternoon, this is Mary Smith of Graphics calling. Is Mr. Jones
available?” When you reach Mr. Jones don’t just jump into the conversation.
Ask if he has time to talk.

If a caller is connected through a secretary she/he should identify her-
self/himself, for example, ‘I'm Gemma Jones, a secretary. I wonder if I can help
you?’ And the following questions should be politely phrased, such as ‘May |
say who'’s calling?’ and ‘Can I tell her what it’s about?’, but not ‘What company
are you from?’ or ‘What'’s it about?’ — which can put people in an awkward posi-
tion if they aren’t from a company or the matter is delicate or complicated. Be-
fore answering the phone, turn away from your other work.

Smile when you answer the phone. A secretary should let other people
speak without interruption.

Almost every business office has an answering machine if the company has
overseas clients, or dealings with those who work flexible hours or from home.

Many people answer the phone haphazardly. Some identify themselves with
first names; some with last; others, with both, and some don’t bother to identify
themselves at all. It’s important to remember that the words you choose set the
tone for the conversation that follows. So it’s to your benefit to choose the words
that will get your conversation off to a good start.

When you are the caller, before dialing, summarize the reason for your call
in a few sentences. When you are connected to a voice mail box, you’ll be ready
to leave a message. Speak slowly. Recognize that writing a message takes longer
than saying it. Leave your telephone number. This saves the other person the
time of looking it up. Finally, a word about wrong numbers. Everyone misdials
occasionally.

When this happens to you, simply apologize hanging up without an expla-
nation.

Speaking Practice

1. Answer the questions and discuss.

1. Can you imagine working without a telephone?

2. Can you imagine living without a telephone?

3. What is the best way to answer the phone?

4. What is the best way to identify yourself when placing a telephone call?

5. What rules should be observed when putting someone on hold?

6. What recommendations should be taken into account when answering compa-
ny phones?

7. What is the best way to ensure that your calls are returned quickly?
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2. Choose the best answer.
1. Id like to speak to Mr. Wrinkle, please.
a) He is not here.
b) I’'m afraid he’s not here at the moment.
c) Well, you can’t. He is absent.
2. Can | speak to a manager, please?
a) Hold on, please.
b) Don’t go away.
c) All right.
3. Can I call you back later?
a) Yes, ring me.
b) Yes, please do.
c) Of course, yes.
4. When can | reach you?
a) One hour.
b) When you want.
c) I’ll be in till 7.00 p.m.

3. Read the dialogues.

Dialogue 1: A Telephone Call

John: Hi, Alice, it’s John. How are you?

Alice: Oh, hi, John! I was just thinking about you.

John: That’s nice. I was wondering if you’d like to go to a movie tonight.
Alice: Sure, I’d love to! What’s playing?

John: | was thinking about that new comedy ‘Lights Out’. What do you think?
Alice: Sounds great!

John: OK, I’ll pick you up around 7:30. The movie starts at 8:00.

Alice: See you then. Bye!

“Hi, Alice, it’s John” is a casual and friendly way to say hello on the phone.

“I was wondering if you’d like to...”is a polite and indirect way of asking “Do
you want to ...7”" John doesn’t want to appear too direct.

“I was thinking about... / What do you think?”John wants to give Alice a
chance to suggest a movie.

“Sounds great!” is an informal way of saying “That is a good plan.”

“I’ll pick you up.”It is an informal way of saying “I’ll come to your house SO
that we can go together.”

Dialogue 2: A Telephone Call

Luke: Hello? Hi, Stephanie, how are things at the office?
Stephanie: Hi, Luke! How are you?
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Luke: What did you say? Can you repeat that, please? Sorry, the phone is cutting
out.

Stephanie: Can you hear me now? No, Luke, talk to you later.

Luke: Sorry, Stephanie, my phone has really bad reception here.

“Cutting out” describes a difficulty in understanding a caller due to poor cell
phone reception. You can also say “The line is breaking up/ I am loosing you/
The call dropped.”

“Talk to you later” is the equivalent in a phone conversation of “See you later”
in a face-to-face conversation.

“Reception” here means the availability of cellular service. Cellphone reception
can be limited in remote areas, inside large buildings or underground.

4. Practice the dialogues using the materials on http://Ims.spbgut.ru/*3
(MHocTpaHHbIi sA3bIK st MarkucTpanToB. Business Communication. Unit 1- 6).

5. Watch the videos about Real Situations at Work and improve your com-
munication skills.

1. “Cancelling an Appointment”
https://www.youtube.com/watch?v=PbzAMXZNCDc
(Level B2)

2. “I’'m calling in Sick”
https://www.youtube.com/watch?v=pPCzm883VsA
(Level B2)

3. “Asking for time off”
https://www.youtube.com/watch?v=urtmydH7160
(Level B2)

4. “I need more time”
https://www.youtube.com/watch?v=jWkzeDMylZo0
(Level B2)

Lecture 2
Business Correspondence
A) Structure of the Business Letter

We can’t imagine business without communication. Business is made
through communication. It can be face-to-face conversation organized in the of-
fice or at the restaurant or business correspondence. It can be held with the help
of regular mail or E-mail.

A business letter is the principal means used by a business firm to keep in
touch with its customers. According to the purpose of the letter there may be dif-
ferent kinds, e.g. a letter of request, a memo (memorandum), a letter of advice,

¥ Cucmema oucmanyuonnozo obyuenus Canxm-Ilemepbypeckozo —20cyoapcmeennozo
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an invitation letter, a congratulation letter, a letter of thanks (gratitude), a letter of
apology, an enquiry letter, a letter of guarantee, a letter of complaint, a letter of
claim, an order letter, etc.

There are special rules to organize a business letter in a right way. The
business letter consists of several parts.

First you should write your own name and address (in the right up corner),
telephone numbers, and then write down the title, name and address of the recip-
ient.

Always type the date, in the logical order of day, month, year (10th Novem-
ber 20...).

It is important to use the correct title of the person you are addressing to:

e Dr. —means doctor (a person, who has Doctor’s degree or PhD);
Professor — if you are addressing the professor;
Mr. / Sir — if you are addressing a male, but is not sure in his title;
Mrs. — if you are addressing a female (married);
Miss — if you are addressing a female (single);
Ms — if you are addressing a female (married or unmarried business-
woman);

e Madam — addressing a female if you are not sure in her family status.

The salutation is the greeting with which every letter begins.

Opening salutation is typed in the left-hand corner. There are several types
of opening salutation:

e Dear Sirs — to a company;

e Dear Sir —to a man if you do not know his name;

e Dear Madam — to a woman if you do not know her name;

e Dear Sir or Madam — to a person if you know neither the name, nor
sex;

e Gentlemen — the most common salutation in the United States.

If your correspondent is known to you personally the warmer and more
friendly greeting, Dear Mr. ... is preferred.

The message forms the body of the letter and is the part that really matters.

Some letters are very short and may consist of only one paragraph. Many
others have three paragraphs: Introduction (why are you writing?), Details (facts,
information, instructions), Action (what action will you take?).

Finishing the letter is a polite way of bringing a letter to a close and you
should write one of the following phrases: Yours sincerely; Truly yours, Yours
faithfully sign the letter and put your (title), name and surname.

Business letters have to be written (typed) accurately in plain language.

Speaking Practice
1. Answer the questions and discuss.
1. What types of business communication can you name?
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2. What is the most common form of communication in the 215tcentury?
3. What is a business letter?

4. What types of business letters do you know?

5. What parts does a business letter consist of?

6. Why is the language style very important for business letter writing?

Writing Practice

1. Write your own Business Letter using the materials!*,

2. Improve your writing skills using the materials on http:/Ims.spbgut.ru/*®
(MHocTpaHHbIi 361K 17151 MarucTpantoB. Business Correspondence).

B) Email and Fax Communication

E-mail writing has become a large part of modern communication, particu-
larly in business. The world has become much smaller now that we have the abil-
ity to send and receive e-mail messages over great distances at an incredible
speed. However e-mail was originally used as an informal means of communica-
tion.

Therefore business e-mail letters are less formal in style than ordinary busi-
ness letters.

E-mail is short for electronic mail. E-mail correspondence gets from one
place to another in a matter of minutes. Connecting to the Internet provides you
with e-mail services and an e-mail address which looks like this: nick-
name@someplace.com (@ means at, and com indicates the domain, in this case,
a company). The Internet is a communication network that links computers all
around the world via modems. Companies send documents from one place to an-
other in minutes. E-mail is an up-to-date method of transmitting data, text files,
and digital photos from one computer to another over the Internet. And now e-
mails have become one of the most widely used forms of business and personal
communication. E-mails are quick, so they are good for chatting, inviting people
out, keeping in touch and doing business.

E-mails do not necessarily contain all the elements important for business
letters. So e-mails are usually shorter and it takes less time to compile and send
them. The e-mail language is much closer to spoken English than traditional
business correspondence style.

Information about the sender and the receiver (addressee) appears at the top
in a special frame — so the writer doesn’t have to use traditional greetings. Mr.
Black, Dear Peter, Peter are all acceptable ways of starting an e-mail.
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As e-mails are designed for speed, they usually avoid the formal expres-
sions used in letters, and people often do not write in complete sentences using
abbreviations. A message should be short to fit on one screen, whenever possi-
ble, thus keeping all important information visible at once. Be sure your message
IS easy to answer,

You can end your e-mail with: Best wishes, All best wishes, Best regards,
Regards, Yours.

To people you know well, you can end with: All the best, Best.

People often sign e-mail with their first name.

There are a few important points to remember when composing e-mail, par-
ticularly when the e-mail’s recipient is someone who does not know you.

¢ Include a meaningful subject line; this helps clarify what your mes-
sage is about.

e Open your e-mail with a greeting like Dear Dr. Jones, or Ms. Smith.

e Use standard spelling and punctuation.

e Don’t write unnecessarily long e-mails (4 or 5 paragraphs). Write
clear, short paragraphs.

¢ In business e-mails, try not to use abbreviations such as PLS (please)
and BTW (by the way).

e Finish with a closing decision, hope or apology.

¢ Include a Signature Block in every e-mail — your name, title, business
address, telephone number, fax numbers, e-mail address and website
address.

Be polite and give as many contact details as possible so that the reader can
contact you in different ways.

Even in today’s modern age of the Internet, it is still necessary to send and
receive faxes. Most companies, large or small, have a fax machine. This allows
them to send facsimiles of any document. A fax message is the message that is
sent or received over a fax machine (phone lines are used) or online fax service.
The word fax comes from the word facsimile standing for perfect copy.

The original document is scanned with a fax machine; the information is
then transmitted as electrical signals through the telephone system. A fax mes-
sage is often sent when particular official correspondence needs to be sent or re-
ceived urgently and it is not possible to send the documents via email.

Speaking Practice

1. Answer the questions and discuss.

1. What is an email?

2. What is the purpose of a fax message?

3. What are the advantages and disadvantages of e-mails?
4. Are e-mail letters as formal in style as ordinary letters?
5. What are the rules for writing e-mails?

6. What is the structure of an e-mail?
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7. Do you know what the symbol @ means?
8. What is the procedure of sending a fax message”?

Writing Practice
1. Write your own E-mail using the material®.

2. Improve your writing skills using the materials on http:/Ims.spbgut.ru/*’
(MHocTpaHHbIi sA3bIK 17151 MarucTpantoB. Business Correspondence).

Lecture 3
Business Documents and Contracts
A contract may be defined as an agreement between two or more parties to
do or not to do certain things which are binding in law. Every contract is an
agreement but not every agreement is a contract. For example, a business con-
tract could be for the sale of goods or supply of services at a certain price.
There are different types of contracts including:
e asales and purchase contract;
a partnership agreement;
a lease of business premises;
a lease of plant and equipment;
an employment agreement;
a loan contract;
an employment contract;
e aturnkey contract.
The process for creating a contract generally includes information ex-
change, discussion, negotiations and employment agreements.
A business contact must contain four essential elements:
o oOffer;
e acceptance;
e intention to create legal relations;
e consideration.
These elements of a contract can be briefly explained as follows: a contract
Is formed when one party makes an offer and that offer is accepted by another
party for an exchange of some benefit by the parties (this is the consideration el-
ement). The intention of the parties is that they are legally bound by the contract.
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The party making an offer is known as the offeror, the party to whom the
offer is made is known as the offeree. The contract comes into existence when an
offer has been unconditionally accepted.

Contracts can be verbal or written. But a verbal contract is much more diffi-
cult to prove. Some types of contract such as those for buying or selling real es-
tate and credit must be in writing.

If you are a business owner you are able to read a contract and understand
what it means. But you should always get legal advice before signing a signifi-
cant contract.

A Dbusiness contract can include some general matters: parties to the con-
tract:

date of the contract;
description of the goods and services that your business will provide;
payment amount and terms;
terms of delivery;
insurance conditions;
e termination conditions.

Once a contract is made, it cannot generally be changed, that’s why one
should never be pressed into signing a contract without first reading it carefully.

Contractual agreements give rise to rights and obligations known as the
terms of a contract.

In common-law countries the term ‘contract’ covers much more than the
formal legal documents. A contract may take the form of any written agreement
or a series of letters or even a conversation (an oral contract), if the essential el-
ements are present.

In the Middle East, the spoken word is often honoured and followed more
than the written word. It is common to continue negotiating what is in the con-
tract even after the contract has been written and signed.

Speaking Practice

. Answer the questions and discuss.

. What is a contract?

. What’s the difference between an agreement and a contract?
. What is a contract binding?

. In what situations do people need contracts?

. What types of contracts do you know?

. What essential elements must a business contact contain?

OO0k, WD ERE

2. Situations when the agreement between the parties was explicit:

1. The relationship between the parties is based on the contract (not on personal
relations).

2. The exchange of promises was detailed (not general).

3. Future can be predicted and is included in the contract.
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4. Clear beginning and ending to time of agreement.

5. Responsibility is to both parties.

6. Belief in cooperation.

7. 1f business transaction doesn’t work, both companies try to work together to
solve the problem.

Unit 6
Public Speaking*8

Lecture
Public Speaking

Of all the skills employers desire in employees, oral communication skills
rank highest. Survey after survey reports that oral communication skills are con-
sidered even more important than writing and math skills, as well as a number of
other job-related qualities, such as initiative, technical competence, and organiza-
tional abilities (Adler & Towne,1996; Hagge-Greenberg, 1979; Waner, 1995).

Oral communication encompasses a variety of genres: conversations, inter-
views, discussions, debates, and negotiations, to name just a few. Many of these
speech events take place in fairly nonthreatening settings, with interactions oc-
curring either between two people or within small groups. While feelings of
communication anxiety do occur in these settings, they are usually infrequent
and of minor proportions. Public speaking is a different matter: Here the speaker
shares his or her views with a larger audience and often experiences apprehen-
sion and nervousness before and during the presentation.

However, there are times in almost everybody’s life when public speaking
Is required. Occasions can be as informal and brief as offering a toast at a party
or as formal and involved as delivering a speech at a graduation ceremony. Many
careers are based on a certain amount of public speaking. Take teachers, trial
lawyers, politicians, broadcast journalists, or preachers, for example. For all of
them, public speaking is an integral part of daily life. Likewise, people in leader-
ship positions are routinely asked to share their views or provide guidance in
larger settings. But even for those whose careers don’t call for public speaking,
opportunities for speaking in front of audiences abound. There are individual or
group presentations in a classroom setting, for example, contributions during a
town meeting, or reports as members of a committee in school, at work, or in the
community.

8additional  Material ~ “Public ~ Speaking in ACADEMIC CONFERENCE” on
http://Ims.spbgut.ru/*® (Muocmpannsiii a3vix ons mazucmpanmos. Hayunas paboma).
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In short, almost everybody sooner or later has to speak in public. Try not to
see the task as unpleasant. Instead, try to see it as a chance to have an impact or
to improve yourself. The earlier you start gaining experience and honing your
skills, the better. There are many techniques and “tricks of the trade” that can
help you become an effective and confident speaker.

There are important steps to make a successful public speech.

Considering Your Audience

The most important aspect of public speaking is the audience. At all times
during the process of preparing and delivering a speech, we need to keep in mind
that we are speaking to an audience and not just to ourselves. Whether the goal is
to entertain, to inform, or to persuade, we should try to reach our listeners and
tailor the speech to them.

To do this effectively, engage the audience in a dialogue in which the audi-
ence members interact mentally with your ideas. For this purpose, choose a top-
ic, examples, and language appropriate to your listeners.

