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METOAUKA HABYAHHA HAMMMCAHH4A O1J10BOro JIMCTA CTYAEHTIB BH3

MNetnboBaHa J1.J1., K. nen. H., OOUEHT
kadenpu iHoO3eMHUX MOB

XMesIbHULUBbKUN HalioOHaJIbHUN YHIBEPCUTET

Y cTarTi po3mIHYTO NPoGIeMy HaBYAHHS HAIMCAHHIO ALIOBOTO JIMCTA aHIIIHCHKOI0 MOBOKO CTYICHTaMH
BH3. Bu3sHaueHO OCHOBHI CKJIaHOCTI, 3 SKUMHU CTHKAIOTBCS CTYACHTH Tl 9aC HAMMCAHHs J{IIIOBOTO JIMCTA.
3anpornoHOBaHO METOIMKY HAaBYAHHS HAITUCAHHIO IJIOBUX JIUCTIB.

Knwouogi cnoea: nucemne mosnenns, oQiyiiino-0inosa cghepa, mekcmosuii Mamepian, peyenmusHi 6npasu,
PenpoOyKmMusHi 6npasu, penpooyKmueHO-npoOyKMUeHi 6npasu, nNpoO0yKMUeHI 6Npasi.

B craree paccMmoTpena mpobiema o0ydeHHs HAlMCAHWIO JETOBOTO MUChMa Ha aHTIIUHCKOM SI3BIKE CTY-
JneHTaMu By30B. OmpesiesieHbl OCHOBHBIE CIIOKHOCTH, C KOTOPBIMH CTAJIKWBAIOTCS CTY/IEHTHI IIPH HAIMCaHUU
nenoBoro nuckbMa. [Ipeanoxkena Metonuka 0Oy4eHUs] HATMCAHUIO JICIOBBIX TTHCEM.

Knrwouesvle cnosa: nucomennas peusb, ouyuanvbHo 0enosas cepa, mekcmosviil Mamepuai, peyenmusHsie
VIPadicHeHus, penpoOyKmueHvle YNPAMNCHEHUS, PeNnPOOYKMUBHO-NPOOYKMUBHbIE YNPAICHEHUS, NPOOYKIMUGHbLE

VNPAXHCHEHUS.
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The article covers the problem of teaching writing business letters in English by university students. The
main difficulties faced by students when writing business letters have been identified. The method of teaching

writing business letters has been offered.
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MocTtaHoBka npoonemu. CTpimke 30ib-
LUeHHsa obcariB i TemniB 0OMiHy iHdopmalLli-
€10, NPUCKOPEHUN PO3BUTOK KOMIM’ IOTEPHOIrO
3B’S13KYy — FOJIOBHOr0 iHCTPYMEHTY Npodecin-
HUX KOHTakTiB — BMBeNu B cepeduHi 1990-x
pPOKiB MMCbMOBY KOMYHIiKaLl0 Ha nepLuni
nnaH. lNMpu 306epeXeHHi BaxXMBOCTI i LHHO-
CTi YCHOro CniflkyBaHHA CbOrodHi «MNpPakTU4HO
80% iHdopmauiriHOro obmiHy B cdepi HayKu,
TEXHIKWN | TEXHOMOrIN 9K ycepeauHi opraHiaa-
Li, TaK i MiXX HUMU 30iNCHIOETBCA 3a AOMOMO-
rol TeNnekoMyHikauii, a came B NMCbMOBOMY
BUMNA».

HesBaxalo4n Ha Te, WO TenedoH i Tene-
rpad 3Ha4yHO 3BY3UIM cdepy MNOoLUPEHHS
JINCTYBAHHS | CTann KOHKYpPyr4MMm 3acobamm
3B’'AA3KY, NIUCT 30epirae CBOK cwuy i B HaLi
[OHi: B couianbHO-NOOYTOBIN cdepi, 30Kkpema,
3aBOsIKM TOMY, WO BiH € HaMOOCTYMNHIWWUM i
HalaeweBWNM 3acob0M KOMyHikauii posgi-
JIeHUX y npocTopi nogen, a B NnpodecinHo-
OiNoBin TOMYy, WO JIUCT — Ue OOKYMEHT.