Choosing a Topic

When speeches are given in political or professional contexts, speakers fo-
cus on their areas of expertise. They may have some freedom in choosing a top-
ic, but the broader theme is predefined. An environmental activist at a political
rally, for example, is expected to talk about environmental issues, and a sales
representative of computers of software company will probably discuss software.

Students in public speaking classes generally have more freedom in select-
ing their speech topics. In most cases, limits are set only by sensitivity considera-
tions or taboos, usually eliminating such themes as sex, religious proselytizing,
and extremist political persuasions. Sometimes, this freedom of choice makes it
difficult to select a topic.

Determining Your Purpose

To fine-tune your focus before you start researching your topic, determine
the general and specific purpose as well as the central idea of your speech. The
general purpose of a speech usually is to entertain, to inform, or to persuade; the
specific purpose describes exactly what a speaker wants to accomplish; and the
central idea is the core of your message.

Researching Your Topic

After you have selected a topic and determined your specific purpose, you
should research it thoroughly. Your audience will expect comprehensive and up-
to-date coverage. There are many sources for information: books, encyclopedias,
magazines, newspapers, professional journals, audio recordings (postcards), vid-
eos and films, internet, databases, lectures, interviews, surveys and papers.

Selecting Support Material

Research furnishes you with information about your topic and can lead you
to suitable support materials. These materials are essential for effective speech-
making because they arouse interest, provide substance, and emphasize im-
portant ideas.
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Organizing Your Speech

Once you have researched your topic and collected support materials, the
first part of your speech preparation is completed. Now, it is time to organize
your ideas. The most common and versatile pattern is the division into introduc-
tion, body, and conclusion?®®.

Language Use

Spoken language is more informal than written language and often more
vivid and intense. Because listeners cannot go back and re-read what a speaker
says, effective oral language is also simpler and more repetitious. In addition, it
contains plentiful examples and illustrations to assist listeners in understanding
the message.

Rehearsing Your Speech

The different modes of delivery necessitate different preparation and re-
hearsal methods. In impromptu speeches, speakers are asked to speak without lit-
tle time to prepare.

Speaking Practice

1. Answer the questions and discuss.

1. What types of public speeches do you know?

2. What does it mean a successful public speech?

3. What are the main steps for making a successful public speech?

4. What manners and etiquette are important for public speaking?

5. From your experience:

How often do you have to prepare a public speech?

Have you ever spoken in public?

What things shouldn’t you do when you’re listening to a speaker?
What is the most difficult thing for speaking in public for you?

2. Look through the materials about Public Speaking and discuss.
1. How to Speak Confidently in Public
https://www.wikihow.com/Speak-Confidently-in-Public

(Level B2)

Writing Practice

1. Choose the one of public speeches’ types and write your own Public
Speech using all materials given below and speak in public.

1. How to write a Speech
http://www.best-speech-topics.com/how-to-write-a-speech.html

2. Samples of Speech (formal, informal)
http://www.best-speech-topics.com/free-sample-of-speeches.html

¥More information on http://Ims.spbgut.ru/*® (Mruocmpanuwiii asvix ona maeucmpanmos. Pub-
lic Speaking).
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3. Welcome Speech
http://www.best-speech-topics.com/free-welcome-speech.html

4. Persuasive Speech
http://www.best-speech-topics.com/persuasive-speech-topics.html

5. Informative Speech
http://www.best-speech-topics.com/informative-speech-topics.html

6. Demonstration Speech
http://www.best-speech-topics.com/demonstration-speech-topics.html
7. Funny Speech
http://www.best-speech-topics.com/funny-speech-topics.html

8. Special Occasion Speech
http://www.best-speech-topics.com/special-occasion-speech-topics.html
(Level B1-B2)

Listening Practice

1. Watch the videos of the Famous Politicians and Authors’ Speeches and

Improve your communication skills.

1. Lecture Materials

http://sixminutes.dlugan.com/reading-your-speech/
http://sixminutes.dlugan.com/toastmasters-speech-3-get-to-the-point/
http://sixminutes.dlugan.com/toastmasters-speech-2-organize-your-speech/
http://sixminutes.dlugan.com/toastmasters-speech-1-ice-breaker-icebreaker/

2. Speeches
http://sixminutes.dlugan.com/speech-analysis-franklin-roosevelt-pearl-harbor-
fdr-infamy/#more-7003
http://sixminutes.dlugan.com/speech-analysis-winston-churchill-iron-curtain/
http://sixminutes.dlugan.com/speech-analysis-gettysburg-address-abraham-
lincoln/

http://sixminutes.dlugan.com/speech-critique-elizabeth-gilbert-ted/
http://sixminutes.dlugan.com/inauguration-speech-analysis-barack-obama-
inaugural/
http://sixminutes.dlugan.com/speech-analysis-dream-martin-luther-king/
http://sixminutes.dlugan.com/2008-election-night-speech-analysis-obama-and-
mccain/
http://sixminutes.dlugan.com/dalton-sherman-keynote-speech-video/#more-766

http://sixminutes.dlugan.com/speech-critiques-mccain-palin-republican-
convention-2008/
http://sixminutes.dlugan.com/speech-critiques-obama-democratic-convention-
2008/

(Level C1)

unit7
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Presentations®
Lecture 1.Making a Presentation
Lecture 2.Presentations with Visual Aids

Lecture 1%
Making a Presentation

A presentation is the practice of showing and explaining the content of a
topic to an audience or learner. In the business world, there are sales presenta-
tions, informational and motivational presentations, interviews, status reports,
Image-building, and training sessions.

Students are often asked to make oral presentations. You might have been
asked to research a subject and use a presentation as a means of introducing it to
other students for discussion.

Before you prepare for a presentation, it is important that you think about
your objectives.

There are three basic purposes of giving oral presentations: to inform, to
persuade, and to build good will.

Decide what you want to achieve:

e inform — to provide information for use in decision making;

e persuade — to reinforce or change a receiver’s belief about a topic;

e Duild relationships — to send some messages which have the simple
goal of;

¢ Duilding good-will between you and the receiver.

Preparation

A successful presentation needs careful background research. Explore as
many sources as possible, from press cuttings to the Internet. Once you have
completed your research, start writing for speech bearing in mind the difference
between spoken and written language. Use simple, direct sentences, active verbs,
adjectives and the pronouns “you” and “I”.

Structuring a Presentation??

A good presentation starts with a brief introduction and ends with a brief
conclusion. The introduction is used to welcome your audience, introduce your
topic/ subject, outlines the structure of your talk. The introduction may include
an ice breaker such as a story, an interesting statement or a fact. Plan an effective
opening; use a joke or an anecdote to break the ice. The introduction also needs
an objective, that is, the purpose or goal of the presentation. It informs the audi-
ence of the purpose of the presentation too.

20 [Tpesenmayus nayunwvix npoexmos na anznuiickom szvike = Academic Projects Presenta-
tions. / fO.b. Kyzvmenxosa. — M.: CKA3OYHAA JJOPOI'A, 2015. — 132 c.

2 Additional Lecture “How to Give a Great Scientific Presentation” on
http://mesa.ac.nz/2011/02/presentations/

22More information on http://Ims.spbqut.ru/??> (Muocmpannsiii a3v1K O MA2UCMPAHMOE.
Business Presentations).
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Next, the body of the presentation comes. Do not write it out word for
word. All you want is an outline. There are several options for structuring the
presentation:

1) Timeline: arrangement in a sequential order.

2) Climax: the main points are delivered in order of increasing importance.

3) Problem/ Solution: a problem is presented, a solution is suggested.

4) Classification: the important items are the major points.

5) Simple to complex: ideas are listed from the simplest to the most com-
plex; it can also be done in a reverse order.

After the body, comes the closing. A strong ending to the presentation is as
important as an effective beginning. You should summarize the main points.

This is where you ask for questions, provide a wrap-up (summary), and
thank the participants for attending.

Each successful presentation has three essential objectives: the three Es — to
educate, to entertain, to explain.

The main objective of making a presentation is to relay information to your
audience and to capture and hold their attention. Adult audience has a limited at-
tention span of about 45 minutes. In that time, they will absorb about a third of
what you said, and a maximum of seven concepts. Limit yourself to three or four
main points, and emphasize them at the beginning of your speech, in the middle,
and again at the end to reiterate your message. You should know your presenta-
tion so well that during the actual presentation you should only have to briefly
glance at your notes.

People process information in many ways. Some learn visually, others learn
by listening, and the kinesthetic types prefer to learn through movement. It’s best
to provide something for everyone. Visual learners learn from pictures, graphs,
and images. Auditory learners learn from listening to a speaker. And, kinesthetic
learners like to be involved and participate.

Speaking Practice

. Answer the questions and discuss.

. Have you ever attended a successful presentation?

. What types of presentations do you know?

. Have you ever made any presentations?

. What is the purpose of giving oral presentations?

. Do you know how to structure a presentation?

. Do you sometimes have to speak in public? On what occasions?
. What ends do presentations usually serve?

~NOoOo ok WDNNE PR

N

. Questions for the discussion.

Here are three ways of preparing a presentation.

1. Practice the presentation beforehand and then deliver it without notes.
2. Give the presentation from notes.
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3. Write the presentation in full and read it.

What are the pros and cons of each approach?

Would you prepare a presentation in one of these ways? If not, describe how
you would do it.

3. Look through the materials about Presentations and do all practice exer-
cises.

1. Presentations
http://www.bbc.co.uk/worldservice/learningenglish/business/talkingbusiness/unit
3presentations/lopening.shtml

(Level B2)

4. Compare the following presentations and discuss a) what is wrong with
the first one, b) in what ways the second one is better.
Presentation 1.

Right. Good. Well, perhaps I’ll start, shall I? Can you hear me all right?
Good.

Now ... erm ... probably the most important thing I’ve got to say is that ...
well, the company’s results are looking pretty good this year. Have you all seen
the graph of sales figures? No? Well, I’ve got one here. There you are. Can you
see this all right at the back? No? Well, you’ll have to take my word for it, then.
Results are good. Yes.

Very good, actually. But, anyway, I’ll tell you a bit more about that in a mi-
nute.

Now, where was [? Um ... let’s start with what’s happening at the moment.
Would that be a good idea?

Presentation 2.

Good morning, ladies and gentlemen.

I’m here today to tell you about our company’s financial position.

I’ve divided my presentation into four parts. Firstly, I want to talk about
the current financial situation. Secondly, I’d like to examine our performance
over the past year. Thirdly, I’ll look at our prospects for the next twelvemonths.
Finally, I’ll make some recommendations.

I’1l be happy to answer questions at the end of my presentation.

Right. I"d like you to look at this graph...

Lecture 2
Presentations with Visual Aids%?

23 DynoamenmanbHble OCHOBbL NYONIUUHOU peuu (Ha anei. u pycck. asvike). / A.A. Jcuoesa. —
M.: AUPUC-TIPECC, 2011. — 544 c.
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75% of what we know comes to us Visually. One of the most powerful
things that you can do to your presentation is to add in visual aids. Professor Al-
bert Mehrabian did a lot of research into how we take in information during a
presentation. He concluded that 55% of the information we take in is visual and
only7% is text. A picture is worth a thousand words.

A visual presentation is a teaching method used to communicate an idea.
Charts, whiteboards, pin boards, flash cards, slides, models, photography, or
chalkboards are aids that can be used. A visual presentation includes demonstra-
tions and illustrated talks.

A visual presentation teaches you to do the following:

e research a subject;

o express yourself clearly;

e organize ideas in logical order;

e emphasize the major points of a presentation through visuals;
e develop speaking skills before an audience;

e develop self-confidence.

Visual aids help presenters to emphasize the key points the audience will
understand and remember. The following visual aids should be selected with re-
spect to the needs of the audience and specific portions of the presentation: tables
bar/ line graphs, diagrams, pie/ flow/ organizational charts. The presentation ve-
hicles are based upon the audience’s seating arrangement: overhead projectors,
easels, handouts, slides, models, and computer screens. A presentation pro-
gramme Microsoft PowerPoint is often used to generate the presentation content.

Plan your visual presentation on paper. Planning saves time and is the key
to an effective visual presentation. Decide what you will say along with each
slide. The title should be short, descriptive, and image making.

During presentation:

e Stand straight but relaxed — do not lean on table or twist one foot be-
hind the other.

e Keep hands by your side. When you feel nervous hold a pen or cards
in your hands.

e Make eye contact with the audience. Spread attention around the au-
dience.

e Control your voice. Speak loudly enough to be heard and understood.
Also speak slowly. About 20% more slowly than normal.

e Avoid long, unnatural pauses.

e Use a pointer to draw attention to important facts.

When presenting text on overheads or PowerPoint slides, it is a good idea to
use the rule of six which means:

e a maximum of six lines per slide;
e a maximum of six words per line.
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If you stick to this rule, you won’t risk overloading your presentation with
too much information.

Speaking Practice

. Answer the questions and discuss.

. How we take in information during a presentation?

. Why should we use visual aids?

. What are the essentials of effective presentations?

. How can a presenter keep and hold the attention of his/her audience?
. How would you deal with questions which you don’t want to answer?
. Are visual aids useful for making presentations?

. What presentation tips do you find interesting and useful?

~NOoO Ok WNREF B

2. Look through the text and discuss.

Effective Presentation Tips

1. Speak with conviction. Believe what you are saying and you will persuade
your audience.

2. Do not read from notes. Referring to notes is fine, but don’t only briefly.

3. Maintain eye contact with your audience. Making direct eye contact with indi-
viduals with help them feel as if they are participating in your presentation.

4. Bring handouts. Don’t just use a PP presentation. Provide audience members
with handouts of the most important materials so they can keep your most im-
portant take always in mind.

5. Know when to stop. This cannot be underestimated. You need to make your
case, but continuing for too long will only ensure that the audience forgets what
you have said.

3. Read a sample presentation and improve your communication skills.

Good morning, ladies and gentlemen.

First of all, let me thank you all for being here today. Let me introduce my-
self. My name is Don Taylor from IT. I’'m a team leader.

I’m glad that so many of you could come, especially since I know that this
time of the year is probably the busiest for you, so I'd like to start with my
presentation right away.

As you can see on the screen, our topic today is project documentation.
We’re going to look closely at storing, archiving as well as accessing documents
in our new system. We also examine the much improved handling of all project
documentation as well as user rights.

This talk is extremely important for all of us who are directly involved in
international project management, right?

Well, I’'ll start with the background to the project; and then move on to a
description of the new system. Finally, I’'m going to list some of the main points
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that we should emphasize in the accessing documents. I think if you don’t mind,
we’ll leave questions to the end.

Now firstly, as you all know,...

Well, with this summary | would like to finish off my presentation. | hope |
have been able to convince you of the importance of our new project and would
be happy to answer any questions. For more detailed information you may call
me at my office. You’ll find my phone number and email address on the top
right of the handout.

Thank you very much for the attention.

4. Practice your English using Business Presentation Phrases given below for
Starting and Introducing the Presentation, Asking for Questions, Closing a
section, Moving Forward, Showing Visual Aids, Summarizing and Finishing
the Presentation.
Starting the Presentation
e (Good morning (good afternoon) ladies and gentlemen.
e [’d like to thank you all for coming here today.
e My name is... and [ work for...
e My talk is called...
e The topic of my presentation today is...
Welcome participants to the Presentation
e Thank you for finding the time to come and join me for this presentation.
e Welcome to.../ It’s good to see you (all) here (today).
e First of all, I’d like to thank everyone for coming (to...)
Introducing your Presentation
e Intoday’s presentation I’m hoping to... give you an update on...
e Intoday’s presentation I’m planning to... look at...
e Intoday’s presentation I’d like to... show you...
Business Presentation Phrases for the Main Points
e The main points I will be talking about are...
e First, we’re going to...
o After that, we’ll be taking a look at...
e Finally, I’ll outline what...
Asking for Questions
e If you have any questions, I’ll be very happy to answer them at the end of
session.
o Please feel free to interrupt me with any questions you may have during
the presentation.
¢ Finally, I’ll be happy to answer your questions.
¢ Do you have any questions?
Business Presentation Phrases for Introducing the First Point
e Let’s start/ begin with...
e To begin, let’s look at...
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Closing a Section of the Presentation
e So, that concludes /title of the section/ ...
e So, that’s an overview of...
Beginning a New Section
e Now, let’s move on to...
e Now I’d like to move on to...
e Moving on to the next section, let’s take a look at...
Business Presentation Phrases for Moving Forward
e Now let’s move on to...
e Let’s move on...
e The main reason for these actions is...
Showing Visual Aids during a Presentation
e [’d like to illustrate this by showing you...
e As you can see from this graph representing...
e Looking at A we can see that...
Handling Problems
e Unfortunately, this means that...
e This also causes...
Referring Back to an Earlier Part
e Let me go back to what | said earlier about...
e As | mentioned earlier...
e As we saw earlier...
Proposing a Solution
e | suggest we...
e The solutionto A'is...
Dealing with Difficult Questions during your Presentation
e [’ll look at that point in more detail later on.
e [’ll come back to that question later if I may.
e [I’ll come back to that question later in my presentation.
Make a Concluding Recommendation:
¢ In conclusion, my recommendations are...
e There are two conclusions to be made from this, namely,...
e [ think we have seen that we should...
e What we need to do is...
Business Presentation Phrases for Summarizing
e Let me sum up... Firstly.../ First | covered... Secondly.../ Then we talked
about... Finally we looked at...
e [’d like to recap the main points of my presentation.
e Before we end, let me briefly recap what we have discussed here today.
Finishing the Presentation
e Inconclusion, let me... leave you with this thought...
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e That brings me to the end of my presentation
e [ think that’s about it. I’d like to thank you all for coming in today.
e Thank you for listening.

Writing Practice

1. Decide how you would present this as a visual aid in a presentation. Write
your own version.

When giving presentations it is important to keep things as simple as possible. If
you have got lots of detailed information, it is probably best to put it in print and
allow people to read it either before or after the presentation. Presentations work
best when they talk about ideas rather than facts. They can also be good for mo-
tivating and inspiring people. But, of course that very much depends on your
personal qualities.

2. Look through the materials given above and make your own Presenta-
tion?,

Unit 8
Applying for a Grant/Scholarship

Lecture
Applying for a Grant?

A grant is money that does not need to be repaid given by one party to an-
other. Grants are typically given by a government agency or philanthropic organ-
ization to fund specific projects by a nonprofit entity, educational institution, a
business or an individual. By locating, applying for and winning relevant grants,
you or your organization may get the funding to support your project. Although
each grant requires different processes, the sample documents below provide a
good overview for the documents that may be required for applying to grants.
Applying for a Scholarship?

For many students, the cost of a college education can seem impossibly
high without financial aid. Scholarships allow you to earn money for your educa-
tion without the worry of needing to pay it back. Here are a few things to keep in
mind as you embark on the process of applying for scholarships.

Writing Practice Writing Practice

24 More information on https://student.unsw.edu.au/support-oral-presentations

25 More information on https://www.wikihow.com/Apply-for-a-Grant

26 More information on http://www.wikihow.com/Apply-for-Scholarships,
https://www.careers.qgovt.nz/courses/scholarships-grants-and-awards/step-by-step-guide-to-
applying-for-a-scholarship/
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1. Look through Sample Grant Documents?’ and write your own Grant Pro-
posal.

2. Look through Document Samples for University?® and write your own
Motivation Letter.

2. TEOPUA U IIPAKTUKA IHEPEBOJA HAYYHO-TEXHHUYECKUX
TEKCTOB

Jlexknus 1
Crneunduka HAYYHO-TEXHUYECKOT0 TEKCTA

Hayuno-mexnuueckuii mexkcm — TUIl CHEHHAIBHOIO TEKCTa, OCHOBHAs
GbyHKIHS KOTOPOTro HHOOPMUPOBATH CIICIIUAIMCTOB 00 aKTyalbHBIX U HanboJsee
3HAYMMBIX JIOCTIKCHHUSIX B KOHKPETHOM 00JIaCTH YEJIOBEUECKOU JIeSITEIIbHOCTH.
[Tucemennas ¢opma pedd OTIMYAETCS OT YCTHOM ymoTpeOjeHueM OCOOBIX
JIEKCUKO-TPAMMATHYECKUX CPEJCTB M B IIEJIOM OPHEHTUPOBaHA HA HMPUHUURN
ungopmayuonnoit - docmamouyHocmu, O00BVACHUMENbHOU  HOJTHOMbBL B
OTCYTCTBHE peaJbHOro cobOeceqHuKa. OTO TMPHUBOJAUT K HEOOXOIUMOCTH
Pa3BEpPHYTOr0 CHUHTAKCHUCA (MAKCUMYM BTOPOCTEIICHHBIX YJICHOB MPEI0KECHU),
CTPOrOTO JIEKCMYECKOTo oTOOpa (MUHUMYM pacIUIBIBUATHIX (pa3) U B IEIOM
yIoTpeOJIeHusT CTPOTO KOHBEHIIMOHAJIBHBIX CPEJCTB Iepefaun HHPOpMaIUH
(OTCyTCTBUE YEPT UHANBUIYATLHOTO CTUIISI aBTOPA).

Boeigensior  crnenyioue  cpammamuyeckue  0COOEHHOCMU  HAYYHO-
MexXHUYecKol Tumepamypol.

1) pa3zBepHyTHIE MPEAIIOKEHUS C TTOJUMHUTEIBHON CBA3BIO,

2) pa3HOOOpa3We KOHCTPYKIIMH C HEIWYHBIMH (QopMamMu Tiarosia
(MHGUHUTHUB, TEPYHINN, TPUYACTHE),

3) aKTUBHOE HCIIOJIb30BaHNE aTPUOYTHUBHBIX COUETAHHM,

4) BbICOKAsi YaCTOTHOCTh TACCUBHBIX KOHCTPYKIIUH,

5) ynotpeGneHue crnenuPUUecKuX CHHTAKCHUECKUX MOjeNed (DJUIMIICHC,
WHBepcHs, dM(pasa).

Pacxoxnenus B HOpMax CHHTaKcuueckoro odopmieHus uHbopMaImu
MEXIYy AaHTJIUHUCKHUM W PYCCKUM SI3BIKOM OOYCIIOBIHMBAIOT HEOOXOAMMOCTH
Pa3IMYHBIX 3aMEH U EPECTAHOBOK.

J17151 HAyYHOTO CTHUIISI TAKKE XAPAKHIEPHUL.

e TIONHBIC, 2 HE COKpAIICHHBIC TiaroibHbie (Gopmbl oTpurianus: Will
not, did not, cannot;

e WCHOJB30BaHUE (HOPM OTPHIIAHUS C MEHBIIMM drciioM ciioB: NO (The
analysis yielded no new results), little (The government allocated lit-
tle funding), few (This problem has few viable solutions);

2"More information on http://Ims.spbgut.ru/?’ (Muocmpanneiii asvix ona mazucmpanmos. Ap-
plying for a Grant/ Scholarship.).
2Tam ace.
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e KOCBEHHBIC, a HempsiMbie Bompockl: We wonder what can be done to
lower costs;

e cpeauHHas (BHYTpH TJIAroJIbHBIX (OpM) mo3uius Hapeuunii: The solu-
tion can then be discarded.

Jlekcuka Hay4YHO-TEXHMYECKOW JHTEpaTypbl Takke cnenupuyHa U
BKJIFOYACT:

1. cnosa-mepmunbt — OCHOBHBIC HOCHUTEIHM KIOUEBOW HWH(MOPMAIIWH,
MPEICTABIIAIONICH MOTPEOUTEITECKYIO IICHHOCTD;

2. obuieynompeoumensusie cinosa (00bem mnopsaka 2500 eguHun) —
UCTIONIB3YIOTCSI  BO  Bcex cdepax mpodecCHOHANBHOW  KOMMYHHUKAIHH
HE3aBHCHMO OT TeMaTHKH. J[aHHYIO rpyIimy o0pa3yroT:

® CJIOBa, MMCIOIINE 3HAYCHUS, OTJUYHBIC OT 3HAYCHHUIH B HCHAYYHOU peyH,

® CJIOBa, HE BXOJSIINE B 0a30BBI KYPC HHOCTPAHHOTO S3bIKA,

® CJIOBa M CIIOBOCOYCTAHUS, 00ECIICUYNBAIOIINE CBI3HOCTh M3JI0KCHHUS,

® CJIOBa W CIIOBOCOYCTAHUS, MEpPEAAIONIUe aBTOPCKYIO OIEHKY HM3j1araeMbIX
(dakToB,

e (paseonornyeckre CJI0BOCOYCTAHHUS.

HauGosnee TUNWYHBIM JIEGKCHYECKUM TMPU3HAKOM HAYYHOW M TEXHUYCCKOH
JUTEPATypbl SIBISETCS HACBHIIIEHHOCTh TEKCTa CIEUUaIbHBIMU TEPMUHAMU U
TEPMHUHOJOTUYECKUMH CIIOBOCOYETAHUSIMHU.

Tepmunvr — cioBa WIM  CJIOBOCOYETAHUS, KOTOpPbIE  HMEIOT
JUHTBUCTUYECKUE CBOWCTBA, KaK M JPYrHe€ E€IUHUIBI CIOBAPHOTO COCTaBa.
Otnuune TepMUHA OT OOBIYHOTO CJIOBA 3aKJIIOYAETCS, MPEXKIE BCEro, B €ro
3HauYe€HWU. TepMHUHBI BBIPAXKAIOT TMOHATHUA, HAy4YHO oOpaboTaHHBIE U
CBOMCTBEHHBIE JAHHOM KOHKPETHOW OTpaciii HAayKu W TEXHUKU. MHorue
TEPMHUHBI TOCTPOCHBI MO TPHUHIMIY J00aBICHUS 3HAUYEHUS K  YKe
CYILIECTBYIONIEH eauHuIle (HepeaKo U3 Kjacca OBITOBOM JIEKCHKH), TMOITOMY,
IpeXKae BCEro TEPMUH HY)KHO OIO3HATh B peueBoM motoke: table (mabnuya),
jacket (koorcyx), plate (nmracmuna, nposoonux), cushion (npokraoka,
amopmuzamop).

OcHoBHOW cmoco0 mepenauyd TEPMHUHOB — IKEUGATNECHMIHAA 3AMeHA
OPUHATBIMA B s3bIKE TIEPEBOJIa €IMHMUIIAMH. ECIu aBTOp aHTJIMKCKOTO
OpUTHHAJIA UCTIOIB3YET OMUCATEIbHBIN MIPUEM, TOBOPS O MOHSATUH, JIsI KOTOPOTO
UMEETCSl PYCCKUU TEPMHH, HEOOXOAUMO MPUMEHUTH 3TOT TepMuH. Ecim B
PYCCKOM TEPMUHOJOTHU IS JIaHHOTO TIOHSATHS HET TEpPMHUHA, HYKHO
MOTIBITATHCS CO3/IaTh €0, UCTIOJIb3YS IPUHSITHIE CHOCOObL.

1. Tpanckpunmms: crystallization (kpucmaniuzayus);

2. KampkupoBanue: SUperpowersystem (ceepxmowrnas cucmema), abso-

luteerror (abconomnas owubka);

3. OnmcarenbHBIM ~ mepeBoA:  counter-current  (mox — obpammno2o
Hanpaeierus (npomusomox)), pocket (obracms 6 noaynpoeoOHUKOBOU
NOON0JICKE C NPOMUBONOJIONCHBIM MUNOM nposooumocmu), mesh voltage
(HanpsxiceHue mMerHcoy CMENCHLIMU JUHUAMU MHO20A3HOU CUCEeMbl).
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Ha npomsasicenuu 6cezo mexcma Heo0xXo0umo cobdooams eOuHooodpasue
mMepMUHO102UuU, 00OHOBPEMEHHO YUUMbBIEAs Y3KUIL KOHmeKcm !

B LEeJIOM  JIGKCMKAa  HAayYHO-TEXHUYECKOIO TEKCTa  JIMIIEHA
AMOIMOHAJIBHOCTH.  JTO  OOYCJIOBIMBAeT  MPAKTUYECKH  aOCONIOTHYIO
MEePEBOJUMOCTD CIEIUAIbHBIX TEKCTOB. OJIHAKO HYXHO MOMHUTH O OOJbIIEH
00pa3HOCTH AaHTJIMMUCKOW JIEKCHKH, YTO HEPEJIKO BBIHYXKAAET NpuOerarh K

neumpanusayuu. extremely (xpaitHe, d9pe3BbIYaiiHO) — BecbMa; exciting
(3axBaThIBAIONINMN, YBICKATEIbHBIN) — UHTEPECHBIN, MEPCIICKTUBHBIN, BaKHBIM;
fascinating (oyapoBaTeNIbHBIH, O0OBOPOXKUTENBHBIM)  —  UHTEPECHBIH,

Ar000NBITHBIN; Striking (mopa3uTesnbHBIN, 3aMedaTeabHbIM) — 3HAYUTEIbHBIMH,
yOeAUTenbHbBIN; VIQOrouS (CHIbHBIN, SHEPTUUYHBIN) — 3HAYMTEIbHBIN; MYySterious
(3araiouHbIi, TAMHCTBEHHBIN, HEITOCTHKUMBII) — HESICHBIN, HEOOBICHUMBIMN.

Jlns Hay4HOUM JUTEpaTyphl TaKkKe XapaKTepHO YIOTPEOJIEHHE BMECTO
UCKOHHO aHIJIMHCKUX CJIOB €108 (DPAHUY3CKO20 NPOUCXOHCOEHUA U
JAMUHU3ZMOG.

PaBHbIM 0Opa3oM B NHCHMEHHOW HAy4YHOW pedyd KpalHE OrpaHUYCHO
ynorpebienue  (ppa3oBbIX  riarojoB  (T.e.  TJIArOJIOB  C  YaCTHUIICH,
MOAUGUIMPYIOIIECH UCXOTHOE 3HAUCHUE).

Kpome TOro, 4mcino momoOHBIX «JIECEMaHTU3UPOBAHHBIX» (T.e. HE
NepelamIInX caMy Hay4YHYI0 UH(OpMAIKIO) TJIarojioB JOCTaTOYHO BEJIMKO, YTO
N03BOJISIET HEPEKO YHUDUUUPOosams NEPEBOHBIE YKBUBAJICHTHI:

e wucnoan3oBaTh (USe, make use, utilize, exploit, employ, apply, adopt,
realize);

e obOecneunBath (provide, allow for, ensure, attain, achieve, obtain,
generate, offer);

e nocrounctBo (advantage, benefit, virtue, advance, attraction,
strength, bonus, merit);

e mnepcrektuBHbii (advanced, viable, desirable, exciting, feasible,
promising).

Hpyroii TeKCU4IecKoi 3aKOHOMEPHOCTHIO TIEPEBO/Ia OOIIEHAYYHON JTEKCUKHU
SABIACTCS OeUHMEPHAYUOHANAU3AYUA, T.6. OTKa3 OT (Qopmanu3anuu Mpu
[IEPEBOJIE€ TOBEPXHOCTHOTO 3HAYECHUSI:

e critical (kpuTndeckuit) — BaXKHBIN, 3HAUUTEIIHHBIN, CYIIICCTBCHHBIH,

e dramatic (mpamMaTHIHBINA) — CHIIBHBIN, 3HAYUTEITHHBIN;

e practical (mpakThdeckwii) — TPUEMIIEMBIH, IeIeCOO00Pa3HBIN,
BO3MOJKHBIM,

e routinely (moBcemHEBHO) —IOCTOSTHHO, OOBIYHBIM CIIOCOOOM, 03
0COOBIX YCHUJIUH U T.I.

e horizon (ropu3oHT) — MEPCIIEKTUBA, BO3MOKHOCTb.

Ocnogénaa 3adaua I TIEPEBOAA HAYYHO-TEXHUYECKOW JIUTEPATyphl —
nepeoamsv 6 MAKCUMANbHO 603MONCHOM o00beme HayuHble C6EO0CHUA 6
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NPUBLIYHOU 0714  PYCCKOA3ZBINHO20 4umamena (opme, MUHUMU3UDPYS
CyOBEKTUBHBIN (DAKTOP.

AnexBaTHas 3a7a4e nepegoouecKas Cmpameus.

1. HanGoJIee TOIHO U TOYHO IIEPEJABATh KOTHUTUBHYIO UH(POpMaLuio?;

2. obecreunBaTh KOPPEKTHBIN MEpEBO TEPMUHOB;

3. COXpaHATh HEUTPAIbHBIN CTUIIb U3JI0KEHHUS;

4. obecneunBaTh JIOTUMYHOCTH M MOCIEA0BATEIbHOCTh TOBECTBOBAHUS.