BenunyesHy posib y cydaCHOMY MiXHapOA-
HOMY [i/IOBOMY >XWUTTi BigirpatoTb i poO3Mo-
BU no TenedoHy. Ane, TUM He MeHLle, came
OOMiH nucTtamMmu (He3anexHo Big, TOro, SAKUM
YMHOM BOHM MepecunalTbCd — 3BUYAMHOO
ab0 eNneKTPOHHOI0 MOLITOI Y1 3a AOMNOMOroo
Tenedakcy) 3anuiaeTbcs Harbinbll eKOoHO-
MiYHUM | onepaTtMBHUM cnocobom nepepa-
Y4i N oTpuMaHH4 iHdopmauii. | Hao3BM4anMHO
BaXK/INBO Te, HACKIiNbKM NPaBUSIbHO HaMMCcaHo

nCT. Y Mi>XKHapOOHOMY NIMCTYBAHHI Lie 3Hayun-
MO BTPUYi. 3a iHWKWX PIBHUX YMOB (Maw4n Ha
yBa3i HacamMnepen 3MiCTOBHY CTOPOHY JINCTa)
ycnixy Oo6’eTbCa TOW, XTO NULIE CBOi NUCTK
3 ypaxyBaHHSAM BCiX npaBwufl, HOPM i CTUJIB,
NPUAHATUX B Mi>XKHAPOAHOMY JIMCTYBAHHI.

Ha anb, 4Mcno niogen B Hawlin kpaiHi, aKi
BiJIbHO BOJIOAIIOTb AHMNINCbKOK® MOBOWO, O0
cux nip He Benuka. A Tux, XTO MOXe rpaMOTHO
BECTU Ai/I0OBY Nepenncky Ha MOBI, ika Cborof-
Hi € IHCTPYMEHTOM MIXXHAapPOAHOro CnifIkyBaH-
HSl, LLe MeHLLe.

HopMK yCHOro MOBJfIEHHS Oafieko He 3aBX-
AN 3aCTOCOBHI B JINCTYBaHHi. JIMCTyBaHHIO
€N1eKTPOHHOIKD MOLUTO MNPUTAMaHHUA  CBIl
CTUNb. Y AOiNOBI KOMYHIiKaLUii OOTPUMYIOTbCS
pi3Hi piBHI cybopamHauii. IcHylOTb npaBuna
NMMCbLMOBOI0 CniJIKkyBaHHA 3 HE3HanoMuUM i 3
JaBHIM MapTHEPOM, MNOPAOAOK 3BEPHEHHA 00
KOMMaHii 3arasiom i 4O okpemMoi ocodbu, Ao 4o-
NIOBiKA i OO XiHKW i T. A.

dopmMyBaHHA HaABWUYOK i BMiHb MOBJIEHHE-
BOi KOMYHIKaLLii € MPOBIAHO METOIO HAaBYAHHY
iHO3EMHMM MOBaM 3arasioM i aHrAincbkoi 30-
kpema. Lle HabyBae 0cobAMBOI aKkTyaslbHOCTI
B TUX BMMagkKax, Koaum MoBa iae npo OBOJIO-
DiHHA Npodecieto, Aka nependadvyae BONOAIHHS
AHININCbKOK MOBOIO ANS 3AINCHEHHS Ppob0TU
3a daxoMm. Takox chig 3a3HaunTK, WO nopan
3 YCHMM MOBJIEHHSM B psidi BMNaaKiB Heob-
XigHe i OBOMOAIHHSA NMUCbMOBUM, MPUYOMY Ha
TOMY PiBHi, AKMiA 4O3BONMB OM MaNnbyTHIM BU-
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MyCKHMKam BY3iB 34iNCHIOBATN NOBHOLLIHHE fi-
JloBe CnifIkyBaHHS Ha MOBI, WO BMBYAETHLCH.
Llinkom nigtpumyemo J1.IM. depnopeHko, Lo
MACEMHE MOBNIEHHSI € BTOPUHHUM CTOCOBHO
[0 YCHOro, a HaBMYKM Ta BMiHHA MUCEMHO-
ro MOBNEHHS (POPMYIOTLCH Ha OCHOBI HasiB-
HUX 3OiOHOCTEN YCHOI MOBHOI KOMYHiKau,i, i ii
MOBHOUIHHE (OPMYyBaHHSA i PO3BUTOK € 3amno-
PYKOIO PO3BUTKY 3iOHOCTEN MMCEMHOro MOB-
JIEHHS Ha MOBI, WO BMBYaETbCA [3, C. 45].

HeobxigHO Big3HauYuUTK, WO HaABYaHHA aHr-
NINCbKOI MOBW CTYOEHTIB, 4nd npodecinHa ai-
SANBLHICTb TICHO MOB’sAA3aHa 3 BUKOPUCTAHHAM
MOBJIEHHEBMX HABMYOK i YMiHb, € HEBIO EMHNM
enemMeHToM ¢dopmMasnbHOi NiAroTOBKU i NMOBUH-
Ha HOCUTWM KOMIMJIEKCHWUI XapakTtep. BeeneH-
HS B HaBYaNbHUI Npouec aucuunniHn «inosa
aHrnincbka MoBa» € PilLEHHAM LbOro 3aBOaHHs.