[lomumMo  KOTHUTHUBHOW  HMH(OpPMAUUU  BBIACISIOT  MHGOPMALMIO
SMOIIMOHAJBHYIO, 3CTETUYECKYI0, OINepaTuBHYI0. I[IpOUEHT [aHHBIX BHUIOB
uH(pOpMAaIK B HAYYHO-TEXHUYECKOM JIUTepaType KpaiHe Mall.

[locTaBnenHass 3agada pemaercs TJaBHBIM 00pa3oM NPUMEHEHUEM
HEOOXOIMMBIX MEPEBOAUYECKUX TpaHC(hOpMaIUil.

IIpakTuka nepesoaa

1. BLINOJIHKTE TIEPEBO/L CJAETYIONIMX NMPeII0/KeH i,
A)

1. There are a number of problems to be solved immediately.

2. The number of possible strategies is truly surprising.

3. This paper is far from being perfect.

4. The book contains far more than its title suggests.

5. The theorem was proved as far back as the nineteenth century.

6. So far as this important problem is concerned we will discuss it in detail be-
low.

7. The number of participants is fewer in usability testing than in scientific ex-
periments.

8. In the next chapter we will examine in greater detail the statistics. In doing so
we shall return to some of the issues raised above.

9. A number of questions arise here, of which the following two can be singled
out as having particular relevance for the focus of the present discussion.

10. One way is to perform numerical experiments to investigate the effects. In
doing so there are a number of important areas to consider.

11. The question to be pursued in the present paper has to do with the limitations
of a different form of analysis.

B)
1. A number of large metallurgical enterprises have adopted this nanotechnolo-
gy.

29 Koenumusnas ungpopmayus — smo o6vekmueHvle 3HaHUs 0 6HeulHell 0elicmeumenbHoOCmu U
CcoOOWeHue MaKkux 3HAHUL — OOMUHUPYIOWAs QYHKYUs 1100020 NpoghecCcUOHATbHO-
OPUEHMUPOBAHHO20 MEKCMA.

30 [lonoanumenvuuiii npaxmuyeckuii Mamepuan ¢ mekcmamu Ha nepesood Nno MexHUYecKuM
cneyuanonocmam CIIOI'YT 6 pazoene «Teopusi u npakmuka nepesood HAY4HO-MeXHU4eCKux
mexcmosy Ha caume http://lms.spbqut.ru/ (Mnocmpannbiii 361K 0151 Mazucmpanmos).
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2. Industrial experience with nanophasemicro alloying of steel by means of
atomic nitrogen indicates that it is a practically useful nanotechnology.

3. Further decomposition of retained austenite occurs as temperature increases.

4. Scattering of light in powder materials gives rise to a number of fascinating
and practically significant physical effects.

5. Main sample was investigated by means of XRD measurements; the spectrum
Is shown in Fig. 2.

6. The results obtained were comparable with the results of previous techniques
as far as the crystallite size is concerned.

7. 1t is known that thermally expanded graphite (TEG) and articles made of this
material possess a number of unique properties.

8. To improve the electric contact between graphite particles a load (20-30
gcm2) was applied to the cylinder by means of a rod 12.

9. It is evident that the lower the interaction temperature, the higher the nitrite
ion content in the salt melt.

Jleknusa 2
MeToanuyecKkue peKOMEHIAUN 0 NPAKTHKE NepeBoaa
YreHHe MHOCTPAHHOI0 TEKCTA — CIOXKHBIM TIPOLECC, KOTOPBIN

HpearnoyiaraeT He TOJBKO BIIAJCHUE TEXHUKOW M MPHEMaMH TPaAaMMAaTHYECKOTO
YTEHHUS, HO M CHOCOOHOCTh MOHUMATh MBICIb Ha JApyroM s3eike. IlIpouecc
aHaAIU3a U CUHMe3a Npu Nnepesode WHOCTPAHHOTO TEKCTa HA POJHOM S3BIK
MPOMCXOINT, TI0 KpaiiHel Mepe, Ha 6 YyposHAX:
ypoBeHb ciioBa (word level);
YPOBECHB HEMPEAMKATHBHOIO c1oBocoucTanus (phrase level);
ypoBeHb npetokenus (clause or sentence level);
ypoBeHb ab3ama (paragraph level);
ypoBeHb Tekcta (text level);
nparMaTHYCCKUH, WM CONMO-KYAbTYpPHBIH ypoBeHb (pragmatics, or socio-
cultural level).
CMbICIOBasi 9KBHBAJCHTHOCTh TEKCTA, TAaKUM 00pa3oM, yCTaHABJIMBACTCS
HC Ha YPOBHE OTJCIBHBIX CJIOB WM JaKe MPEIJTOKEHHA, a Ha YPOBHE BCETO
TEKCTa B 11e70M. [Ipy MeXbA3BIKOBOM MPeoOpa30BaHUU HEM30EKHBI IOTEPH, T.€.
BO3MOYKHA HEIOJIHAS Tepeiaya 3HAUCHUH, BBIPAKCHHBIX TEKCTOM IMOTMHHHUKA,
MO3TOMY TEKCT MEpPEBOJa HUKOTJa HE MOXKET OBITh MOJHBIM M aOCOFOTHBIM
SKBUBAJICHTOM TEKCTa TOJIMHHHKA, 3a/aua MEPEeBOIYMKA 3aKIIFOUacTCsS B TOM,
9TO0BI C/CNaTh 3TY SKBUBAICHTHOCTh KaK MOXKHO 0OJjiee MOJHOM, T.€. JOOUTHCS
CBEICHHUS TMOTEeph 10 MuHUMyMa. JIIs 3TOro mpu TmepeBoje HEOOXOAMMO
UCTIOJIb30BaTh TAKUE HPEoOPA306aHUA HA YPOGHE NPEOI0MHCEeHUA KAK:
e omymierne (OmMission);
e jo6arnenue (addition);
e u3MeHeHue mopsaka cioB (transposition);
e wu3MeHeHue rpammarrueckux Gopm (change of grammatical forms);

ok wnE
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KOMIICHCaIHs CMBICJIOBBIX TIoTeph (10ss-0f-meaning compensation);
KOHKpeTH3alus (concretization);
rerepanu3anus (generalization);
aHTOHUMHUYECKH repeBo (antonymic translation);
cMbIcI0BOE pa3BuTHe (Meaning extension or sense development);
METOHUMUYECKHi mepeBo (Metonymic translation);
o0beTMHEHUE TpeUIoOKEeHHH (Sentence integration);
e uyjIcHEHHE MpeaiokeHui (sentence fragmentation).

Hayunvie mekcmpl Ha aHIJIMICKOM SI3bIKE omauuaromcsa OONbIIAM
KOJIMYECTBOM CJIOKHBIX TPEJIOKCHUN W KOHCTPYKILHM; B HUX BCTPEYAOTCS
WHOUHUTUBHBIC, TPUYACTHBIE W TEPYHIUAIbHBIE OOOPOTHI, PA3JTUYHBIC
NPUJATOYHBIE TPEIJI0KEHNUSI — BCE 3TO 3HAUYUTEIBHO 3aTPYAHSET MOHUMAHUE
TEKCTOB.

OcHo8HbIM HNpUEMOM ROJIHO20 OCMBICAEHUA JIO00TO TPEAIOKECHHUS
ABISIETCA  JIEKCUKO-Z2PAMMAMUYeCKuil ananus mexcma, KOTOPBIN
OCYILIECTBIIAETCS B MPOIECCE TIPaMMATUYECKOTO uTeHUdA. ['pammaTudeckoe
YTEHUE TPEIJIOKEHUSI — ITO WICHECHHE JaHHOTO MPEIJIOKEHUS Ha OTHACJIbHBIE
CMBICJIOBBIC TPYIIBI (TPYINy TOJICKAIIET0, CKa3yeMOro, OOCTOSITEIhCTBA U
T.4.). [Ipy 3TOM Ba)XKHO PacKpbITh CBA3b, KAK MEXKIY OTAECIbHBIMU CMBICIIOBBIMU
IpyIIaMH, TaK U MEXK/y CIIOBaMU B Mpeenax KaxKJI0i U3 HUX.

OT1u npeobpa3oBaHUsi HEOOXOIUMBI M3-32 TPAMMATHUYECKUX U JIGKCUYECKUX
pa3Inunid MEXK1Y aHTJIMHACKUM U PYCCKUM SI3bIKAMMU.

Hampuwmep:

1. Omission (onywenue).

Summer rains in Florida may be violent, while they last.— Jlemom 6o
Dnopude bvisarom CuibHble JTUBHU.

C TOuKHM 3peHHS PYyCCKOIO fA3bIKa, IpHUaaTOYHOE Ipemioxenne “while they
last” usnuiiHe, Tak Kak OHO OYJET 3By4aTh HEECTECTBEHHO IMO-PYCCKH, €CIIH €ro
NIEPEBECTHU.

2. Addition (0o6asnenue).

The policeman waved me on. — Ilomuneiickuii moMaxal MHE pPYKOH,
[IOKa3bIBas, 4TO sI MOTY Ipoe3xaTb. Mau: llonunenckuii pykord HpOCUTHAIUIT
(mokazait), 4To st MOTY IIPOE3KAaTh.

Kopotkas anrnmiickas ¢paza “t0 wave 0On” He uMEeT KOPOTKOTO
SKBUBAJICHTA HA PYCCKOM.

3. Transposition (uzmenenue nopsoka cios).

A delegation of Moscow State University students arrived in Gainesville
yesterday. — Buepa B I'eliH3BIIIb TTpHOBLIA TPYIINA CTYISHTOB U3 MOCKOBCKOTO
rOCy/IapCTBEHHOT'O YHUBEPCUTETA.

TunuyHo pycckoe NpeaokeHne 00bIYHO UMEET OOPATHBINA MOPSAIOK CJIOB B
CpPaBHECHUU C aHTJIUNCKUM.
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4. Change of grammatical forms (usmenenue cpammamuueckux

dopm). _ o _ _
Hampumep, B pycckom nepesoge ...Prime Minister Tony Blair was hit by
a tomato... maccuBHBIN 3alOT MEHSETCS Ha aKTUBHBIN: ...8 OpUMAHCKO2O

npembepa nonai NOMUOOop ...
5. Loss-of-meaning compensation (komnencauus  cmbic106bIX
nomepo).

BxirouaeT mo0aBiieHre WM IpeoOpa3oBaHue MPHU MEPEBOIE OJHOIO MECTa
B TEKCTE, YTOOBI KOMIIEHCHPOBATh YTO-TO, YTO HE OBUIO MEPEBEACHO B APYrOM
MecTe.

HeB03MOXKHOCTh COXpAaHUTH IKCIPECCHBHOE BO3ACHCTBHE HECTAHIAPTHOTO
JIBOMHOTO OTPHUIIAHMs aHTJIMHCKOro mpejiokeHus YOu ain’t seen nothin’ yet!
Opyd TEPeBOJC HAa PYCCKUH KOMIICHCHPYETCs, Ha JIEKCHYCCKOM YpPOBHE, C
TIOMOIIIbIO CHHTAKCHYECKON KOHCTPYKIMK — T0 Jiu ewe Oyoem!

6. Concretization (konkpemuszayus).

Hcnons3yeTcs, Korjaa mpu IepeBojie MUCMOib3yeTcs 0ojiee y3Koe MOHSTHE,
4eM B MCXOJHOM TEKCTE, WM, KOI/Ia COXpPaHEHHE MCXOJHOrO MOHATHSA ¢ Ooiee
IIMPOKKM 3HAYECHHUEM IPUBEIET K HEYKITIOKEMY ITEPEBOY.

There were pictures on all the walls and there was a vase with flowers on
the table. — Ha ecex cmenax xommamel ucenu kapmuhvl, @ Ha CMoie CMOIA
8a3a ¢ Yyeemamu.

7. Generalization (cenepanuzayusn).

Hcnonb3yeTcsi, Korja MpH MEPEeBOAE HCIOIb3yeTcs 0oJiee IIUPOKOE
MOHSATHE, YeM B HCXOJHOM TEKCTe, WM, KOTJa COXpPaHEHHE HMCXOJHOTo Ooliee
Y3KOTO MOHSATHS MPUBEAET K HEYKITIOKEMY TIEPEBOTY.

She ordered a daiquiri (ciaGplii aJaKOTOJIBHBINM HAMMKUTOK, CMECh pOMa M
bpykToBOTO COKa). — OHA 3aKaA3a1a KOKMEUTb.

8. Antonymic translation (eakmonumuueckuii nepeeoo).

[Mpu mepeBoae (passl WIKM NPUAATOYHOTO TMPEIATOKCHHS, COACPIKAIIMX
OTpWIIAHHMEe, WCIONB3yeTcs (pa3a WIH MNPENIOKECHUE, HE CoJAepKaiie
OTPHULIAHUS WU HA0OOPOT.

| don’t think you are right. — 4 oymaio, umo 6wl ne npasi.

9. Meaning extension or sense development (cmsicnosoe pazsumue).

[TpuunHa IepeBOAUTCS KaK pe3ybTar.

You can’t be serious. — Bsi, 0onsicHo bbimb, utymume.

Tak kak BBl HE MOXKETe OBITh CEPbE3HBIM, CIICAOBATEIBHO, BBI, JOJHKHO
ObITh, IIyTUTE. B 3TOM mpuMepe CMBICIOBOE pa3BUTHE TPH TIEPEBOC
O00BEIMHEHO C AHTOHUMHYECKHM IepeBoaoM. Jlpyroi mpumep: HE answered
thephone. — Or noownsin mpyoky. Bel He MoXKeTe TOBOPUTH IO TEICPOHY, €CITU HE
noHUMUTE TpYyOKy. Pesynprar “answered” B MCXOJHOM TEKCTE TPU MEPEBOJIE
3aMeIIeH IPUIUHON — «OOHSL MPYOKY».

10. Metonymic translation (memonumuueckuii nepesoo).

56



[lpueM «METOHUMHYCCKHMIA TIEPEBOJ» IOX0K Ha IPUEM «CMBICIOBOE
pa3BUTHE». METOHUMUS — 3TO PUTOPUUCCKHUIA TIPHUEM, TIPH KOTOPOM OJHO CIIOBO
win (ppasa 3aMenacTcst IPyruM, ¢ KOTOPBIM aCCOLIMUPYETCS.

School broke up for the summer recess. — 3ansamus npexkpamunuce. Bce
VULIU HA lemHue KaHuKyIbl, WIi: Hauanuce 1emuue KaHukyiol.

11. Sentence integration (eoveounenue npeonoxncenui).

O0bennHeHne IByX Uin 0oJee IpeyioKeHU B OJJHO.

Your presence isn’t required. Nor is it desirable. — Bawe npucymcmeue ne
mpebyemcst u 0adice HeHcelamelbHO.

12. Sentence fragmentation (wienenue npeonoscenuir).

[TogpazymeBaeT 3aMeHy MpPH IEPEBOAE OJHOIO CIIOKHOIO IMPETOKCHHS
JBYMSI WJTH HECKOJIBKMMH MPOCTBHIMH MTPETIOKSHUAMHU.

People everywhere are confronted with the need to make decisions in the
face of ignorance and this dilemma is growing. Jlroou eezde cmankusaromcs ¢
HeobX00UMOCMbIO  NPUHAMUSL  PEUeHUll npu  OMCYMCmeuu  OO0CMAaAmo4HoOU
ungopmayuu. Ima npobiema 03HUKAem 8ce yauje u yaue.

Kak mnpu oObeAMHEHHWH TNPEIOKCHHHA, TaKk W MPH HX YICHCHUH,
HEOOXOJAMMO YYUTBIBATH CBI3HOCTh TEKCTA M JIOTHYHOCTH M3JI0KCHHS.

Hayunvle mexkcmbl Ha aHTIIMNACKOM SI3bIKE  omauuaiomcs OOJbIITUM
KOJIMYECTBOM CJIOKHBIX MPEII0KEHUH W KOHCTPYKIHH; B HHUX BCTPEYAIOTCS
WHOUHUTHBHBIC, NPUYACTHBICE U TepyHAHAIbHBIE OOOPOTHI, pa3IHYHBIC
OpUIATOYHBIC MPEAIOKEHNUS — BCE JTO 3HAYMUTEIIBHO 3aTPYAHSET MOHUMAHHUE
TEKCTOB.