Lle nepenbavae, cepepn, iHWOro, i po3Bu-
TOK 34iOHOCTEeN A0 AINOBOro ChifIkyBaHHA K
B YCHIl, Tak i B nncbMoBin ¢popmi. OgHak He-
3BaXkalo4ym Ha Te, WO OCTaHHIM Yacom rno4a-
N BUKOPUCTOBYBATUCS HaBYasibHi MOCIOHUKN
Ta MeTOOMYHI KOMMNEKCU HOBOIO MOKOJIHHS,
aHani3 ycnilwHOCTI CTYOEHTIB nNokasye, Wo ro-
BOPWUTU NPO MNOBHOLHHMA PO3BUTOK MOAIOHMX
YMiHb repegyacHo.

AHani3a ocTtaHHix gocnip)XeHsb i nyonika-
Winn. JOUinbHICTb i akTyanbHICTb PO3POOKN i
CTBOPEHHA nNporpamMm niaroToBKKM MoOsodi Ao
XNTTS B HOBUX YMOBax NiATBEPOXYETbCA Oa-
HUMW psay AOO0CAIOHWMKIB OCTaHHIX POKIB, SKi
BMBYaNM npobnemy HaBYaHHS AOi10BOro cnif-
kyBaHHA (M.I'. CokonoBa, A.l. Tawopcbkui,
I.B. lNMaBnosa).

M.I. CokonoBa (1997 p.) B cBOili pobOTI
BUAiNMNa Take BMIiHHA, 9K BeOEeHHS OiNnoBUX
neperosopis. A.l. Talopcbkuin (1994 p.) 3a-
MMaBCH MUTAHHAMM NiArOTOBKM MeEHeOXepiB.
[.B. MaenoBoto (2000 p.) po3pobneHo Kypc
OiNOBOI aHrMiNCbkoi MOBW 01K CTYOEHTIB, B
SIKOMY, X04a i NpuUAaINgeTbCa yBara AOiioBUM
nvuctam (pani — AJ1), ogHak npouec HaBYaHHS
B OCHOBHOMY OyAyeTbCH Ha Pi3HMX BUAax 4Yum-
TaHHS aBTEHTUYHUX TEKCTIB AiSI0BOro 3MiCTy.

BuByeHHa neparoriyHUX i MeToauy-
HUX poOiT (T.M. Jlasapenko, |.B. lNaBnosa,
M.I". Cokonosa, A.l. Talopcbknii Ta iH.), HaLdi
CMNOCTEPEXEHHS Ta pe3ynbTaTh aHKeTyBaHHS
CBig4aTb NpO Te, WO CTYAEHTM OPIEHTOBAHI Ha
MarbyTHIO NPOMdECiViHY AiaNbHICTb Yy AiNOBUX
chepax: NiagnPUEMHNLBKIN, ynpaBniHCbKINA, iH-
XXEHEPHO-EKOHOMIYHIMN.

NocTtaHoBka 3aBgaHHA. MeTa cTaTTi nons-
rae y BU3Ha4€eHHi OCHOBHUX TPYOHOLLIB, 3 KW-
MW CTMKAKTbCA CTYAEHTW Nig Y4ac HanMCaHHSA
OJ1 Ta 3anponoHyBaTn METOAMKY HaBYaAHHS iX
HarnMMCaHHIO.

Buknap, ocHOBHOro martepiany pochni-
O)XKeHHa. Baxnmeum enemeHtoMm oQdiuin-
HO-A4iNnoBOI chepu, 9k Oyno ckasaHo BULLE,

€ KOPEeCnOHAEHLjis B piBHUX dopmax: JINCTK,
dakcun, Tenerpamm, eNeKTPOHHI NOBIAOMIEH-
H4. BMiHHA nMMcemMHOro MOBJIEHHA B JaHun
yac WMPOKOo 3aTtpebyBaHe aK y NMpodecinHii,
Tak i B CyCnifibHIN cdepax OisasibHOCTI.

EnictonapHuin xaHp nepenbayae AMcTaH-
LiiHe CMifKyBaHHSA 3a A0MNOMOIOK HarnmMcaHHS
nnCTiB pi3Hux BUAiB. Ha oymky J1.B. HuxHMKO-
Ba, IKOro MiATPMMYIOTb 6arato BY4EHUX, INCTA
noainsloTbCd Ha Tpu BUAM: OQIUINHO-AiINo-
Bi, MpuBaTHi O@iUirHi i NnprBaTHi HEOILLNHI.
[J1 B cydyacHy enoxy 3anmualTbCa BaXXIMBUM
oxepenom iHpopmauii 1 MaloTb psafd nepesar
NOPIBHAHO 3 iHWMMM 3acobamMn AinoBOi KOMY-
HiKauii: BOHM QIKCYIOTb IHDOpMAaLLiD, Ha SKy
MOXHa nocnaTtucs 3rogom, MoxXxyTb OyTu 3a-
cobomM nepepadi KOHPIOEHLUIHOI iHpopMaLlii
Ta OaloTb MOXJIMBICTb BECTU CKIaOHi N Tpyao-
MICTKi CcripaBu, KOJIN yHaCHUKN eniCTONSAPHO-
ro CrinkyBaHHA MOXYTb nepedyBaTn B Pi3HUX
MicTax i KpaiHax. [MpuBaTHi o®iuinHi NnMcTn xa-
pPaKkTepusyrTbCs 0COONMBMM Crocobom ne-
penadi iHpopmaLliji: BOHM BigobpaxaloTb nes-
HY CUTyaUuito | BIOPISHAIOTLCHA EOHICTIO TeMWU,
ocobnmBmMM rpadiyHUM O0DOPMIEHHSM, KOM-
NO3ULINHOK MOOYA0BOID, AOKYMEHTAsbHICTIO
i BUKOPUCTaHHSAM 3aCc06iB MOBHOIO €TUKETY,
SIKUW, B CBOK 4Yepry, € HEeBiA’EMHOK 4acTu-
HOIO OQILINHO-OINOBOr0 CTUAKD aHrAINCbKOI
MoBM [2, c. 86].

BinbLocTi ManbyTHiX daxiBLUIiB, AKMMU € HaLL
CTYLEHTU, Y CBOIN MNPaKTUYHIA Oi9NbHOCTI O0-
BOOUTBLCS CTUKATUCS 3 IMCTaMM NepLUmMX ABOX
BuAaiB: odilinHO-OinoBMMK Ta NpUBaTHUMN Odi-
uinH1uMmn. OcobnmMBo cnig, Bia3Ha4YUTM TOM pakT,
O B HaLl Yac posib KOMYHiKaLii 3a 40NOMOrot
JINCTyBaHHA B [i/IOBOMY CBIiTi 3Ha4YHO 3pPOC-
na. e nos’a3aHo, Hacamnepen, 3 PO3BUTKOM
BUCOKUX TEXHOJOrin, NpoBigHE Micue cepepn
AKMX HaNexXmTb Mepexi IHTepHeT, gKka He Tilb-
KM CNpOoCTUNa OinoBe ChifikyBaHHA, a W Hagana
©e3ni4 HOBUX MOX/IMBOCTEN AN19 CMiSIKyBaHHS B
npoueci NpodecinHoi AigNbHOCTI.

Cnig, nigkpecnuTtun, WO AinoBe ANCTYBaHHSA
BIAPIBHAETLCA PALOM JIEKCUHHUX | CTUNICTUNY-
HUX ocobnuBocTeln. li Bigpi3HATL iHdopMa-
TUBHICTb, 3 0JHOI0 BOKY, i TAKOHIYHICTb — 3 iH-
woro. lMNMpn ubomMy 3rigHO i3 3aKOHO4ABCTBOM
OiNbLIOCTI PO3BUMHEHUX [epXaB CBIiTYy rpa-
MaTWYHi MOMUIKM ab0 CTUMICTUYHI HemOoniku
nos6asnaTb AJ1 opuanyHoi cunu. Y 3B°a3Ky
3 UMM CTa€ O4YEeBUOHUM, LLLO HABYAHHS enicTo-
JNIFAPHOr0 XaHpy CTYAEHTIB Mae BKKOYATU 3HA-
MOMCTBO 3 MOro CTUAICTUYHUMU OCOBNMBOC-
TaMn, 36arayeHHs CNOBHMKOBOro 3anacy, a
camMe TePMIHONOrIYHOI eKCUKK, a TakKoX ne-
pendadvatn npakTu4Hy poOOoTy Hag cknagaH-
HAM TEeKCTIB pi3Hux [J1, akii B ubOMY NpOLLECI
MOBMHHA BIABOAUTUCS MPOBigHA POJib.

JIncT — ue BMiHHS BUCNOB/OBATM CBOI AyM-
KM B NMCbMOBIN OpMi, AOTPUMYKOUNCH Mpa-
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BN opdorpadii Ta nyHkTyauji. Cepen BuaiB
LiNoBOT KOpEecnoHAeHLUii Ha iHO3eMHin MOBI
MOXHa BUOININTU HACTYIMHI:

— pes3omMe, CynpoBigHi Ta pekoMeHOaLiHi
nnctm (CV and covering letters);

— NepenkoHTpakTHe NNCTyBaHHSA (UCT-3a-
nAT,  NUCT-NPONO3uuid,  JINCT-3aMOBJIEH-
HA, NUCT-NiaTBEPOXEHHd) (enquiry letters,
proposals, orders, confirmations);

— NMCTU-noBigomMneHHs (notifications);

— nuctu-pexknamadii (letters of complaint);

— JINCTW Ha Pi3Hi BUNagKn (NpuBiTaHHA, No-
nsaKkn, 3anpouweHHd) (congratulations, thank-
you letters, invitations);

— OOroBOpM, KOHTPaKTU
contracts);

— dopmMu iMMIrpauinHnx KapTok, peecTpa-
uinHMx kapt B roteni (immigration cards,
registration cards).

B paHuin yac nNpuUnHATO BUAINATU OBa OC-
HOBHUMX NigxXxogM OO0 HaB4YaHHA iHLWOMOBHO-
MY MUCEMHOMY MOBJIEHHIO: MOAENb, Opi-
€HTOBaHa Ha npoaykt (product-centered
approach) — nncemHe MOBJIEHHEBE MOBIAOM-
neHHs (TeKCcToBMi nigxia), i mooenb, OpieH-
TOBaHa Ha NpoLec CTBOPEHHA MOBJIEHHEBOIO
TBOPY B NMMCbMOBIN popmi (process-focused
approach). Buxogsum 3 toro, wo gns AJ1 oco-
61MBO BaxnMBi dOpPMasibHI XapakTepPUCTUKN
TEKCTY, MU MPOMNOHYEMO MOKNACTU B OCHOBY
HaBYaHHA Mepwuin MeTon, TOOTO LWsx Bif
aHanisy TekcTy-3padka (nNpuv MNOCTYyNnoBOMY
3MEHLLUEHHI ONopu Ha 3pas30oK) A0 CTBOPEH-
HA CaMOCTIMIHOrO MUCEMHOr0 MOBiOOMIIEH-
HA. BHacnipok uboro BenMKe 3Ha4YeHHsa AN
HaB4YaHHA HanwucaHHa [J1 mae Bigdip TEKCTIB.
TekcToBUIA MaTepian NOBMHEH OYTK peTenbHO
BimiOpaHuM. TekcTn-3paskm NOBUHHI Bigobpa-
XaTn NeKCU4Hi, dpaseonorivyHi, rpamMaTuyHi
ocobnueocTi, xapakTepHhi ana OJ1. IHpopma-
Lis1, 9Ky MIiCTATb TEKCTW, MOBUHHA BignoBigaTu
HacTYNHMM BUMOIraMm:

— HasiBHICTb HOBW3HW B MparmMaTU4YHOMY
nnaHi, To6To BCe Te HOBe, L0 CTYOEHTU fi3-
HalTbCA 3 TEKCTIB, MOBUHHO CNyryeatun ma-
TepianoMm ONns NisHaHHS €THOCOLLIOKYJ/IbTYPHOT
peanbHOCTi, Ha GOHI AKOi BiAOYBAETLCS MiX-
KYNbTYPHE CMiNKyBaHHS;

— OpIEHTYBAHHA Ha iHTepecu i noTpebu
ctygeHTiB [1, c. 73].

AHani3 nMocibHWKIB Ta NigpyyHUKIB, AK Bi-
TYUBHAHUX, TaK i 3apyOiXHMX, Nokasas, Lo
BOHM MICTATb PI3BHOMAaHITHI 3pasku OJ1, oa-
HaK cucTema BnpaB MnoTpebye [JOMNOBHEHb.
Hanvactiwe yknagadi tTmx 4u  iHwmx HMK
HEe MpPOBOAATb rPaHi MiXX KOMYHIKaTUBHUMU
i YMOBHO-KOMYHIKATUBHMMW BMNpaBamMu, He
BKJIIOYAlOTb BMpaBu, cnpsiMOBaHi Ha ¢GopMmy-
BaHHHA BMiHb 3iCTaBnaaTn dakTu, KOMeHTyBa-
TN iX, aprymeHTyBaTu, BuKnagatu martepian/
dakTn 3B’A3aHO Ta NMOCnigOBHO.

(agreements,

Mwn BBaxaemo, WO cucTema BrpaB MoO-
BMHHA BKJ/IOYATM PeuenTuBHI Ta eKCNpPeCuBHi
BMpaBu, OCTaHHi, B CBOIO 4Yepry, MOXyTb Mo-
OinaTnca Ha penpoaykTUBHI, PernponykTuB-
HO-MNPOOYKTUBHI Ta NpPOAYKTUBHI. Ha Hawy
OymMKy, noaibHa knacudikauia kpaile Bino-
Opaxa€e MCMXONOriYHNUIA NpPOoLEeC 3aCBOEHHS
MaTepiany Ha OCHOBiI TEKCTOBOro nigxody Ta
XapakTepucTUKy BMpaB 3a CrocoboM BUKO-
HaHHS. PO3rngHemMo gaHy CUCTeMy BrpaB Ha
npukaagi cynpoBigHOro nucra.

1. PeuentuBHi BnpaBu, HanpasieHi Ha
CMPUMNHATTA TEeKCTy-3pa3ka Ta Ha MNOoro Ha-
CTYNMHUA aHanis. MeTolo OaHuMX Bnpas € BU-
SIBIEHHA Ta YCBIOOMJIEHHS CTyOEeHTaMU OCO-
OnMBOCTEN 3MICTY, MOBJIEHHS, CTUAO Ta
ocdopmneHHsa [J1, Bkaya4m COLIOKYNbTyp-
HUN KOMMOHEHT.

Jlo koMniekcy Mn BKJIIOYMNN AekKinibka pe-
LENTUBHMUX BrpaB, HanpasfiEHMX Ha aHanis
CTPyKTYypu Ta ctunto AOJ1, Ta ogHy Brnpaesy, Ha-
npaBfeHy Ha 03HaMOMJIEHHS 3 0COBMBOCTS-
MW aHMINCbKOro Ta aMepuKaHCbKOro BapiaH-
TiB AJ1.

Brnipasa 1

Match the number with the name of the
part of the letter.

BnpaBa 2

Read the following letters. Letter A is an
application letter for a job and Letter B is a
letter to a friend. Then answer the following
questions:

— What is the purpose of writing these two
letters?

— What is the difference between the
application letter and a letter to a friend?

(Compare their structure, content, words
and expressions used in each of them)

BnpaBsa 3

Match the forms of address 1-4 to the
people a—d.

1 Dear Sir or Madam

2 Dear Mr Smith

3 Dear Ms / Mrs / Miss Biggs

4 Dear Pierre

a. a man whose surname you know

b. someone you know quite well

C. a person whose name you do not know

d. a woman whose surname you know

Bnpasa 4

Read the covering letter below and answer
these questions.

a. What job do you think the writer is
applying for?

b. What kind of organization does he want
to work for?

c. How well does he ‘sell’ himself?

BnpaBa 5

The letter is divided into four paragraphs.
In which paragraph (1-4) does he:

a. state his enthusiasm and interest?
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b. say when he could be interviewed?

c. show that he knows something about the
organization he wants to work for?

d. say how he heard about the job and
state his interest in it?

e. describe his practical work experience?

f. include details of experience or relevant
skills?

BnpaBa 6

Read two letters. Mark the letter in an
American variant of the language. Underline
all differences that you will find out between
two letters.

2. PenpogykTtuBHi BnpaBy — L€ BNpasn 3
MaKCUMasIbHOIO OMopolo0 Ha 3pas3ok. Lle mo-
XyTb OYTM BApaBM Ha 3arMOBHEHHS MPOMYCKIB,
DOMOBHEHHSA peyeHb, 006’eQHaHHS peyYeHb B
abs3auun, noriyHe neperpynyBaHHSA pe4vYeHb B
ab3auun. HasgBHICTb KOMYHIKaTUBHOIO 3aBAaH-
HA Yy BrpaBax AaHOro Tuny He 0OOB’A3KOBA.
MeTol OaHuX BrpaB € OBONIOAIHHA MOBJEH-
HEBUM MaTepianioM Oas Nocnigy4yoro CTBO-
PEHHA BNACHOr0 BWCJIOB/IEHHA, TPEHYBaHHS
CTPYKTYPW, NYHKTYyaUiMHUX Ta CTUNICTUYHUX
ocobnunsocTtein [J1, a TakoX BMiHHS NOCNigoB-
HO BUKIadaTn 3MICT.

BnpaBa 1

You write a letter to a firm and you address it:

a) to a concrete person in a firm

b) rather to a firm than to an individual

Write your salutation and a complimentary
close for each of these cases.

BnpaBa 2

Rewrite the letter arranging all its parts in
a logical order.

BnpaBsa 3

The sentences given below have been left
out of the following letter. Rewrite the letter
putting the sentences back in appropriate
places.

BnpaBa 4

From the previous exercises write out at
least two sentences that help to express the
following ideas:

— 4 x0TiB 61 NpMNTK Ha cniBbeciny;

— 9 Malo BignoBigHy kBanigikaLito;

— & XO4y ogepxaTtn nocaay.

BnpaBa 5

Fill in the gaps in the letter using the words
from the list below.

BnpaBa 6

Rewrite the letter correcting mistakes that
have been done in all parts of the letter. It
can be both mistakes in style, grammar and
in punctuation [4, c. 36].

Jocutb Benuka KinbkiCTb penponyKTUBHUX
BrpaB NOSICHIOETbCA TUM, LLIO Ha NpuUKNaai cy-
MPOBIAHOro Nnucta — nepwomy suay AJ1, akuin
BMBYaKOTb CTYAEHTU — BOHW 3aCBOIOIOTb Xa-
pakTepHi ocobnueocTi OJ1 3aranom. B iHLWKX
KOMMeKcax 4acTka LUuMx BNpaB MeHLla.

3. PenpoaykTnBHO-NpoayKTUBHI BripaBu
HaUifIeHI HA BUKOPWUCTAHHS CTyOeHTamMu npu
CKNlagaHHi TeKCTiB Marepiany, sKMin BOHWU 3a-
CBOI/IN B nornepeaHix snpasax, ongd BUpiLLEH-
HS KOMYHIKaTUBHMUX 3aBAaHb B 3a0aHUX CUTY-
aLisx 3a HagBHOCTI onop. BukopmncToByloTbeH
Pi3Hi onopw: BepbanbHi (KNto4oBi cnosa, dpa-
31 Ta BMpasu, NnaH) Ta BepOasibHO-BUHAXIOHI
(noriyHa cxema BWUCJIOBIIOBaHHS, OroOJIOLLIEH-
HS1). IX METOI0 € BOOCKOHANEHHSI BMiHHS NOriy-
HO, 3B’A3aHO CcknagaTtun TekCT JncTa, AoTpu-
MyBaTUCb CTUIIIO, NPaBUIIBHOIO OPOPMIIEHHS;
GOopMyBaHHA BMiHb OOBOOUTU Ta aprymMeHTy-
BaTW (0159 nucTa-ckapru).

Bnpasa 1

Here is a letter of application for a job
written by your friend. He asked you to correct
some mistakes that he had done. There are
no grammar mistakes, but there are mistakes
of other kinds:

the punctuation is wrong;

— the style is too informal;

— some of the information is irrelevant;

— conventions are broken, e. g. of address,
salutation, position of sender’s name.

There are similar mistakes on the envelope.
Correct them.

In pairs, study it carefully and discuss
the mistakes. Then write the letter of
application for a job. Include where you
saw the advertisement, and say briefly why
you are interested in the job and what your
qualifications are. Conclude by asking for
further details and/or an application form.

BnpaBa 2

Read the following advertisement and
then the sample answer below. Discuss with
a partner what the main problem with the
answer is. Then work together and rewrite it
in a more appropriate way.

Bnpasa 3

You help your friend to write an application
letterfor a job. You have already written a
rough copy of the letter and now you have to
write a final variant. So read the rough copy of
an application letter. Rewrite it, reorganizing
the notes into the right order. Correct the
mistakes in the letter. Add the information you
think can be necessary here and exclude all
unnecessary things.

BnpaBa 4

You see the following job advertisement in
a local newspaper. You are quite interested
but would like some extra information.

Read carefully the advertisement and the
notes which you have made below. Then write
your letter:

a) saying why you think you would be
particularly suitable for this job;

b) asking for extra information as suggested
by the handwritten notes below.



Ilemaroriuni HAayKU

BnpaBa 5

You have found a position of a guide with
English-speaking tourists. Some days ago
you have written the begining and the end
of the letter. And now you decide to write an
appropriate body of the letter.

BnipaBsa 6

You are looking for a job of a computer
designer in one of the European companies. You
have to complete the following application for a
job using the cue words provided [4, c. 67].

4. lMpoARyKkTuBHI BripaBy — TPOMOHYIOTb
TBOPYI pilleHHs cuTyauii ctyoeHtammn. BoHu
3abe3neyyioTb HOBU3HY CUTyalLii, NeBHUIA pi-
BEHb MOBMIEHHEBOI aKTWMBHOCTI Ta CaMOCTIN-
HOCTi TOro, XTO nuile, BepbanbHe Ta CTPYyK-
TYPHE Pi3HOMAHITTS NOro BUC/IOB/OBAHD.

MpoaykTMBHI BNpaBm NOTPebyloTb HOBUX
NOriYHO-3MICTOBUX pPilleHb, WO NpuU3BOAsATb
[0 3HAXO0OXEeHHs HelabnoHHNX 3acobiB BU-
paxeHHsa OyMKW, 00 TBOPYMX pilleHb MNpo-
onemu. MeTolo UMX BrpaB € BAOCKOHANEHHS
BMiHb BUKagaTu martepian/daktn 3B’S3HO
Ta NOCNigoBHO, 0bupaTn CTUb MUCbMOBO-
ro NoOBIOOMJIEHHA B 3aneXxHOCTi Big CUTy-
auii CcrninkyBaHHSA, BMIHHSA MnaHyBaTu CBOE
NnoBIOAOMJIEHHS, BMIHHSA MOpiBHIOBATM Ta 3i-
cTtaBnatn @dakTtu, BMiHHA MNOBIAOMAATM Ta
3anuTtyBatn iHGopMauilo, BMiHHS KOMEHTY-
BaTU dBMLLE Ta BUCNOBMOBATU CBOK OyM-
Ky. Li BnpaBn mMaloTb TBOPYUM, NPOAYKTUB-
HUIA xapakTep Ta NOTpPebylTb Bif, CTYAEHTIB
BMiHb BUCJ/IOBAOBATU CBOi AYMKW B MNUCbMO-
Bili dopmi 6e3 BGesnocepeaHbOi onopu Ha
BepbanbHi enemMeHTU. B AKOCTIi OCHOBHUX
napameTpiB MOBJIEHHEBKMX (3a HawO Kna-
cundikauielo — NPoaAyKTUBHUX) BNpaB BUAiNS-
I0OTb TakKOX BMOTMBOBAHICTb MOBJIEHHEBOIO
BUYMHKY, CKJaOHICTb, 3B’A3HICTb MaTtepiany
Ta Hanpy>XeHHsa MUCEeHHs. Hansaxnmeiwnm
3acoboM MOTMBALii HaBYaHHA € cuTyalis.
Mwu Hamarannucb CTBOPUTU MOBJIEHHEBI CU-
Tyauii y Hawux NpoAyKTUBHMX BrpaBax 3a
[OMOMOrol MoaentoBaHHSA NPOBEeMHUX CU-
Tyauin, ski NOBUHHI BUKNMKATW Y CTYOEHTIB
OaxaHHS | HeOOXiAHICTb KOPUCTYBATUCh MO-
BOIO Ik 32COOOM CMinKyBaHHS.

BnpaBa 1

Choose one of the advertisements and try
to write your own application letter.

BnpaBa 2

You have seen the following advertisement
in the newspaper. Write your application letter
expressing your desire to take one of the
position.

BnpaBsa 3

You have a resume that shows vyour
rich experience and high qualification as
an interpreter. Some days ago you saw an
advertisement that offered a position of an
interpreter in Intourist [4, c. 79].

[na cTBOpEHHs1 KOMMAEeKCy BNpaB MM Hama-
rasincb sikomMora MnoBHille npoaHanisyBatn Ta-
K1 BUAO, MOBIEHHEBOI OiANIbHOCTI, K MMCbMOBE
MOBJIeHHS. [na uboro mMm npoaHaniaysanm i-
TepaTypy, NPUCBSYEHY LN NPObAeMi, a Takox
Hamaraaucb ysarasbHUTW O0CBIg, BUKNagadis.
[lo komnnekcy 0ynu BKIIKOYEHI aBTEHTUYHI TEK-
CTWn, §Ki BiANOBinalTb TEMaM, WO BMBHAKTLCS
CTyOeHTaMu B YHIBEPCUTETI 3 ANCUUNIIiIHN «[li-
JloBa aHrniriceka MoBa». Martepianu ong enpas
Oynn B34Ti i3 3apybiXkHMX NOCIOHKMKIB, ane 6yna
3MiHEeHa iXHA NOCMIAOBHICTb.

BucHoOBKM 3 NpoBeneHoro AoCnia)XeHHs.
3 HaBeaeHoro BULE MOXHa 3poduTn HacTyn-
Hi BACHOBKW: HaBYaHHS AiI0BOMY JINCTYBAHHIO
CTYAEHTIB By3y € O0OOB’A3KOBOIO YMOBOIO iX
yCrilWHOI npogecinHOoT iHTerpauii Ha cyyac-
HOMY PUHKY MnpaLi. 3HaHHS 3aKOHIB iHLLOMOB-
HOi AinoBOI KOMYHiKauii 403BONUTL daxiBuaMm
Pi3HMX cdep OpaTn ydacTb Y MiXKHAPOAHUX
3axo00ax, akTMBHIilLE HanarogXXyBaTu 3B’S30K
i3 OisHec-napTHepamu, oTpumaTtn poboTy B
iHO3eMHuX dpipmax abo BiAKPUTU CBOE BrlacHe
cnifibHe NiaNpPMEMCTBO.
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