OCHOBHBIM TPHUEMOM IIOJIHOTO OCMBICIICHUSI JIFO0OOTO  MPEIOKEHHUS
SIBIIICTCS JIEKCUKO-IPaMMAaTHYECKHI aHaIn3 TeKCTa, KOTOPBIN OCYIIECTBISETCS B
IpOoIECCe TPAMMATHYCCKOro dTeHUs. | paMMaTHYECKOS YTEHUE MPEIIOKCHHUS —
3TO YICHEHHE IaHHOTO NPEIIONKCHHS Ha OTICIbHBIE CMBICIOBBIE TIPYIIIIBI
(Tpymny IMOAJIEKAIIEro, CKa3yeMoro, 00CTOsATEILCTBA U T.1.). IIpu 3TOM Ba)KHO
PacKphITh CBS3b, KaK MEKIY OTACIBbHBIMH CMBICJIOBBIMH TPYIIaMU, TaK M
MEXJTy CIIOBaMH B IpeIeiaX KaKI0W U3 HUX.

Jleknus 3
IocnenoBareibHOCTH  padoOThl  HAJA  TEKCTOM  HAYYHO-TeXHUYECKO
JINTEPATYPbI

HNucrpykuus 1

1. IIpoutute Bechb TEKCT WM ab3all U MOCTApaWTECh MOHATH €ro ooIllee
CoAEpKaHHUE.

2. Pa30eiite Kaxa0€ CIOXKHOE MPEAJIOKEHUE Ha OTACIbHBIE MPEITTOKECHUS:
CJIO’)KHOCOYMHEHHBIE — Ha MPOCTHIC; CIOKHOMOJYMHEHHBIE — HA TJIABHOE U
npugaTouHoe. HamoMuHaeMm, 4YTO CIOKHOCOYMHEHHBIE MPEAJIOKEHUS MOTYT
coequHAThCa corozamu: and — u, but — HO, Or — miun. CII0KHOIMOAYNHEHHEIE
MPEIUIOKCHHSI COSIUHSIOTCS COIO3HBIMH CIIOBaMH M coro3amu: WhO — KTO;
KOTOphIH, What — uto, which — kotopsiii, that — koTopslii; To, uTo, When — korja,
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where — rue, kyaa, whose — geir, why — mouemy, as for = since — Tak xak,
because — moromy urto, if — u, eciu, provided, providing — npu ycioBuu, 4ToO;
whether — iu, unless — eciu we, until — 1o Tex mop, moka He U Jap.

3. Ecnmm BBl UCHBITBIBaCTE TPYAHOCTh TPU TEPEBOJEC IMPEIIOKCHHS,
HalUTEe B KOKIOM IMPEIIOKCHUH TPYIITy ckazyemoro. CkazyeMoe HaWTH Jierde
APYTHX 9ICHOB TMPEMIOKCHHS, TaK KaK IOJABIIAIONICe OOJBITMHCTBO
IJ1aroJibHbIX (popM umeeT hopMalibHbIE TPU3HAKH.

4. CneBa OT CKa3yeMOTO B IIOBECTBOBATEIIBHOM IPE/IOKEHUU BCETAa CTOUT
rpymmna MoieKaiero, Kpome: a) mpeaioxkeHuid ¢ odopotom «there be»; 0)
OCCCOIO3HBIX YCJIOBHBIX MPEIJIOKCHUH C HWHBEPCHUEH, KOTOPHIE HAYMHAKOTCS
rnarosiamu: had, were, should, could.

5. CnpaBa OT CKa3yeMOro HaXOIUTCS JIOMOJIHCHHE WM OOCTOSITEIBCTBO
(ecnu HeT nomnonHeHus1). OOCTOATETLCTBO MOXKET CTOSITh U MEPE/T MOJICKAIIM.

6. IlepeBoj TpenIOKEHWM HAYWHANTE C TPYIIIBI IMOJJICKAIIETO, 3aTeM
nepe- BOAUTE IPYINTY CKa3yeMoro U T.JI.

7. Tlepen HaXOXJACHUEM CJIOBAa B CJIOBape YTOYHHUTE, KAKOW YaCThIO PCUM
OHO SIBJISCTCS B JAHHOM TNPEIJIOKCHHUH, TaK KaK YacTO Pa3HbIC YacTH PEUH
coBmajaiot o popme (Work — n,v, increase — n,v, transport — n,v u T.1.).

8. He crmemmuTe Oparh W3 cioBaps INEPBOC 3HAYCHHUE CJIOBA, TaK Kak
aHTJIMIICKUE CJIOBa MHOTO3HA4HEI. [IpouTHTE BCe 3HAYEHHUs CIIOBA M BHIOEPHUTE
HanboJiee OIXOIIee U TAHHOTO MPETIOKEHHS.

OOpatuTe BHHMaHWE, HE SBISETCS JHM JaHHOE CIOBO  YacThbIO
cioBocodeTanus (pay — miaTuTh, pPay attention to — oOpaiiate BHUMaHHE Ha,
make — nenats, make use of — ucnonb3oBats, account — otyér, cuér, On account
of —u3-3a, BcaenctBue, take account of — yuuteiBaTh u T.1.). IlomMHHTE, YTO
MIOCJIC TJIaroJIOB MOTYT CTOSITh ITOCJICTIOTH, KOTOPhIE MECHSIOT 3HAYCHUE TIiaroja
(make up -—cocraBmaTh, WOrk out - paspabareiBath, provide for -
peaycMaTpuBaTh U T.J1.).

NucTpykuus 2

Haitmu ckazyemoe nomozawom cieoyougue (hopmaibHsle NPUZHAKU:

1. BcnomorarejabHbBIE U MOJAJBHBIC TI'JIAroJibl, ABJJIAIOIIMECA KOMIIOHCHTOM
cka3zyeMmoro:. am, is, are, was, were, do, does, did, have, has, had, shall, will,
should, would, can, could, may, might, must, ought to, need;

2. TPY HESIBHBIX MIPU3HAKA CKa3yeMOTO:

e OKOH4YaHWe -S (-S) — OHO COBMNaJaeT C OKOHYAHHUEM
CYIIECTBUTEILHOTO BO MHOXKECTBEHHOM YHCJIC M IPHUTDKATCILHOM
najiexe;

e oOkoHuaHHe -ed — OHO coBHmagacT C OKOHYAHHEM MNPUYACTHS

nporreaiero Bpemenu — Participle |l mpaBuiibHBIX r1aroJios;
® OTCYTCTBHE OKOHYAaHUH (T.€. rJaroji-ckazyeMoe coBnaaaeT mno gopme
¢ uHpuHutHBOM) B Present Simple wmm wucnonp3oBaHa ¢opma
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HerpaBwibHOTO Tharona B Past Simple (pekomenmyercsi moBTOPHUTH
TpU (GOPMBI HETIPABIIIBHBIX TJIATOJIOB).

HNucTpykuus 3

Haiimu noonesxcauiee nomozarom cieoyoujue hopmanvHsle nPUIHAKU

1. monnexamee MOXET OBITh BBIPAKEHO CYIIECTBUTEIBHBIM  HIIH
HECKOJIBKHMH CYIIECTBUTCIBHBIMU, SIBJISIONIAMUCS OJHOPOIHBIMH WICHAMH
MPEIIOKCHHSI, CTOSIIUMHU CJIeBa OT CKa3yeMOTro B IIOBECTBOBATEIHLHOM
npennoxxeHnn. CynecTBUTEIbHBIC TOJDKHBI OBITH O€3 MpeJiora.

2. TIoJIekKaIIee, BRIPAKCHHOE CYIICCTBUTEIBHBIM, MOXET UMETh TIPH cebde
OTpeieNIeHNs], BXOMSIINE B TPYIIy MOJJICXKAIIETro: a) JeBoe orpesereHue, 0)
NpaBoe OIpEJCIICHHe, B) OJHOBPEMEHHO JIEBOC M MpaBoe ompeneicHus. B
KayecTBE IMPABOTO OIPEACIICHUS MOTYT WCIIOJIB30BaThCS OIPEACIUTEIbHBIC
NpUIATOYHBIC TIPEUTOKECHHS, MHOUHUTHB WK HHOUHUTHBHBIA 000POT.

3. mojuIexaiee MOXeT ObITh BhIpaxkeHo Mectoumenusmu: |, he, she, it, we,
they, which, who, nobody, nothing, this, these, one, someone, somebody, anyone,
anybody, everyone, everybody, everything, croBaMH-3aMEHUTEISIMU
cymiecTBUTEAbHBIX: that, these u . p.

4. mojyexariee MOKET OBbITh BBIPAXKCHO WHOUHUTUBOM C OTHOCSIIIUMHCS K
HEMy II0 CMBICTYy cJIoBaMH (MHQUHUTHUBHON TpPYIIOH). DTOT WHPUHUTHB
00s13aTeNIbHO JTOJDKECH CTOSITh Tepe] CkazyeMbiM. He cienyer mytath HHQUHUTHB
B POJIH MOJJICKAIIETO C HHPUHUTHBOM B POJIH 0OCTOSITENILCTBA TSN, CTOSIIINM B
Hadaje mpeasiokeHus. Eciu mepen cka3yeMbIM eCTh JIpyroe MOMJeKalnee, TO
HHGUHUTHB — 00cTOsATEILCTBO. 10 provide three pulverizers is necessary for the
efficient operation of the furnace. — OGecrnieunTh TpH pacHIBUIUTENS HEOOXOIUMO
1151 3¢ PEeKTUBHOM pabOTHI TOTIKH.

5. mojayexaiiee MOXKET OBITh BBIPAXKEHO CYOBCKTHBIM HH(GUHUTHBHBIM
obopotom (cioxkHoe momiekamiee). Heat is known to be a form of energy. —
W3BecTHO, 4TO TEIUIO €cTh (hopMa SHEPTHUH.

6. momsexaree MOXKET OBITh BBIPAKEHO TepyHAMEM (C OTHOCSIIMMHCS K
HeMmy 1o cMbicity cioBamu). Making the first measuring instrument was not an
easy thing. — Cnenarb nepBblii U3MEPHUTEIBHBIN TPHUOOP OBLIO HEJIETKO.

7. moayexaIiee MOXET ObITh BBIPAXKEHO MPUIATOYHBIM TPEJIOKEHUEM C
noiexkantuM. Coro3 that — «rto, gro». That bodies expand under heating was
known long ago. — To, 9To Tena nmpu HarpeBaHUU PACHIUPSIOTCS, OBLTO H3BECTHO
TaBHO.

IIpaKTHKYM IepeBoda HAyYHO-TeXHHYECKHX TeKCTOB
1. Ilpoananu3upyiiTe BHINOJHEHHBbIH MePeBOJA M YCTPAHHMTE JONMYyLIeHHbIE
OLIMOKHMU.

31 /JononnumenvHulll NPAKMUYecKUull Mamepuanl ¢ meKCmamu Ha nepesoo no MeXHU4eCcKUM
cneyuanonocmam CIIOI'YT 6 pazoene «Teopusi u npakmuka nepesood HAY4HO-MeXHU4eCKux
mexcmosy Ha caume http://lms.spbqut.ru/ (Mnocmpannbiii 361K 0151 Mazucmpanmos).
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Texcm 1
For the present study a test plan was carried out by virtue of which the errors re-
sulting from tool deflection were predicted. The test variables taken into account
were cutting strategy, tool dimensions, material hardness and surface slope. It
was then possible to determine what cutting strategies should be used to mini-
mize errors resulting from tool deflection. In some cases the best strategies for
minimizing deflection may have negative aspects, for example, it induces more
dynamic problems and tool wear. In such cases, the optimal solution will be a
compromise.

ﬂJZ}Z HacmoAueco UCCe008AHUA  NIAH  UCHBIMAHUU  Obll npoee()eH
Ka4yecmeeHHOo, eeudy moeo, u4mo 0mu6ku, C6A30HHble C OMKIOHEHUem
uHcmpymenma, ObLIU  CNPOCHO3UPOBAHDL. Tecmupyemvie  nepementvie
npuHuUmarom 60 6BHUMAHUe cmpamecuu pe3anusd, pasmepobl UHCMPYMeEHRma,
mamepuail u meepéocmb HAKJIOHHOU noeeEPpXHoCcmMu. Umenno mozoa modxucHo
onpedeﬂumb, KaKkue cmpamecuu pe3arHusl 00JIDICHBL ObIMb UCNONIL308AHbL OIS
MUHUMUIAUUU OWU6KM, C653AHHOU C OMKIOHEHUeMm UHCmMpymernma. B
HEeKOMopbvIX clyuasx Hauboree 3pghexkmusHvle cmpameauu OJisl C8e0€HUS K
MUHUMYMY OMKIOHEHUS MO2YNl UMemb HecanueHble MOMeEHmbl, Hanpumep, OHU
Mocym 6bl3blednib bonvuiue I’lp06ﬂ€]l/lbl OUHAMUKU U U3BHOCA UHCmMpymenma. B
maxKux Ccaydaiax onmumaibHbIM peuleHuem 6yaem Komnpomucc.

Texcm 2

Transmission electron microscopy (TEM) and atom probe field ion microscopy
(APFIM) observations of pearlitic steel wire show that drawing to a true strain of
4.22 causes fragmentation of cementite lamellae into nanoscale grains. The
drawing strain amorphizes some portions of the cementite lamellae in regions
where the interlamellar spacing is very small, but most of the cementite lamellae
are polycrystalline with nanoscale grains.

Habnrooenus npoceeuusaroweti 31eKmpoHHOU U AMOMHO-CUTOBOU 30HO080U
MUKDOCKONUU nokKasvledrwom, Umo nepﬂumen? CmanbHou I’ZpOGO@, KOI’I’lOpblIZ
nooxooum K ucmurHou Oegopmayuu 4,22 evizvléaem uzmelvbyeHue NiACHUH
yemenmuma 00 HAHOpPA3MepHblX 3epeH. Pucynox  odegopmuposanmoeco
COCMOARUA HeKomopbslx niacmun yemernmuma 6 pPecUOHax, 20e
mesncniaacmuruamoe paccmosnue OUY€Hb MAjo, HO OONLUIUHCMEO0
NOJUKPUCMAITIUYECKUX NIACMUR YeMeHmUuma ¢ HAHOPA3MEPHbIMU 3EePHAMU.

2. CaenaiiTe nepeBoJ TEKCTOB 110 Balleii CleIMAILHOCTH 2,

32J[onoaHumenbHulll NPAKMUYeCKUl Mamepual ¢ meKkcmamy Ha nepeeoo no MmexHudecKum
cneyuanonocmam CIIOI'YT 6 pazoene «Teopusi u npakmuka nepesood HAY4HO-MeXHU4eCKux
mexcmosy Ha cavme http://lms.spbgut.ru/ (Hrocmpannvlii a3vik 015 Ma2uCmpanmos).
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HAYYHAS PABOTA

Jlexkums 1
MeToanyeckue peKOMEHIAMH M0 AHHOTHPOBAHUIO W pedepupoOBaAHUIO
Annomuposanue mexcmos (Annotation)

AHHOTHPOBAaHHE — 3TO JIAKOHUYHOE H3JI0KCHHE COJCPIKAHUS IEYATHOTO
npousBeacHus. CyIIHOCTh aHHOTHPOBAHUS COCTOUT B TOM, YTOOBI IIOHATH CaMOE
TJIAaBHOE B MPOM3BEJCHUHU, 0000IINUTh B 2-3 OCHOBHBIX TOJIOXCHHS M O(DOPMHUTH
TIOJTYYCHHBIE CBEJICHUS B KPATKYIO CIIPABKy — aHHOTAITHIO.

AHHOTAIUSl XapaKTepU3yeTCsi BBHICOKOM CTENeHbI0 aOCTparupOBaHHOCTU U
0000IIIEHHOCTH MaTepuala, U3JlaraeMoro CBoMMH ciioBaMu. OpHOW H3 3a7ad
COCTaBIICHUS aHHOTAllUM  SIBJISIETCA OTpakeHHe BaXXHOCTH WIH
HE3HAYUTENHHOCTH BOCHPHUHATON HH(OpMALMU, MOITOMY AaHHOTAIUU TPUCYII
OLICHOYHBIN 3JIEMEHT, KOTOPbI OTCYTCTBYET B pedepare. OObeM aHHOTAIIUU HE
3aBUCUT OT O00beMa aHHOTHPYEMOTO TMPOU3BEIEHUS U HE JODKEH MPEBHIIIATH
600 reyaTHbIX 3HAKOB, T.€. mpumepHOo 200 cIioB.

Cocmasnenue peghpepama (Precise Writing)

[lo cpaBHEeHHIO C aHHOTHpPOBAaHHWEM, peepupoBaHUE ABIIETCS OoJee
COBEpIIEHHBIM MeToAoM oOpabotku wuHbopmaruu. [lpu  pedepupoBanun
MIPOUCXOJIUT OCMBICIICHHE OTACIBHBIX TOJIOKECHUH, MPEACTABIAIONINX CYTh
OpUTHHAJIa, COKpAIICHHE BCEX MaJIO3HAYUTENIbHBIX CBEACHUIN, HE HMEIOIINX
pSIMOTO OTHOIICHUS K TeMe, 0000IeHne Hanbojee IIEHHBIX JTaHHBIX |
¢dukcupoBaHUE UX B KOHCTICKTUBHOU (hopMme.

Conepxanne paboTel w3maraerca B pedepare 00beKTHBHO, 0€3
KPUTHUYECKON OIICHKH MaTepuaia ¢ mo3uiuu pedepenta. Pedepar cocrout us
TPEX OCHOBHBIX YacTEW: 3aroJIOBOYHOW, COOCTBEHHO pedepaTuBHONH W
CIIPaBOYHOTO MaTepuaia. B 3aroloBOYHONM 4YacTH TPHUBOASTCS HA3BaHHE
pedepupyemMoro IokKyMeHTa, ¢haMuusi aBTOpa, Ha3BaHWE W3MaHUs (KypHala U
TOMY TOJI00HOE), eciu pedepupyeMoe MPOU3BECHUE SIBISIETCS €T0 COCTaBHOM
9acThlO, ¥ IPyTHe CBEJICHUS (MECTO | T'OJT BHIITYCKA U3IaHUsI, HOMEP, TOM, CEpHs,
KOJIMYECTBO CTPAHUIL  T.I1.).
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HezaBucuMo OT TOro, Ha KakoM sI3bIKE€ MHUIIETCS pedepar MHOCTPAHHOTO
HCTOYHHUKA, 3arojIOBOYHAs YacTh COCTaBIIETCS Ha s3bIke opuruHana. l[lpu
HanmucaHuu pedepara HA JAPYrOM SI3bIKE MOCIE HA3BaHUSA MPOU3BEACHHUS B
CKOOKax JaeTcs MepeBo/l.

CobOcTBeHHO pedepaTHBHAs 4YacTb — KOHIIEHTPUpPOBAaHHAs Iepenaya
comepkanusi pedepupyemoro gokymeHnta. OO0beMm pedepara BapbuUpyeTCs B
3aBHCHMOCTH OT 00b€Ma OpUTHHANA, €T0 HAYYHOH [IEHHOCTH, OT TOr0, Ha KaKOM
A3bIK€ OH onyOJauMKoBaH. B OoONBIIMHCTBE HCCIEAOBaHMM 1O mpoliIeMaM
KOMITPECCHHM TEKCTa TpeaeabHbIM 00beMOM pedeparta mpuHATO cyutarth 1200
CJIOB TIPY COKpAIIEHUH TEKCTa opuruHaia B 3-8 u naxe 10 pas.

B mpouiecce pedeprpoBaHus MPOUCXOJUT HE TPOCTO CHKATHE TEKCTa, a
CYIIECTBCHHAs TepepadoTKa COJIepKaHMs, KOMIIO3WIIMA W S3bIKa OpPUTHHAJA!
BBIJICIISIETCS TJIABHOE M M3JIATalOTCs B KpaTKoOi (popme; BTOPOCTETICHHBIE (aKTHI,
JCTAIbHBIC ONMHMCAHMS, TPHUMEPbI, HCTOPHUECKHE OSKCKYPCHl OIyCKaIOTCS,
OJTHOTHIHBIC (aKThl TPYHNIUPYIOTCSI, UM JlaeTCs o0O0Imas XapaKTepUCTHKA;
UQPPOBBIC JaHHBIC CUCTEMATH3HPYIOTCS W 0000MIaroTCs. SI3bIK W CTHIIB
OpUTHHAJIa  TpeTeprieBacT  M3MEHEHUWS B  CTOPOHY  HOPMATHBHOCTH,
HEHTPAJIbHOCTH, TIPOCTOTHI ¥ JIJAKOHHYHOCTH.

Pedepar — 310 He mpocroit HabOp KIIOUEBBIX (PparMeHTOB, Ha 0Oasze
KOTOPBIX OH CTPOUTCS, a HOBBIM, CaMOCTOATENbHBI TeKcT. MoOHTax
BBICKA3bIBAHUM, MOJYYEHHBIX B PE3yJIbTaTe CBEPTHIBAHMS TEKCTa OpUTMHAJA,
CB3aH C [JBYMSI OCHOBHBIMH TIPOLIECCAMH CMBICIIOBOTO COKpAllleHUs —
nepudpazoMm u 0000IICHUEM.

[lpy HanmuWcanuu  Hay4YHBIX pabOT HAYMHAIOIIUMN  HMCCIEIOBATEh
CTAJIKMBAETCS C MpOOJEeMON MPaBWIBHOTO BBIOOpA CJIOB MW BBIPAXKECHHI,
moadopa Hy>KHOTO CHHOHUMA.

1. I[Ipu coobmennn o mpeaMeTe UCCIEeOBAaHUS MArUCTPAHTY MOHAT00UTCS
yenwlii pAd 214201068 C O00WUM 3HAYEHUEM UCCAe006AHUA — U3YUaAMDb,
uccireoosamn, paccmampusams, amaiusuposams — Study, investigate,examine,
analyze, consider:

e study mmeer HambosIee MIUPOKOE YHOTPEOICHUE M O3HAYACT «HM3Yy4aThy,

«HCCTIEAOBATHY;

e investigate  momuepkuBaeT  TIIATSIBHOCTH M  BCECTOPOHHOCTH
UCCJICIOBAHUsA, TOMHUMO 3HAYEHUS «U3y4yaTh, HCCIEIOBATH» TJAroj
BKJTFOUAET MTOHITHE PACCIIEIOBAHMNS;

e examine, MOMHUMO «HM3y4aTh, UCCIEAOBATh» O3HAYACT «pacCMaTpUBATh,
BHUMATEILHO OCMaTPUBATh, TPOBEPSATHY;

e analyze — uccnenoBath, H3ydaTh (BKJIFOYAss MOMCHT aHAJIH3a);

e consider — u3ydath, paccMaTpuBaTh (MPUHUMAsh BO BHUMaHHUE pa3HbBIC
napaMeTphl).

2. I'nazonvl ¢ odwgum 3naueHueM ORUCAHUA. ONUCHIBAMb, 00CYHCOAMD,

uznazams, paccmampusams — describe, discuss, outline:

e describe — onuceIBaTh, 1aBaTh OIMCAHNE;
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e discuss — oOcyxmaTh, ONMHUCHIBATh (MHOTJA C SJIEMEHTOM ITOJICMHUKH),

u3JaraTh;

e outline — kpaTko ONUCHIBATH, OMKMCHIBATH B OOIIMX YepPTaX, OUCPUUBATS.

3. Ilpu omucanuu cnocoOOB U METOAOB HUCCIENOBaHUA OyIyT MOJIE3HBI
cyuiecmeumesibHble CO 3HAUEHUEM «Memoo, CHocob, Memoouxa, npuem,
nooxoo, npoyeodypa, onepayusy—method, technique, procedure, approach, way.
HeoOxomuMo y4WTBIBaTH, YTO OTH C/106Ad He UMeEIOm O0OHO3ZHAYHbBIX
COOMEEemMCmeEuil 6 pycCKOM U aH2IUNUCKOM a3vikax. Hanpumep:

e method o3nauaer «MeTo, CLIOCOOY;

e technique — metos, cioco0, MeTOIMKa, TEXHUKA (MPOBEICHHUS OIbBITA);

e techniques — meToauKH;

e procedure — meroa, TpueM, MPOLEAYpP, omnepalus (He B MEAMIIMHCKOM

CMBICJIC ATOTO CJIOBA);
e approach to - Merox, mMOAXOA K PEIICHHIO, PacCMOTPEHHE
(c onpenieNIeHHOM TOUYKHU 3pEHus).

[Tpu BBIOOPE AHTIMKCKOTO CYIIECTBUTEIBLHOTO HAJ0 TAKKe NPHHHMATh BO
BHUMAaHUE, KaKoe CJIOBO MPUHSTO yIOTPEOJIATh
B JaHHOM  chydae.  Hampumep,  oJugpgpepenyuanvnoitic  memoo — —
differential method, wm3orommeiii merom — isotopic technique,meron mpobd u
omu6ok — trial-and-error procedure (or hit-or-miss method).

4. /Ina xapakmepucmurku cnocooa (mMemoouku) MOXHO HCIIOJIb30BaTh
CJIeIyIOIIe MpuilaraTeybHbIe:

e main, chief, basic, principal — ocHOBHOI, I'/TaBHBII;
general — o0Ommit;
additional — gomoHUTENIBHBIN, BCIIOMOTaTEIbHBbIII;
modern, current, up-to-date — coBpeMeHHBIN;
out-of-date — ycrapeBuiuii, BBIIIE NI U3 YIOTPEOICHUS;
usual, conventional — 0ObIYHBII, OOIIETIPUHATHIIT;
unconventional — HecTaHTapTHHIN;

Important — Ba)xHBIN;

valuable — nennslii;

satisfactory — ymoBieTBOpUTENbHBINM, XOPOIIUH;

useful — mone3nwIif;

appropriate — moaxoasIui, COOTBETCTBYOIIIHIA;

reliable — magexusrii;

sensitive — 4yBCTBUTEIIBHBIN;

exact, accurate — To4HsbIif; Crude — HeTOUHBIH;

direct, straightforward — npsimoii; indirect — KocBeHHBIIH;
effective — s pexTuBHBIN, 1eHCTBEHHBIN, PE3yIbTaTUBHBIN;
elaborate — TmaTensHO pa3paboOTaHHBIN;

rigorous — cTporHii, TOUHBIIA;
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o efficient — sxOHOMUYHEIIT;

e versatile — pazHocTOpOHHMIA, TPUMEHUMBIN B Pa3IHYHBIX CIyYasiX;

e valid — npumeHuMmbli (K JaHHOMY CJIy4ar), WMEIONIMNA CHITY,
CIIpaBe MBI, 000CHOBAHHBIMH;

e adequate — npPUrOAHBIA, OTBEYAIOIIMKA TpPEOOBAHHSAM, IOIXOISIINM,

aJICKBaTHBIM;

e perspective — MHOr0OOCIIAOLIUH, TEPCIICKTUBHBIN;

e improved, modified — ycoBepIICHCTBOBAHHBIH, BHIOM3MCHCHHBIM,
MOTU(PHUITMPOBAHHBI.

5. [lna o603nauenus yeau uccie008anus MOXHO YIOTPEOUTH CIIEYIOIINE
cymiecreurenapubie: the aim, the object, the purpose, the task — yeno,
Haznauenue, 3adaua. JIs ONMHUCAHUS OCHOBHBIX XapaKTEPUCTHUK H3y4aeMOIo
npeaMeTa, Impolecca, SBICHHUS, CIMOco0a, TEOPUHM M T.I. HCIOJB3YIOTCS
CIIeyIOIME CYIIECTBUTEIIBHbBIC U cioBocoueTanus: feature — uepma; character-
Istics — xapaxkmepnas wepma; peculiarity — ocobennocms; be characterized by —
xapaxkmepuzosamucs, omauwamocs; be typical of — 6vime munuunvim ons; be
characteristic ¢ of — 6bime xapaxmeprnvim ons....

6. Ilpu ouenke pabomvl, memooa HeoOXO0UMO WCIIOIH30BATh TaKUE
cyliecTBUTEAbHBIC: advantage, merit — docmouncmeso,; npeumywecmeo; disad-
vantage, drawback, limitation — redocmamox, neoowem, oepanuuenue.

7. lna coodwenus o pe3yibmamax uccie008anus MOTyT ObITh TOJIC3HBI
CIIeyIoIMe CjoBa U cioBocoderanus: result (on, of) — pesyremam; data (on,
concerning) — oOaumnsie, ceedenusi(o, omuocumenvHo), evidence— oaumsie,
ookazamenvcmea, ceudemenvcmea; Provide evidence for — ceuoemenbcmeosamo
¢ nonw3y, give strong evidence for (of) — cayorcumo cunvnvim apeymenmom 6
now3y, yoeoumenbHo 00KA3bI8AMDb.

Ipueooumsle Kknumwe®® noMoryr anexBatHo u 0e3 OmMOOK INepenath Ha
AHTJIMHACKOM SI3BIKE COJICPIKAHME CTAThU M3 ra3eThl WU JKypHAJIa, TJIaBbl KHUTU U
T.II.

e The Moscow Times dated the 12" of November carries an article head-
lined... (B razere... ot 12 HOsIOpst IOMeEIIIEHA CTAThsl, O3arIaBJICHHAS. .. )
e The article deals with... (B cratbe roBopurcs o...)
The article is devoted to the analysis of the situation in... (Crarbs
MOCBSIIIICHA aHAIN3Y OOCTAaHOBKH B...)
Here is something about... (Bot HekoTopas nHdpopmarws o...)
The article discusses... (B cratbe o0CyKaaeTcs...)
points out...(yka3siBaeTcs Ha...)
stresses on...(moauepkuBaeTcs, 4ro...)
reveals... (pa3o0iagaercs...)

3 [lonoanumenvhuwitl npakmudeckut mamepuan «Writing Summaries and Reports» ¢ pazoene
«Hayunass  paboma» na caume http://ims.spbqut.ru/  (Muocmpannwiti 5361k 0ns
MA2UCMPanmos).
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reviews... (paccMarpuBaeTcs. .. )

The article goes on to say... ([lasiee B cTaThe rOBOPHUTCH. . .)

It should be noted that... (Cirenyetr otMeTuTs, 4TO...)

In conclusion the article says... (B 3akiroueHue B cTaTbe TOBOPUTCS. ..)
That’s all | wanted to say about. (3to Bce, 0 4eM MHE XOTEIOCh
COOOIINTE.)

IpakTuka 1

IIpouuTaiiTe U nmpoananusupyiite marepuan «Kiuuime mjs cocTaBjeHHs
aHHoTauuii u pedeparoB» B pasgene «Hayuynasa pabora» Ha caiite
http://Ims.spbgut.ru/ (MHocTpaHHBII SI3BIK A1 MATUCTPAHTOB)

Jlekuus 2
Crpykrypa HayuHoi cratbu (HacTsp 1)
Hayunas ctaTes mMeeT YETKYIO CTPYKTYpPY M, KaK IMpPaBUIIO, COCTOUT W3
CIEIYIOIIMX YaCTEH.
e HasBanue (3aronoBok). (Title)
Annorarusa. (Summary)
Kirouessie cioBa. (Keywords)
Beenenue. (Introduction)
O030p nureparypsl. (Literature review/Literary overview)
OcHoBHast vacth (Meromosiorus, pesynbrarel). (The main part —
Methods; Discussion; Results)
e BriBoabI 1 ganbHelIMe nepcnekTuBbl uccienoBanus. (Conclusions)
e Cmucok nureparypsl. (References; Literature)

Mind! B aHTI0S36I9YHOM MHpPE MPHUHSITO BBIPAXKATh MPU3HATEIBLHOCTH TEM,
KTO B TOW WJIM HWHOM Mepe CHOCOOCTBOBAN TMOSBICHUIO OMYyOJIMKOBAHHBIX
MaTepuasoB.

DTO0 MOXET OBITh KTO-THOO M3 HAYYHOI'O COOOINECTBA, YJICHBI CEMBH,
KoJuiern. DTa JacTh pabotel HaszbBaeTcss Acknowledgement(s). Ee nanuune He
00s13aTeNIbHO (B PYCCKOS3BIYHOM BapHaHTE), HO YKEJIATEIIBHO.

B nannom paszerne mocoOus Mbl OyJieM TOBOPUTH 00 AHHOTAIMM U Te3ucax
HAYYHOH CTaTbH (HAYYHOT0 COOOIICHUA).

Mind! B anrnmiickom s3bIke CyliecTBUTEIbHBIC abstract, annotation,
summary ymoTpeOJsioTcs NPaKTHYECKH CHHOHUMHYHO IS OOO3HAYCHHSI
MHTEpECYIOllled Hac 4acTh HaydyHoOW paboTel. Her enuHCTBA MU B PYCCKOM
Hay4YHOM CJIOBape.

Tak, clioBa M COUECTaHUS AHHOMAUUA, AGMOPCKUIL pehepam, agmopcKoe
pe3rome UMEIOT OJIM3KO0E 3HAUYCHHE.

Kak nmpaBwiio, aHTIIOA3BIYHBIA BapUAaHT AaHHOTALMU HYXKEH Ui YMTATEIECH,
HE3HAIOUIMX PYCCKHM S3bIK. AHIVIMUCKUN CUUTAETCS MEXKIYHAPOJIHBIM S3bIKOM
JUIsT HaydyHbIX myOnukanuii. Jlaxke mnpu OTCYTCTBMM MOJHOTO TEKCTa Ha
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aHTJIMIICKOM SI3bIKE aHHOTAIMs JAacT MPEACTaBICHUE O TJIABHOM Hiee CTaTbu M
MO3BOJIMT YUTATENIO JUOO0 CBA3ATHCS C aBTOPOM CTaThH, JIMOO 3aKa3aTh NEPEBOJ
CaMOCTOSITENILHO.

Annomayus (Summary, Annotation) cTpyKTypHO JIOJIKHA PacroiaraTthCs
BHayaJle HAay4YHOH myOnMKanmuu. AHHOTAIMsA TPEACTAaBIsET COOOH TEKCT,
o0beMoM 5-10 mpennokeHuii, KOTOpbIe COAEPKAT KPaTKOe COAEPKaHUE CTaThH,
a TaKKe UTOTH MPOBEACHHOW HaydyHOU palboThl. Ee nenb — nate oduiee kpaTkoe
npezcTaBieHre o cepe HayuHOTO UCCIIEOBAaHUs, O METOAAX €ro MPOBEACHUS, O
NOJMYyYEHHBIX pe3yidbTaTaX W TMEpCHeKTUBaxX. HamomMHUM, 4dYTO Hanmuuue
aHHOTanmMu (Summary) Ha aHIJIMICKOM SI3bIKE SIBISICTCS  00s3aTeIbHBIM
TpeOOBaHHEM K ITyOJMKAIUAM B TaK HA3bIBAEMBIX PEIICH3UPYEMbIX HCTOYHUKAX.
Ouenb dyacrto aHHOTamms (Summary) [oKHAa TNPUCYTCTBOBaTh U IPH
oopmiileHUU 3asfBKH ISl y4acTUs B HAy4YHOW KOH(DEpEeHINH, Ompenenss B
KaKOH-TO CTETICeHN — MPUHATHE WU OTKJIIOHCHHE MTOCIAaHHBIX BAMH MAaTEPHAIIOB.

IIpakTHka 2

IIpounTaiiTe U NPOAHATN3UPYITE HECKOJIBKO NPUMEPOB AaHHOTALMUIA.

A) Pabora mocssiieHa BompocaM (HOPMHUPOBAHUS HAIMOHAJIBHOW TUIATEKHOMN

cucreMbl. B crartbe C(bOpMyJ'II/IpOBaHO IIOHSATHUC HaHHOHaHBHOﬁ IUIATEKHOU

CUCTEMBI Ha OCHOBE aHaJIN3a €€ CBOﬁCTB, CTPYKTYPBI, OCIIN (I)YHKHI/IOHI/IPOBEIHI/IH;

PaCcCMOTPCH MATCPHAJl 3aKOHOIIPOCKTA «O HaHHOHaHBHOﬁ IIATEKHOM CUCTEME.
The article is devoted to the issues of national payment system development.

The authors formulate the concept of national payment system on the basis of its

features, structure and functioning purposes analysis; the bill "On the National

Payment System» is considered.

B) IlposeacH ananmu3 (pU3HMKO-XUMHYECKHX OCHOB IPOIECCA KPHUCTAIH3ALNN
cynbdara aMMOHHUS M3 BOJHBIX PACTBOPOB, OUYHUIIICHHBIX MATOUYHBIX PacTBOPOB
IMPOU3BOACTBA MCTHIIMCTAKpHUIaTa W MATOYHBIX PACTBOPOB, 3adIpA3HCHHBIX
OpPraHM4eCKUMH  npuMecsiMH. JlaHa OLEHKa BIMSHUS  PEryIUPYEMBIX
TeXHoJIornyeckux mapametpoB (pH, Temmeparypa, pAaBieHuEe, COCTaB
MAaTOYHUKA, HAJIMYME OPTraHUYECKUX IMPUMECEil) Ha MPOIECC KPUCTAIM3ALUU
cynb(araaMMOHHUS.

The physicochemical foundations of the crystallization process of ammoni-
umsulphate from aqueous liquids, purified mother liquors of methylmethacrylate
production and organic impurity-contaminated mother liquors were analyzed.
The evaluation of some controllable technological parameters (pH, temperature,
pressure, mother liquor composition, the presence of organic impurities) on the
crystallizationprocess of ammonium sulphate was carried out.

C) ABTOp paccMmaTpuBaeT 00pa30BaTEILHBINA MPOIECC Kak GOPMY CTAHOBIICHUS
TBOPYECKOr0 TMOTeHIMana JuyHOCTU. [loguepkuBaeTcsi, 4YTO B YCIOBHUSX
HEOJHOPOJHOCTH PA3BUTHSI COBPEMEHHOTO MHUpPa BO3PACTAET POJib LIEHHOCTHOU
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cocTaBismomel oOpa3zoBanus. PackpbiBaerca ¢umocopckuil cMmbica  HleU
OTKPBITOr0 00pa3oBaHUs.

The author considers education process as a form of personality creative
potential developing. It is emphasized that under the conditions of non-uniform
development of the modern world the influence of educational values is increas-
ing .The philosophical sense of the so-called “open education” is treated.

Jlexkuus 3
CTpykTrypa Hay4Hoii ctaTtbu (YacTh 2)

Kpome anHOTamuii, marucrpaHtaM HEOOXOJMMO YCBOUTH CTPYKTYPY
cocTaBlieHus pestome (pegpepama) (Abstracts)s,

Mind! — we myrate ¢ Short Abstracts. Short Abstracts— te3ucsl HayuHOTO
COOOIIEHMS, COJEpXk allle OCHOBHYIO HHGOPMALMIO O TMPOJETaHHON WIH
IiaHupyemMoi pabote, Ho B KpatkoM Bujae (mo 2000 cumBosoB). s
nyOIMKalui MaTepruasoB CUMIO3MYMOB, KOH(PEPEHIIHIA.

Pestome (pedepar) — Oonee moapoOHOE, MO CpPaBHEHHIO ¢ AHHOTAIUEH
(Summary), cTpyKTYpHpOBaHHOE H3JIOXKEHHE MPOYUTAHHBIX MaTepuayioB. [Ipu
COCTaBJICHUU BBICKA3bIBaHMS MOJOOHOTO POJia BaXXKHO MPOCIEAUTH aBTOPCKYIO
MBICIIb, PACKPBITh COJIEP)KAHHE MPOJEIAHHOrO (MOJIYyYEHHOTO, HW3Y4YEHHOTrO,
0000I1IeHHOTO, 3asBJIEHHOT0), HE 3a0blBasgs O TOM, YTO BBl H3Jaraere He
COOCTBEHHYI0, a UYbIO-TO YYXXYIO MbICTh. MEHHO N03TOMY >KelaTeabHO
MOCTOSIHHO TO4YE€pPKUBATh, YTO aHAJU3UPYIOTCS HE BAIllM JIOTHUKA, PE3yJbTaThl,
METOJIbI U T.I.

3aMeTHM, OJIHAKO, YTO XOpOIIO ¥  MPaBWIBHO  COCTaBJIEHHOE
apryMeHTHPOBAHHOE BBICKa3bIBaHUE, IEpearoniee CoAepKaHue Yben-TO, He
Bariieit HayuHO# cTaThu (pe3rome; peghepam), COCTOUT U3 CICAYIONMIUX YACTEH:

1. Xapakrepuctuka paboThl B 001IeM — Ha3BaHUE, aBTOP, MECTO U BpeMs
CO3/IaHMSI.

2. OcHOBHas MbICJIb (1I€/1b) CTAThH.

3. CtpykTypa paboThI.

4. Kparkoe Hu3JI0kKEHHWE aBTOPCKOM JIOTMKU J0KAa3aTelbCTBA 3asBICHHOM
UJICH.

5. BLiBoZibI 1 MX OLICHKA.

IpakTuka 3

IpounTaiiTe W NPOAHAJIM3HPYITE CTATHIO MO CBOEl CHENHAIBLHOCTH W
HanmumuTe an Article Review (0030pHbIH MJaH cTaTbH), UCTONb3Ys HUKE
NPUBEACHHBIN IJIaH.

3 IIpesenmayus nayunvix npoexmoe Ha anenuiickom sasvike = Academic Projects Presenta-
tions. / fO.b. Kysvmenxosa. — M.: CKA3OYHAA JJOPOI'A, 2015. — 132 c.

BCm. pasoen «Hayunas pabomay na caiime http://ims.spbaut.ru/ (Mnocmpannsiii a3vix Ons
MA2UCMpPanmos).
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Plan of an article review/ Oé3opnuotit nnan cmamou
1) The article is richly informative/ crates ouens uHpOpMaTHBHA
o the latest research into the area of.../ HoBelimme wmccnemoBaHust B
obnactu. ..
e a new conceptual framework for understanding.../ HoOBBIC
KOHIICTITYaJIbHBIC PAMKH ISl TOHUMAHHUS. ..
e afresh work.../ HoOBast pabOTHI. ..
2) The article represents.../ B ctaTbe MpeCTaBICHBI. . .
e description/ onucanue/ MOHUMaHHUE
e narration/ uzjoxeHue
e argumentation/ paccyxxaeHue
3) The author of the article is a well-known scientist
e distinguished/ Beigaromuiics
e outstanding/ Beimarormasicst
4) The article was published in.../ Ctarbs Obl1a onmy0JuKOBaHa B...
5) The article originally appeared in Russia.../ CrtaTes MnepBOHaYaIbHO
nosiBuiiack B Poccuu. ..
6) The title/ heading of the article is..../Ha3Banue/ 3arojloBoK CTaThH....
7) The article contains a summary.../ B cratbe comepKHTCS KpaTKas
uHdopManus. ..
e includes.../ BkaoyaeT B ceOsl. ..
e (Qives.../ maer...
e a large amount of useful information.../ Gombimoe KoIU4YECTBO
1oJIe3HON nHMOpPMaIHH. . .
e an useful insight.../ B3rasg BriayOs. ..
e the complicated analysis.../ cl10XHBIN aHAIN3. . .
8) The article is addressed to.../ CtaTes agpecoBana...
9) The subject of the article is a widespread view.../ [IpenimMerom HacTosIcH
CTaThH SIBIISICTCS IIIMPOKO PACIIPOCTPAHEHHOE MHEHHUE. ..
e The topic is centered on.../ TemMa cocpeoTOYCHA Ha. ..
e The theme focuses on.../ Tema cocpenorodeHa Ha...
10) The article / author discusses.../ B ctatbe/ aBTOp 00CYXKIaCT. ..
considers.../ cauTaer...
describes.../ onuckiBaer. ..
gives a detailed description of.../ naet moxpoOHOe onucanwue. . .
emphasizes.../ moguepkuBaer. ..
stresses that.../ moguepkuBaeT, 4To...
refers to.../ oTHOCHTCS K. ..
informs of.../ uadopmupyet o
points out that.../ yka3siBaer, 4To...
presents.../ mpeacTaBiseT. ..
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e offers a new paradigm.../ mpeanaraet HOBYIO MMapajurmy...
e points out that.../ ykassiBaer, 4to...
11) The article provides the reader with data on.../ B crathe npeacTraBieHbI
YUTATENIO C TAHHBIMH. . .
some material on.../ HeKOTOpbIC MaTEPHATIBI T10. ..
e some information/ HekoTopas uHpopMaIHs. ..
e astudy of.../ uccnenosanue...
e some details on.../ HeKOTOpBIE TOAPOOHOCTH O...
12) Of particular/ great interest/ importance is.../ OcoOyto/ 0o0nbIO¥
uHTepec/ 3HaYCHHE UMEET. ..
13) The article ends with a discussion of.../ Crates 3akaHuuBaeTCs
00CYXICHUEM. ..
e the points for further discussion to.../ Temoii OyayIei TUCKYCCHH. . .
e areview of.../ kpaTKuM 0030pOM...
14) In conclusion the author admits.../ B 3akimtoucHie aBTOp MPU3HAET. ..
15) In summery... makes the reference to.../ B 3akimoueHum...ccolaaeTcs
Ha...

e suggests new solutions for the problems.../ mpemiaraer HOBbIE
pelIeHus IPOdJIeM. ..

demonstrates how.../ nemoHcTpHpYyeT...

argues that.../ yrBepxxmaercs, 4ro...

suggests that.../ npeparaer...

brings out different positions.../ Iloka3siBaeT pa3aUYHBIC TOYKH
3pCHUA. . .

16) In my opinion.../ mo moemy MHeHHIO...TO My mind.../ mo moemy
MHEHHIO. . .

IIpakTuka 4
BriOepuTe cTaThi0 MO CBOEH CHENUAJBLHOCTH M HAMUIIUTE & Summary uiu
an Abstract36.

IIpakTuka 5
Ipoananusupyiite crpykrypy Lab Report mo csoeii cnennansnoctn®’.

IIpakTHuka 6
Ipoananusupyiite crpykrypy a Scientific Paper no cBoeii cnennanbnocTu®,

IpakTuka 7

%Cwm. 6 pazoene «Hayunas pabomay na caiime http://Ims.spbgut.ru/ (Hrocmpanuwiii s3vik ons
MA2UCMpanmos).

37 Tam ace.

38 Tam ace.
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Ipoananusupyiite crpykrypy a Case Study mo cBoeii cnenuanbaocT.

APPENDIX |

Assessment Criteria
Your Presentation will be evaluated and marked (graded). Some of the specific
aspects of the presentation that your teacher may critique include:
I. Delivery
A. Volume of Voice (Did you speak loud enough to be easily heard?)
B. Rate of Speech (Did you speak slow enough to be clearly understood?)
C. Pausing
D. Eye Contact
I1. Structure
A. Introduction (who, why, what, how)
B. Organization of ideas (appropriate linking words and phrases)
C. Signposting
D. Sufficient Persuasive Support/Example
E. Summary of Main Points
F. Conclusion
I11. Use of visual aids
IV. Rhetorical techniques
V. Accuracy (mistakes in)
A. Pronunciation
B. The use of grammar
C. The use of vocabulary
VI. Confidence and enthusiasm.

39 Tam ance.
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APPENDIX 1l

Pexomengauuu Coro3a nepesogunkos Poccuu™

[Ipu TpaHCKpUOUPOBAHWU haAMUNUIL U UMEH U3BECHMHBIX YUEHBIX,
20cyoapcmeennplx  deameneil W Jp.  CIEIyeT  PYKOBOJCTBOBAThCS
YCTaHOBUBIICHCS TPAKTUKOW, TMMOCKOJIBKY TpPAJUIIMOHHOE HANHCAaHWE HUX
damMmMii 1 UMEH MOXET HE COOTBETCTBOBATH (POHETUYECKOMY MPUHIIUITY,
Hanpumep: Louis de Broglie— JIyu ne Bpoiins, Carl Friedrichvon Weizsackar —
Kapn ®punpux ¢don Beiiizek kep, Ban Knubepn, a nHe Bon KinaiibepH,
Py3BenbT, a He Po3eBenbt. IHOCTpaHHBIE MMEHA HENB3sS PYCHUPHUIIMPOBATH, UX
ClieyeT TPAaHCKPUOMPOBATh B COOTBETCTBUU C MPaBUJIAMH IPOU3HOIICHHS
JaHHOro MMeHu, Hanpumep: Johann — Morann, a ne MBan, Paul — [layne (Hem.),
[onb (dp.), [Ton (anrn.), a ve [laBen, Georg — I'eopr (Hem.) — George — J[>xop ik
(anrm.), XKopx(dp.), a He I'eopruii. VckinroueHne cOCTaBIAIOT UMEHA, KOTOPHIC
no Tpaauuuu pycuduimpoBanbl, Hampumep: Nikolaus Kopernikus — Huxomnaii
Konepauk.

Apmuxnu, npednocu (B TOM 4YHCIE OJIHOOYKBEHHBIC), UACMUUbL 6
unocmpannvlx pamunusx u umenax da, das, de, del, der, don, dofia, du, la, le,
van, von U JIp. TPAaHCKPUOUPYIOT U MUIIYT CO CTPOUYHOM OYKBBI U Pa3lIEIbHO C
OTHOCSIICHCS K HUM 4acThi0 UMEHH, Hanpumep: Leonardo da Vinci — Jleonapo
na Bunun, vonder Stolz — ¢on gep LlTonbi. ApTHKIH, MPEATIOTH U YaCTHIIBI
IUIITYT C IPOITMCHOM OYKBBI, €CJIM OHU ¢ haMIUIHe 00pa3yroT OJHO CJIIOBO, €CIIH
OHM TI0 TPAIUIIMN COCIHUHSIIOTCI ¢ daMuiven depe3 neduc uimu anoctpod win
€CIM B MHOCTPAHHOM HANMCAaHUU OHU HMMEIOT MPOIUCHYI0 OYKBY, HampHUMep:
O'Neill — O'Hun, VandeGraaf — Ban-ne-I'paad, Laplace — Jlamiac.

Yacmuubt Mac-, Mc-, Saintuaiie BCero MpUCOCAUHIIOT K UMEHH Yepes3
neduc (Cent-, Canrta-, Mak-, CeH-) U TUIIYT B IEPEBOJIE C MPOMUCHON OYKBHI,
Hanpumep: McClain — Maxk-Kneiin, SaintLawrence — Cent-Jloypenc, Saint-
Simon — Cen-Cumon, SanMarino — Can-Mapuno, SantaCruz — Canra-Kpyc.
OnHako MMEIOTCS U YCTOSIBUIMECS OTKIOHEHHS OT 3TOro oOWIero mpaBuia
(manpumep, Makkaptu, Maknonanac, Makkensu). Eciu B cepenune
MMEHUBCTPEYAIOTCS MPEAJIoT, COI03 MM YacTULa, TO OHM MUIIYTCS uyepe3 aAeduc
U co cTpouyHou OykBbl, Hampumep: Fernandez y Gozales — ®epHanmec-u-
I'oncanec.

Hazeanusa mopzoevix mapok Ha PYCCKUM S3bIK, Kak MpPaBUIO, HE
NEPEeBOASATCS, a TPaHCIUTEPUPYIOTCA. PekoMeHayeTCsIpyKOBOICTBOBATHCS
A3BIKOBBIM ~ y3yCOM TIpH PEUICHHMM KOHKPETHBIX MEpPeBOJYECKUX 3aj]ad,
CBSI3aHHBIX C NIepeladyeii Ha3BaHUI TOPrOBBIX MApPOK.

40 http://www.translators-union.ru
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Haumenosanusa uUHOCMPAHHBIX QUPM, KOMRAHUL, GKUUOHEPHBIX
obwiecms,  Kopnopauuii, = KOHUEPHOB8,  MOHOROJUI,  NPOMbBIUIEHHBIX
00veOuHeHuil W T.NI. TPAHCKPUOWPYIOT ¥ 3aKIIOYAOT B KaBBIUKH; IEpes
Ha3BaHUEM CTaBAT 0000IIAroIIee CIOBO «PUPMay, «KKOMIAHUM», «AaKIIMOHEPHOE
OOIIECTBO», «KOHIIEPH», «KOPIOpAamMs» W T.II. — B 3aBUCUMOCTH OT HX
TPAIUIIMOHHOTO YIOTPEOJICHUSI B PYCCKOS3BIYHON nuTeparype. C TpOnmucCHOM
OYKBBI B 3THX Ha3BaHUSAX IHIIYT TOJHKO IMEPBOE CIOBO MU MMEHA COOCTBEHHBIC.
[Mpumepsi: Montedison — kouriepn «MonTaaucon», La Société Anticorrosion —
dupma «CocheTe aHTHKOPO3bOH». Bmecte ¢ TeM cleIyeT OTMETHTh
COBPEMCHHYIO TCHACHIIMIO K OTKa3y OT MPaKTUYECKOW TPAHCKPHUIIIIHH
HaUMEHOBaHUN (GUPM B WHGOPMAIIMOHHBIX, HAYYHO-TCXHHYCCKUX U JIaXkKe
IOPUINYECCKUX TEKCTaX M K HCIIOB30BAaHWIO BMECTO 3TOTO WX HANHUCaHUS Ha
naTuHUIE (T.e. «camojeT koMmrmanuu TWAY» BMECTO «caMoyieT KoMIaHnuu «Tu-
J1a6 r0-Dit»)

Corozvt u npeonocu ¢ Hazeanusx (the, and, of, und, et u ap.)
TpaHCKpHOUPYIOT (3¢, 3HA, 0}, YHA, 3) M NHUIIYT CO CTPOYHOH OYKBBHI.
Bcerpeuaromuecss B HauMmeHoBaHusx ¢upm cokpamenus Corp., Co., Ltd., Inc.,
GmbH, GmuH, K.K. u gp., ecim OHM HE SBIAIOTCS COCTAaBHOM YacCThIO
HAaMMEHOBaHUS, B TEPEeBOje MOXXHO omyckaTh, Hanpumep: UnionCarbideCo. —
dupma «tHOunouKapbaiin», Fawsett Prestonand Co. — ¢pupma «DocerrlIpecton
sua kommanm», Henschel-WerkeGmbH — dupma «Xenrens-Bepke». OnHako B
NepeBOJlax Ha PYCCKUU S3BIK, MPEIHA3HAYCHHBIX IS  O(UIMAIBHOTO
UCIIOJIb30BAHUSI M MOCJENYIOIIEr0  HOTApUAJbHOTO  3aBEpPEHUs,  CJIOBA,
o0Oo3Havaronme (HopMy COOCTBEHHOCTH, OIYCKaTh HeNb3s. B Takux ciydasx
Ha3BaHHE KOMMAHUN TpeOyeTcs MEPEeBOJUTh TaK, KaK MX 3apErHCTPUPOBAIU B
Poccuu (kak 3amucaHo, HallpUMEP, B YCTABHBIX TOKYMEHTAX).

QDupmeHnHble HAUMEHOBAHUA MATIVH, IPUOOPOB, PAIUYHBIX XUMUYECKUX
BEIIECTB, W3/EINI, MaTepHUaoB, BBIPAKEHHBIE OJHUM WU HECKOJIbKHUMU
CJIOBaMH, TPAHCKPUOUPYIOT U 3aKII0YAIOT B KaBBIYKH, MPUYEM IEPBOE CIOBO
MUITYT C TPONMHUCHOW OykBbl. DUpMEHHbIE HAUMEHOBAHUS, CTABIIUE IIHMPOKO
YIOTPEOUTENBHBIMU, THUIIYT 0€3 KaBBIYEK M CO CTpOo4YHOU OykBbl. [lpu 3TOM,
€CM 3a CIIOBOM cieayeT nudpa wim OykBa, TO MEXIy CIOBOM W HHU(pOi
(OykBoii) craBat geduc, Hampumep: Goodright-2007 — «'ynpaiiT-2007»,
Hastelloy X — cruraB xactemnoii-X. B psaae cinydaeB (B cnenudukamusax v T.1.)
PEKOMEH/IyeTCSI COXPAHATh B TEKCTE OPUTHMHAIBHBIC HA3BaHUS M HAMMEHOBAHUS
BO u30eKaHWE BO3MOXKHBIX OCIOKHEHHN TPU HCIOIB30BAHUU TEPEBOJA,
Harpumep, i1 opopMIIeHHUS 3aKa3a Ha 000pyaOBaHHE.

HasBanuss  umocmpammwix  xncypuanoé B TEKCTE  TEPEBOJA,
Ooubnmuorpaduueckux CChUIKAX © B CHUCKE JUTEPATyphl OCTaBISIOT B
OpUTHMHAIBHOM HamucaHuu 0e3 KaBbldeK. lIpm 3TOM coOmromaroTcs mpaBmiia
yIOTPeOICHHS POTTUCHBIX U CTPOYHBIX OYKB, MPUCYIIHE HCXOTHOMY SI3BIKY.
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APPENDIX 11

CoBeTbl HAYHHAIOIIEMY TEXHUYECKOMY IepeBOTYHKY L,

Pekomendyemca:

OnuparbCcs B MEPBYIO OYepeb HA JOTHMKY M KOHTEKCT, U YXKE€ 3aTeM Ha
CJIOBapb.

CTpeMUThCS K MaKCHUMaJIbHO TOYHOMY BBIOOPY CIIOBA.

AHanu3upoBaTh NPEIJIOKCHUS HE TOJIBKO Ha CHHTAKCUYECKOM, HO W Ha
JIOTUYECKOM YPOBHE, YTOOBI TPABUIIBHO PACCTaBJIATh AKIICHTHI.

YcTpaHITh HEMpUEMIIEMbIC 1O HOPMaM PYCCKOTO S3bIKa aHTJIUHCKHE
JTAKOHUYHOCTh U UMITTUKAIINH.

Pa30uBaTh AIMHHBIE TPEII0KEHUS.

YcTpaHsITh OYEBUIHBIE CAHOHUMBI.

PacmmdpoBriBaTh a00peBUATYPHI.

[lepeBoauTh oOmMucaHue pPHUCYHKOB M TrpadUKOB, a TakKe TaOJIHUIIbI,
oOpamiasic K OTHOCAIIEMYCSI K HUM TEKCTY, a TEKCT — CBEpSSCh C
pUCyHKaMu, TpaukamMu ¥ TaOJIHIIAMHU.

3aroyioBKM MEPEeBOUTH B MOCIICTHIOI OYEPEIb.

Berpewasice ¢ MHOTO3HAYHBIMH CIIOBaMH, HE TOJAraThCsl HAa MaMsTh H
oOpaIartbest K CJI0Bapio.

CrneauTh 32 CBOMM CTHJIEM HU3JIOKECHHUS.

[IpoBepsaATh «HamMMCaHHBIE C XOOY» CJOBa, B KOTOPHIX HE YBEpEH, IO
CJIOBapIO PYCCKOTO SI3BIKA.

Nmers mpencraBieHWe O CHCTEMax CAWHHUI] HW3MEPEHUS U TPpHU
HEOOXOIMMOCTH TIEPECUUTHIBATH PA3MEPHOCTH.

Yurtarh CTaThl B POCCHICKUX HAYYHO-TEXHUYECKUX >KypHanax, oOpaias
BHUMaHHE Ha CTWJb U3JOXKEHUS H CIOBOYNOTpeOJeHHE B OTOH
TUTEepaType.

3akaHuuBaTh pabOTy COOCTBEHHBIM  pefakTupoBaHueM. (Bpewms,
3aTpayrBaeMoe Ha PeJaKTUPOBAHKE, HEBEJIMKO, HO JTOCTUTAeMbIl 3P (dEKT
OTPOMEH: YTOUYHSIETCS CMBICII, YHUDHUITUPYIOTCS TEPMUHBI,
O0OHapY’KUBAIOTCS MPOMYCKH, YCTPAHSIIOTCS TJIa3HBbIC OMTUOKH, TUTH(YeTCs
CTUJIb.)

1 Knumszo, 5.H. Pemecno mexuuueckozo nepeoouuxa. — M.: P.Banenm, 2006. . — C. 465-466.
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He pexomenodyemca:

[lepeBoauth OyKBajabHO (T.€. MEPEBOAMTH CIOBO CJIOBOM, KONMPOBATH
CUHTAaKCUC, 3a0bIBaTh O PA3HOM JIEKCHMYECKOW COYETaeMOCTH B JBYX
A3BIKaX U O Pa3HOM YIIPaBJICHUM ).

Crneno BepUTh TEKCTY OpUTHHANa (BO3MOXXHBI OTOBOPKM aBTOPA, OIMKUCKH,
HapyLIEHUs JOTUKH).

Creno BepUTH CIIOBAPSIM.

3anpewiaemcs:

BricTynaTe B pojii caM0O3BaHOTO COABTOpa (IOMOJTHATH aBTOPA, MOSCHATH
B CKOOKax MBICJIb aBTOPA).

BBOauTh OTCYTCTBYIOIIME B OpHUTHMHANIE KAaBBIYKH W «CIACUTEIBHBICY
CJIOBA «TaK HA3BIBAEMBII».

CaMOBOJIbHO BBOJUTH CHHOHHMBI TEpMUHA (M3 COOOPaKEHUS «HE
HACKY4HTh» YUTATEIIO).

Omnyckath HEMOHITHBIE PPArMEHTHI TEKCTA.

OCTaBIIATh HEMOHITOE U MEPEBEJICHHOE HAayraJ MECTO, HE TOIBITaBIIUCH
POKOHCYIBTHPOBATHCS CO CHEITHATUCTOM.
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APPENDIX IV

CaoBa u ¢pa3pl, HeoOX0AMMBIE IS CTPYKTYPHUPOBAHHOIO CKATHS TEKCTA
Article; Paper; Monograph; Summary; Extract from a monograph; Short ab-
stracts; Report.

1. The author is...

the authors are...
It is written by a scientist (a group of scientists) and his co-workers

2. It is published in a special journal (magazine)

printed in a periodical

issued in an annual collections of works in 2017
in a scientific edition

It may be found on the web-site

3. The article consists of some parts

combines
comprises
is divided into

4. These parts are: summary, introduction, discussion, results, ac-
knowledgments...
5. The main idea of the article

The main idea of the article is...

The paper is about

The paper is devoted to...

The material deals with

The article touches upon...

The paper attracts the readers’ attention by...

The article gives prominence to...

The research treats and discusses ...

The purpose of the publication is to give the reader some information
on...

the aim of the paper is to provide the reader with some material (data)
on.

6. The contents of the article. Some facts, names, figures.
a) The author starts by telling the readers (about, that...)
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he depicts...

b) The author writes (states, stresses, thinks, points out...)

The article describes...

c¢) According to the text...

Further the author states (reports) that...
The article goes on to say that...
Next/subsequently he reports on...
Finally/ at the final stage he sums up...

d) In conclusion...
7. The author investigates, (observes, reports, studies, gives the new idea
of, informs the readers on a new approach to)

the problem (of)

observation,

data

discussion

the author proves that (agrees to, with; disagrees, contradicts to, relies
on /upon/ the

point of view, supports an idea of, develops the theory of, gives a
new light to)...

8. To support his idea the author appeals to...

brings some data(equations, plots, formulas, opinions)...

9. It appears that...

It turns out that...

10. The main idea of the author is the following

His main interest is focused on; He deals with....; He highlights...

11. The results are in a good agreement with a (famous, popular, fruit-
ful, authorized) theory...

12. The article is well illustrated with pictures (figures, plots, tables,
equations, formulas, opinions.)

13. The article seems to be convincing arguments seem to be poor/ rea-
sonable /controversial/disputable.

14. The results given (described, studied, discussed) are pure theoreti-
cal, practical, may be applied (used) in...
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	Defining “Negotiation”
	A negotiation is a process of two or more people/parties coming together to reach an agreement. The agreement should be for mutual benefit and the aim is to find constructive and creative solutions to problems
	Any resolution of a negotiation therefore must be perceived as being of mutual benefit to all concerned. A negotiation in which only one side can claim victory should be deemed to have failed. The reason is simple – if there is a long run, the ‘losing...
	The answer to what can seem insoluble at the beginning of the process is to create an environment in which - for the sake of seeking solutions - everything can be regarded as open for discussion. By this means unusual and creative solutions can be dis...
	Importance of Negotiations
	Negotiation touches all aspects of a business: sales contracts, purchasing contracts, internal decision making and resource allocation, labour relations, joint ventures, licenses, etc. Take place at all levels: from the individual contract to global a...
	The value and quality of agreements can have a critical impact on corporate performance.
	We tend to think of negotiation being confined to political and high-level management arenas. However, away from the media spotlight, negotiations are going on all the time and for the participants the issues can be just as critical.
	Why do we need to negotiate?
	Negotiation arises from our drive to achieve goals (personal, social, political, work-related) when there will be always be obstacles involving the goals of others. This can stem from:

