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Unit |
L etter Layout

W3y4yeHue NeI0oBOr0 aHTJIIMHCKOTO $53bIKa, HCIIOIB3YEMOTO TMpH JCIIOBOM
MepenucKe, JIy4llle BCETO HAYMHATh C YTCHHUS M HAMMHMCAHHUS CaMbIX IPOCTHIX
KOMMEPYECKUX MHCEM, C YCBOCHHUS OCOOCHHOCTEH aHTIIMHCKOW KOPPECTIOHICHITHH.

JlenoBas mepernucka Ha aHTJIMHCKOM SI3BIKE OCYIIECTBIISETCS B COOTBETCTBHH C
ONpEJCICHHBIMA  TPaBWJIaMH,  3aKPEIUVICHHBIMH  TpamuiusMu.  OCHOBHBIMU
TpeOOBaHUSIMH K CTHIIIO JICJIOBOTO MTUChMa HA aHTJIUHCKOM SI3BIKE SIBIISTFOTCS ICHOCTD,
C)KaTOCTh, BEXKIMBOCTH, a TAK)KE CTAHIAPTU30BAHHOCTh, OPUITNATLHOCTh M TOYHOCTD.
JlenoBoe MHCHbMO HA AHTIMHCKOM  S3BIKE OOBIYHO COJEPXKHUT  CICAYIOIIHE
00s13aTeIbHbBIE YACTH.

1. The Letterhead 3aro0BoK (BKJIFOYAIOIIHI MECTO HAMMCAHMS ITUChMA)
2. The Reference Line VYka3zaHue Ha CChUIKY
3. TheDate JlaTa oTnpaBieHus nmuchMa
4. TheInside Address BryTpennuit aapec
5. The Greeting/Salutation  O6parieHue/IpUBETCTBHE
6. TheBody of the Letter ~ Conaepikanue nucbMa
7. The Ending/ 3akrouuTeNbHas GopMysa BEKINBOCTH
The Complimentary Close
8. The Signature Block biokx moamnucu

IIpu HeobxoauMocTH (M BO3MOKHOCTH) B TIMCHME YKa3bIBAIOTCS YETBHIPE
JOIOJHUTEIBHBIX DJIEMEHTA!
1. TheAttention Line (if any) VYka3san#e Ha oTIpaBuTeIIs
2. The Subject Line (if any)  Vkasanue Ha o0imee coaepikaHue muchma
3. The Enclosure (if any) [Ipunoxenue
4. CC Notation (if any) Yka3zaHue Ha PacChUIKY KOIHA

WHTepec MPEeaCTaBISIOT B OCOOCHHOCTH PACIOIOKEHUS «OOPaMIISIOIINX» U
«OCHOBHBIX» DJIEMEHTOB Ha OJIaHKe MuchMa. Bce BIeMEHTHI IMMChMa HAYMHAIOTCS C
JIMHUY JIEBOTO MoJist. IIpy 3TOM KaKIblii SJIEMEHT pa3MeInaeTcsl KOMIIAKTHO, B BUJIE
oraenapHoro Omoka (Block Letter Style). Takoe «0I0KOBOE» KOMIIO3UIMOHHOE
pelicHre CTPYKTYPhl MUChMa ITOJIYYHIIO IMHPOKOE PaCIPOCTPaHCHHE B JIEJIOBOM
npakTUKe mocaeanux yet. Kpome Toro, B 0)opMIIEHHH MHChMa oOpaliaer Ha cebs
BHUMAaHHE€ OTCYICTBHE IyHKTYAI[MHM, B OCHOBHOM 3allfTHIX, YTO TAK)KE CTAll0 YacTO
NPakTUKOBaThCS B JEJIOBOM mepemucke. I[IOMHMO —«OJIOKOBOM» KOMIIO3HIIMH
CYIIECTBYIOT M JIPyTH€ BapUAHTHI PACIIOIOKEHHUS DIIEMEHTOB CTPYKTYpPhI IHCHMA,
HaIpuMep, KOMITO3UIMOHHOE perieHue ¢ omcemynom (Indented Letter Style).

Block Style Indented Style
17 (,) Scarlet St., 17 (,) Scarlet St.,
Greyling, Greyling,
Cheshire, Cheshire,
England. England.



Study Section
Read this business letter and pay attention to its main parts.

AGRICO DENMARK
Telex: 4254 AGR Telephone:05270 - 3985
Telefax: (056)043 — 075 1
Y our Ref. 2
Our Ref.: DA/st 3
15 February 20...
Farmers Fruit Products 4
45 Leadenhall Street
London E.C. 3
England
Attention: Mr. N. Harper 5
Dear Mr. N. Harper 6
Re: Offer No 387/5117 7
Thank you for your letter of 9 March 20 ... . 8

| have pleasure in sending you our brochure with details of our new models.
| look forward to hearing from you soon.

Y ours sincerely 9
D.Ashen

D. H. Ashen 10
M anager

Encl. 11
CC J. C. Hammond 12

1. The Letter head
The printed Letterhead is usually centered at the top of the page.

It includes the name of the sender
address
telephone number
telefax
telex
It may also contain the company’ s trademark,
its telegraphic address,
its branches and

the description of the business.

! Mucema 06braHO MUIIYTCS TOJBKO Ha JIMIIEBOHM cTOpoHe Ojanka. Eciiu MUCEMO He ITOMEIaeTcsl Ha JIMIEBOW CTOPOHE
OJlaHKa, TO €ro MWINYT Ha IBYX WJIM HECKOJBKHX JIMCTaX, MCIONB3YysS ONHY CTOPOHY Ka)KIOro JIUCTa. B kadecTBe
JIOTTOJTHUTENIBHBIX JINCTOB MOXKHO HCIIOJB30BaTh KaK OJaHKH C Ha3BaHHEM OpTaHHM3alliH, IJIe B MPABOM BEPXHEM YTy
JIOJKHBI OBITH HareuaTadsl ciaosa Continuation Sheet No ..., Tak ¥ JONOIHUTENBHEIE JTUCTHI 0€3 TaKoi Haamucu. B atux
Cllydasx Ha JOTOJHUTEIBHBIX JINCTAX CTAaBAT HOMEpA CTPaHMIl. B HIKHEM IPaBOM YTy KaKIOW CTPAHHUIIBI TEKCTa, 33
HCKITIOUEHHEM TMocieaHel, mumercs ciroro Continued unu coxparienso Contd.
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Look at the examples of the names of companies:
A. Smith & Co.}, Limited?
A. Robinson & Sons
Bennet Bros.®
The American Mining Corporation
James Smith and Company, Incorporated
V neshnetorgovoye OBJEDINENIJE «Machino-export»®

The Letterhead does not only provide identification of the writer’ s company, its
design helps to project the company’s image. It is for these reasons that many firms
engage professional artists to design attractive Letterheads.

2. The ReferenceLine

It is usually below the Letterhead, very often in the top-hand part of the sheet.
The addressee’ s reference — if it is known —is typed first. It may be the number of the
letter or some abbreviation. The sender asks the addressee to refer to that number or
abbreviation in the answer.

The Reference Line contains the initials of the sender and the addressee.

Have a look at the sample letter on page 6 and find the Reference Line. Notice
that the letters DA stand for D.Ashen. Mr. D.Ashen has signed the letter and his
initials in capital letters come first in the Reference Line. They are followed by the
initials — not necessarily in capital letters — of his secretary or typist.

Now let’ s decipher the Reference Line:

Your Ref: DA/ St/ ‘ \

Y our Reference David Ashen Susan Thompson

3. The Date

The Date, like the Reference Line, is placed bellow the Letterhead. It is often
very important to know when the letter was written — important both to the reader and
the writer.

There are four commonly used dateline styles, for example:

! 3Hak & - Tak HasbIBaeMEIH ampersand — sacro yrorpe6isiercs B Hasanmsix Gupm Bmecto and - & Co. — i unraercs: and Company.
2 Cnoso Limited (cokpamenno Ltd) mpencrasiser coGoii coxpamenue Beipaxerns limited liability company «comnanus c¢
OZPAHUYEHHOU OMBEMCMEEHHOCHbIO», 03HAYAIOLIEe, YTO OTBETCTBEHHOCTh YJICHOB KOMIIAHHH OrPAaHMYMBACTCS HOMHHAIBHON
CTOMMOCTBIO IPHOOPETEHHBIX UMH aKIIHH.

% Bros. sBisiercs cokpamieHneM ot ciosa Brothers «gpames». Bennet Bros. — «opames Bennem».

4 Corporation osmauaer «coedunenue auy», <kopropayus». B HA3BAHUIAX aMEpUKAHCKHUX (HPM, GAHKOB ¥ T.JI. 3TO CIOBO Yalle
ynorpebisiercss BMecto Stock corporation «axyuonepras kopnopayuu». Incorporated (INC.) o3Hauaer «apecucmpuposantviii Kax
KOPROpayusi».

® Ha3sBaHust GEIOPYCCKIX BHEIIHETOPrOBEIX O0BEIMHEHMI He TIepeBOISITCS Ha aHTIMIICKHH s36IK. TIpH MX Tepejade Ha aHTTHHCKOM
A3BIKE UCTIONB3YETCS IPUEM TPAHCIUTEPALINH, T.€. PYCCKUE CIIOBA TUIIYTCS OyKBaMU JIATHHCKOTO MpHQTa.
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BE: AE:
2 March, 2007 March 2, 2007
2" March, 2007 March 2", 2007

The following style may be confusing: *2/03/2007. It is either the second of
March or the third of February. Try to avoid confusion.

At present people do not usually write —th, -rd, -st, -nd after the day.
Sometimes the months (they are written with capital letters) are abbreviated, but not
al of them:

January — Jan. July

February — Feb. August — Aug.
March September — Sept.
April — Apr. October - Oct.

May November — Nov.
June December - Dec.

4. The Inside Address

Have a look at the recipient’s address on the envelope. The Inside Address is
the repeated recipient’s address. It contains the name and address of the firm or
individual to whom you are writing. Notice that the English address should be written
in the reverse way, i.e. first — the recipient and the name of the company you are
writing to, then — the house number, the street, the town/city, the state/county, the
country. Mind the order in which the address is usually written.

To afirmin Great Britain:

Messrs' Peterson and Sons
106 Knightsbridge
London SWL 96C
England

To afirm in United States of America:

Worldwide Dealers Inc.”
16 Sixth Avenue

New York, N.Y. 11015
USA

To ananonymous official in the firm:

Managing Director
Office Equipment Inc.
344 Rue Road
Chicago, IL3.

USA

! Messrs [mesds] — abbreviated from ‘Messieurs' (Fr.); it is used if the name of the firmincludes surnames of people
2 Inc. — abbreviated from ‘ Incorporated’. (Also Co. and Ltd. are the usual abbreviations for Company and Limited.)
3IL —lllinais (astate inthe USA).
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To anindividua inafirm:

Mr. John K. Style
Export Division

5 Fen Road*
London EC3 7AP
England

Wellhead Builders Ltd.

Use one of these when addressing a woman:

To a married woman:

Mrs. C. Green

Mrs. Rosemary Jones

To an unmarried woman:

Miss Mary White
Miss R. Crage

To awoman whose marital status you do not know or you do not want to stress it:

| Ms. P. Stevens

5. The Attention Line

You will not see the Attention Line in every business letter. When writing to a
company or a department within a company you might need to attract the attention of
a specific person. The following are various styles of attention lines:;

Attention: Mr. Edward Brown
Attention of the Traffic Manager
For the attention of ...

6. The Salutation

There are several accepted forms of Salutations:

Dear Sirs, (British)

or
Gentelemen: (American)
Dear Sir,

Dear Mr. Stone,

when you are addressing a company
or
an organization

when addressing a man

! Road, Street, Avenue - these words start with capital letters in addresses.



Dear Madam, when addressing a woman
Dear Mrs. White,
Dear Miss White,
Dear Ms White,

If the person you are writing to is known to you, you should begin with, for
example, Dear Mr. Stone, Dear Mrs. White, etc. Otherwise you should begin Dear
Sr(s), Dear Madame, or Gentlemen (AE). Note that “ Gentlemen” is followed by a
colon (mBoeroune), while the rest of the greetings are all followed by a comma
(zamsaroit). Never use an exclamation mark (BockiumarensHblli 3HaK) after the
greeting.

In recent years the use of the form Ms has become quite common. It originated
in the U.S.A. and, like its “male” equivalent Mr., it does not indicate whether the
person addressed is married or unmarried.

7. The Subject line

Just like the Attention Line the Subject Line may also be omitted. The writer
needs it when he/she wishes to give the reader advance notice of what the letter is
about. Here are examples of different Subject Line styles:

Subject: Order for Furniture Re: Mr. H. Menton’s visit to India
Policy Ne 7569

Remember that the subject line is always underlined in business letters. It may
be sometimes used instead of the Reference (Re).

8. The Body of the L etter

The Body of the Letter is the message itself, all the other parts are just framing
elements. The message of every business letter usually consists of at least two
paragraphs — even if the second paragraph is just a courtesy phrase, i.e. the
conclusion. It usually presents some polite remark to round the letter off.

This is typed above the name of the firm sending the letter. Then a space is left
for the signature.

9. The Complimentary Close
Complimentary Closings, or Subscriptions, like Salutations, vary in form. In
fact, your choice of a closing depends on the Salutation. If you open your letter

with in the complimentary close
use:
Dear Mr. Black Y ours sincerely
Dear Mrs. White
Dear Miss White
Dear Ms White
Dear Sir(s) Y ours faithfully
Dear Madam
AE: Gentlemen: Very truly yours



10. The Signatur e Block

It consists of a) the writer’ s handwritten signature;
b) the writer’ s identification;
c) the typed name of the company.

The typed name of the company is usually considered an optional part of the
Signature Block as it is already given in the Letterhead. When identifying the writer
you must give his’/her name and his/her title or position in the company. Sometimes it
IS necessary to write the development.

11. The Enclosure
When you enclose something with the letter in the same envelope, do not
forget to indicate this fact in the Enclosure Notation, for example:
Enclosures: 1. Contract Encl. (2)
2. Cheque Encl.: Invoice (cueT)

Practice
1. Name each element in the letter frame given below. Say what you know about them.

2. Read the following letter. Name its main elements. Which parts of the letter are
missing?

RICHMOND PETROLEUM Inc.
12 June, 2007
Membrane Systems Ltd.
20, Wellesley Road
Cleveland Ohio 4456
USA
Dear Sirs,
Thank you for your letter of 9 June, 2007 asking for an up-to-date list of addresses of
our branches. We have pleasure in enclosing this brochure, showing the location of
all our branches and agencies at home and abroad.
Y ours faithfully
Encl.




3. Are these addresses correct? What changes should be made?

Atlantic Hotel 10, Garston Road
London W1 Worldwide Deadlers Ltd.
10, Fen Road Mr. R. Stevenson
Australia
Melbourne
Mathews & Wilson Chicago, lllinais,
Ladies' Clothing USA
General Manager 300, Lincoln Place
75, High Street The Modern Machine Tool
Glasgow Corporation
Scotland

4. Think of your own address and write it down.
5. Read these two letter messages. What subject headings would you suggest?

Letter 1

Dear Sirs

Re:

Thank you for your inquiry of 21 March, 2003. We are pleased to send you our
samples as you requested. We can offer you this kind of label paper on our usual
terms. We would appreciate your order and promise you prompt service at all times.
Y ours faithfully

Letter 2

Dear Mr. T. Wilson

Re:

We wish to inform you that Mr. P. Peterson will visit you on the morning of 15 May
in your office. This visit will allow us to discuss matters of mutual interest and
explore the possibilities of further developing our business relations. We would
appreciate a prompt confirmation of this appointment.

Y ours sincerely

6. @) What will you start your letter with, i.e. what Salutation will be appropriate in
each casg, if you are writing a letter to

- aBritish firm you do not know very well;

- Mr. J. Blake, your old trade partner;

- the company’ s President who is awoman;

- the head of the Export Department of Sport Shoes Manufacturers whose name is

Barbara Doe;
- International Office Equipment Inc., an American corporation.

b) How will you finish your letter, i.e. what Complimentary Close will you choose?

10




7. All the parts are mixed up in this letter. Put them in order. Rewrite the letter in
block style with open punctuation.

Y ours sincerely

Attention: Mr. N. Conshiwan

Please send us your catalogue with sizes and colours of
female and male national clothes of Thailand.

Re: Enquiry for National Dresses

We are opening a shop of national Asian dresses and fabrics

in one of our hotels.
International Trading Company Bangkok
3 August, 2005 Thailand
Dear Mr. N. Conshiwan
P. Morgan
M anager
Intercontinental Hotel Group
Telephone: 487-6591
Telex: 79436 inho
Telefax: (039) 3673

Y our Ref:
Our Ref: PM/ma

12. Abbreviations
There are many abbreviations that you may come across in business letters.

Here are some of them:

L/c = | letter of credit; CA = | Canada;
d.d.p = | delivered duty paid FR = | France;
(mocTaBiIeHHBIE C OINIATOM
MOIUTHHBI);
B.A. = | Bachelor of Arts, IT = | ltaly;
B.L. = | Bachelor of Law; JP = | Japan;
B.Sc. = | Bachelor of Science; G = | Germany;
Bros = | Brothers; USD = | USDollar;
Co. = | Company; GBP = | Pound Sterling;
D.C.L. |= | Doctorof Civil Law; FRF = | French Franc;
D.M. = | Doctor of Medicine; CAD = | Canadian Dollar;
D.Phil. | = | Doctor of Philosophy (Ph.D.); ITL = | Italian Lira;
Ed. = | Editor; JPY = | Yen;
G.P. = | General Practitioner; DM = | Deutsche Mark;
H.O. = | Home Office; SFR = | Swiss Franc;
Hon. = | Honorary, Honourable; SK = | Krona Sweden;
H.Q. = | Headquarters, Ltd. = | limited liability
company;
M.A. = | Master of Arts; PLC (plc) | = | public limited
liability company;
M.Sc. | = | Master of Science; Inc., Corp. | = | corporation having

11




|| limited liability.

GB = | The United Kingdom of
Great Britain and Northern
Ireland;

Unit 11

I nfor mative L etters

All letters are informative in a way. But when you start writing a letter that
informs it means that you want to inform — not ask or answer, not apologize or
remind, but inform. These letters are written when you:

- send something (a sample, a document, etc.) which must be accompanied by
a short letter of transmittal or covering letter (mucsMo-cOnpPOBOXKACHUE, B KOTOPOM
MUIIYIIUHA  COOOIaeT CBOEMY KOPPECIOHJIGHTY O TOM, Kakue JOKYMEHTHI,
MaTepHalibl, 00pa3ibl U T.JI. OH €My HaIlPaBIIsCT);

- acknowledge the receipt of this sample or document — in an
acknowledgement (mriceMo-moaATBEpKACHHE, B KOTOPOM COOOIIACTCSA O IMOJyYECHUHU
MOCJIAHHBIX NOKYMCHTOB, MaTCPHAJIOB, 06pa3u013 nu T.,Z[.);

-announce something — in an announcement or notification
(mucpMo-u3BelneHne/00bABACHNE, HHGOPMHUPYIOIIEE IMOAydaTels O KaKoM-JIH0O
(1)aKTe nimn CO6BITI/II/I, HarIpuMEp, TOTOBHOCTH TOBAapa K OTIPy3KE WJIM BU3UTA I'-Ha X B
HOHIIOH, HJIM UISMCHCHHUU aapeCa NJIN HA3BaAHUA KOMHaHI/II/I);

- introduce something or someone — in a letter of introduction (mucemo-
NpCaACTaBJICHUC, KOTOPOC NHUIIYT IJIA COO6H_ICHI/I$I Pa3HbIX CBCIICHI/IfI 0O KOMIIaHHUHU,
npudYeM WHPOPMATHUBHBIC CBEICHUS EPETUIETAIOTCS C DJIEMCHTAMU PEKJIaMBbl).

A. Covering letters
Study Section
A cheque, a contract or any other business paper sent by mail should always be

accompanied by aletter. The letter says what is being sent so that the recipient knows
exactly what you intended to send. When you plan a covering letter, remember:
1) to state what isbeing sent; mention the quantity enclosed or make a brief listing;
2) to specify any action necessary on the part of the recipient;
3) to end with a courteous note offering additional assistance. The following phrases

may be helpful when:
1. Stating what is being sent:

- ‘We are pleased to enclose ...

- We have pleasure in enclosing/sending ...

- Weenclose .../ We are sending ...

- Enclosed you will find ...

- Please find enclosed/attached ...

- We send/are sending you herewith ...

- Enclosed are the original and one copy of the contract ...
2. Specifying actions of the recipient:

- Please sign both copies, return the original to me, and retain the carbon.

12



- Please mail the statements to these individuals/your branchesin ...
3. Ending with a courteous note:
- If you require any additional information, please let me know.
- Any questions should be addressed to me (to this department).
- Should you have any questions or require any additional information, please do
not hesitate to contact me ...
- For further details, please contact me at ... (address/phone number).
- If you have any questions or comments, please let me know.
- If you need any further details/have any questions, please call me.

Pratice

1. Look at the sample letter, read and translate it:

TOYDANO MOTOR SALESCO., LTD.
Fax: 665-7896
Telex: 3567 TOD
Telephone: 5374-396

Y our Ref:
Our Ref: TY/ng
16 April 2007
V/O Machinoimport
32/34 Smolenskaya pl.
Moscow 119325

Russian Federation
Att: Mr. S. Smirnov

Dear Mr. Smirnov,

We are sending you herewith our brochure about the latest models of motors we
manufacture.

Should you require any additional information, please do not hesitate to contact me.
Y ours sincerely

Tasaburo Yomo

Manager

Technical Service Section,
Industrial \Vehicle Dept.

2. In the following letter some words are missing. Fill in the blanks with the
necessary words or phrases:

13




Lancer Sales Limited
Telephone: 143-3448
Fax: (015) 38518

Y our Ref:
Our ... : SE/ m
10 June, 2007

Mr. S. Samuels
Wadley Stationery Company
14 Garden Street
Liverpool
W.C. 3 England
... Mr. ...
Please find ... three (3) copies of the addresses of our
branches.

Any questions should be ... to this department.

Sydney Erwin
M anager
Export Department

3. Complete the following letters with the correct prepositions:
a) Dear Mr. Smith,

(1) reply (2) your letter (3) August 25 we have the pleasure (4)
informing you that we have considered your request and found it valid and
convincing. Attached (5) this letter you will find all the data. (6) the

subject you are interested (7)
b) Dear Sir/Madam,
We are a large engineering company exporting machine parts worldwide, and we

have set up contracts (1) Middle Eastern Customers (2) the next two
years.

As these parts are similar (3) nature and are going (4) the same
destination over this period, we thought it might be less expensive if we insured
them, (5) an al risk basis, (6) atime policy.

We would appreciate it if you could give us any information (7) this type (8)

cover and how it operates.
Y ours faithfully,
Jack Turner.

4. Write a covering letter to NTG Industries stating the draft contract as enclosure.
NTG is an English firm located in Edinburgh, Mortemer Street, 191. In your letter,
ask the firm to consider the draft and to make the necessary alterations.

5. You are sending samples of fabrics dyes to the Alex Textile Company in Greece.
The company’ s address is 162 Omonia Sguare, Athens. Write a covering letter.

14




B. Acknowledgements
Study Section
Y ou have just received an important document and a covering letter from your
partner. Naturally you must answer it and write a letter of acknowledgement. The
main idea of a good letter of acknowledgement is just saying “thank you” to your
partner.
Why do we write acknowledgements?
1. To show courtesy: the recipient need not worry — you have received what he sent.
2. To avoid misunderstanding: you know what you have sent and the quantity.
3. To provide a record: just look it up in your file and you will immediately know
whether you have sent it or not. What do we acknowledge? — The receipt of
a) documents (contracts, orders, invoices, €etc.);
b) samples, goods,
C) money.
Y ou may use this plan for writing it:
1. State what you have received and the amount if necessary.
2. Express thanks for sending you money, samples, etc.
3. Mention any special instructions or actions required on the part of the recipient if
necessary.
4. Offer further service or think of any other courteous note. Y ou may use the
following helpful phrases when:
1) you acknowledge receipt:
- We acknowledge (the) receipt of your letter/your order Ne 24/256 of 17 May,
2003.
- We duly received your Invoice Ne 135 ...
- We have received your letter of ... enclosing ...
- We are pleased to acknowledge your order of 30 March which is receiving
attention;
2) you express thanks:
- (We) thank you for your letter dated 1 May ...
- We are obliged for your letter of 5 December ...
- (We have received your samples) for which we thank you;
3) you «round off» the letter or write the conclusion of the letter in a form of a polite
wish or courteous notes:
- | hope this will be the beginning of a mutually profitable cooperation.
- We appreciate your promptness in making your payments /carrying out our order
and we are always pleased to serve you.
- We sincerely hope that this will be a successful transaction for you and will lead
to further orders.
- We appreciate your placing this order with us ...
- If we may be of service to you, please call us.
- Please do not hesitate to write if you require further information.
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Practice

Exercise 1. Read the following letter:

DHARAMTALA and Co. Ltd.
Delhi Bombay Madras
Telex: 39675 dharm  Fax: (095) 657-3956
Phone: 123-4567
Y our Ref:
Your Ref: BD/mw
10 May 2007
Sean O’ Connel Bros. Ltd.
132 Park Avenue
Dublin 2
Attention: Mr. B. Show

Dear Sir,

We thank you for your letter of 4 May, inquiring about our range of carpets.
We have sent you under separate cover a comprehensive selection of our latest
patterns.

We enclose herewith our catalogue and price list.

Should you have any questions, please do not hesitate to contact me.

Y ours faithfully

B. Damicrishna

Mr. B.Damicrishna
Production Manager

Exercise 2. Rewrite the previous letter using other synonymous phrases.

Exercise 3. Guided Letter Writing Parties

: I
Mr. T. Soames Mr. K. Smirnov
Engine Exporters Ltd Interface J.V.
Addresses
51 Market Road Brovka Street
Hull Minsk 220013
Y orks Belarus

England

3.1. Mr. T. Soames is sending Mr. K. Smirnov some brochures and catalogues about
their new types of office equipment. Help Mr. T. Soames to write a covering letter to
Mr. K. Smirnov:

a) first state what you are enclosing with the |etter;

b) write a courteous note of goodwill.
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3.2. Mr. K. Smirnov receives Mr. T. Soames covering letter and his advertising
materials. Write a letter of acknowledgement for Mr. K. Smirnov:

a) say that you have received the promotion literature Mr. T. Soames has sent you.
Do not forget to thank Mr. T. Soames for that;

b) write that as soon as you have examined the materials you will get in touch with
Mr. T. Soames again to arrange a visit to their company and see the equipment in
operation.

Exercise 4. This is an extract from a conversation between two businessmen; Mr. T.
Trade and Mr. J. Blake:

Mr. J. Blake: And we have received that order from the Russian School of Business
from Moscow. It also came with yesterday’ s mail.

Mr. T. Trade: Fine. I’ ve been expecting it. Send them an acknowledgement and let’s
see what we can do for them.

Exercise 5. Now it is Mr. J. Blake's task to write an acknowledgement to the Russian
School of Business. Help him do it. The firm's address is 30 Korablyov Street,
Moscow, 107140, Russia.

C. Natifications, Announcements and | ntroductions Study Section

When sending a notification or announcement the sender’s intention is to
inform the recipient about something. They notify their partners:
- that the goods are ready for shipment;
- that they have carried out the order;
- that their representative is arriving on 20 May to take part in the tests, etc. A letter
of announcement will be written when the sender announces the change of the
company’s name/ the firm' address /the appointment of the branch manager, etc. If
you want to introduce your firm you should write the letter of introduction. They do
not characterise, they advertise your company. The purpose of this kind of the letter
IS to persuade the addressee that you are the best in business.

Read the following examples of Notifications and Announcements.

Sample 1. Notification of readiness

Dear Sirs,

We wish to inform you that the goods you ordered under contract No. 347/bm are
ready for shipment.

Enclosed you will find our pro formainvoice.

We would be very pleased to be of service to you again.

Y ours faithfully
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Sample 2. Notifying of Mr. W. Wallace' s visit to London

Dear Sirs,

We wish to inform you that Mr. W. Wallace will visit you on the morning of 15
November in your office.

Mr. W. Wallace is fully authorized to act in the firm's name. We would appreciate a
prompt confirmation of this appointment. If unsuitable, please suggest an alternative
date to us.

Y ours faithfully

The above letters start with the phrase “We wish to inform you that...” . It isiquite natural
because the purpose of these letters isto inform. There a'so may be other optional points:

- some additional information about the main subject of the letters;

- certain courteous phrases finishing the letter (Sample 1).
It would be appreciated to send a letter of acknowledgement in reply to the
Notification (Sample 1). Sample 2 requires a letter of confirmation in response.

Sample 3. Announcing new appointments

We are writing to inform you that Mr. Karl Y orden has been appointed the head of
Information Technology of our company.

Mr. K. Yorden intends to visit Berlin early next month and discuss business matters
with you.

Y ours faithfully

Sample 4. Announcement of the opening of a branch office

Dear Sirs,

We have pleasure in informing you that we have now opened a branch office in your
city. The address of the branch office is Australia, Sydney, 10 Bond Street. Our
branch office is headed by Mr. R. Collins. Please refer all your requests to him. We
hope this new office will serve to promote our business relations.

Y ours faithfully

Sample 5. Change of the company’ s address

Dear Sirs,

We would like to inform you that our company has changed its location. As from 1
September 2007 our addressiis ... .

We should be obliged if you would inform the appropriate departments of these changes.

Y ours faithfully

The next Sample 6 is a letter of introduction. Match the following tasks of the
sender with the appropriate points of the sample letter:

a) provide some general information about your company, name the field of
business, describe the structure of the company and its location;
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b) give a description of the products you are manufacturing and try to persuade the
reader that yours are the best in the field;

c) specify the services you are especially good at;

d) mention the material you are enclosing with the letter.

Sample 6. A letter of introduction

Olympia Heavy Industries, Ltd.

Y our Ref:
Our Ref: TM/ng
20 July, 2007
Asia Bank
23 Soi Saladaeng
Bangkok
Dear Sirs,

Olympia today is one of the largest internationally famous industrial and financial
groups in the USA. Olympia Heavy Industries, Ltd. is America's leading
manufacturer of ships and material handling equipment, construction machinery, iron
and steel making equipment, presses, chemical plants, speed variators and reducers,
prime movers and steel structures and bridges as well as many other kinds of
machinery and equipment for various industries.

Olympia Heavy Industries, Ltd. at present has modern manufacturing faculties in
seven states of the USA, each specialised in the manufacture of different products. In
order to give you an idea of the capacity of our organisation, we are enclosing our
comprehensive illustrated brochure.

Y ours faithfully

T. Merchant

President

Enclosure

Practice

Exercise 1. Read the letter and answer the questions given below.

VALMET Vamet - KMW AB,
P.O. Box 1C 14, S—651
Karlstadt, Sweden

KMW Telephone: 54 17 10 00
Telex: 66181 vkkk. S,
Telefax:54181577
Y our Ref:
Our Ref: NV/sk
3 October, 2007
Collins Paper Supplies
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7 Bond Street
London
England

Dear Sirs,

Finnish Vamet and Swedish KMW-Two of the world's leading paper machine
manufacturers have joined hands to form Vamet-KMW AB. A superb partnership in the
area of tissue, board and pulp drying machines aswell as the multilayer technique.
Comprehensive research facilties and product know-how, a wide range of experience
and efficient facilities are some of the advantages which will directly benefit the
customer. We aim to be equally effective with new deliveries and with optimisation
of existing equipment.

Please find enclosed our new catalogues and do not hesitate to contact us at the above
address.

Y ours faithfully

Nils. Vicstrom

President

Enclosure

Questions:

1. What have you learnt about Valmet KMW AB from the above letter?

2. What type of proprietorship have they formed?

3. What isthe main idea of the letter?

4. What products are advertised in the letter?

5. What will the plan of the letter look like? Write it out and discuss it in class?

Exercise 2. Translate from Russian to English.

1. Mpui nonyunsu Bame nucemo, natupoBannoe 10 despais.

2. llonTBepknmaem mnonydeHue Bamiero mnucbma oT 26 CeHTAOps, IMOCIaHHOE
AIEKTPOHHOMN MOYTOM.

3. MBbI ucKpeHHe IIeHUM To, uTo Bel pasmecTunu Bai 3aka3 y Hac.

4. bnarogapum Bac 3a nuceMo ot 15 mas, ¢ kotopsiM Bbl mocnanum Ham Barn
KaTaJor 3JeKTPOHHOTI0 000PYyI0BaHHUS.

5. Mpul xorenn 661 uHGOpMHUpOBaTH Bac o ToMm, 4TO mpoayKius, 3akazaHHas Bamu
o Koutpakty Ne 347/SL, rotoBa k morpy3ske Ha 00pT KopaoJis.

6. Bmpuioxennu Bel Haitnere npumepHbiil cueT (daktypy) (pro formainvoice).

7. Ham npuarHo coobmwuth Bam, 4Tto Temeph Mbl OTKpbUIM (uiauan Hamen
KOMIIaHuu B Bamem ropoje no aapecy: ...

8. Tloxanyiicta, oTceuiaiiTe Bce Bamum 3anpockl MeHemxepy (uiuana, TOCIOAUHY
J. Crroapry.

9. Hawm npusitHo cooOuuTh Bam 0 ciausiHuu Haiie KoMnaHuu ¢ GUHCKOU rpynmnon
«Kemupa».

Exercise 3. Mr. N. Petrov started writing the following letters but he did not finish
them. Try to finish these letters.
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Nel
Dear Sirs,
We wish to inform that the goods you ordered under Contract Ne 71/59 are ...

No2
Dear Sirs,
We wish to notify you of the visit of our representative Mr. D.K. Laptev who ...

Ne3

Dear Sirs,

We are pleased to announce that our present manager Mr. N. Dolgov has been
appointed ...

Neq
Dear Sirs,
We have pleasure in informing you of the merger of our company with Sony Co. ...

Nob5

Dear Sirs,

We are pleased to inform you that our company has set up atrade representation in
your country. Its addressis...

Exercise 4. This is the address of your partner in Italy:

117 ViaVeneto

Neapol

Italy

Write a letter to your partner: a) to notify them that pitsa components are ready for
shipment; b) to inform them that the trial test will take place on 20 May; c) to inform
them that a representative of your company Mr. S. Petrov will go to Italy to take part
in the tests on 30 June.

Exercise 5. You have just received the following telex from Y obi Co.:

ACKNOWLEDGE RECEIPT YOUR LETTER 18 JUNE INFORMING OF MR. D.
YOMSUREN'S VISIT TO BELARUS. EXPECTING HIM AND INTEND TO
DISCUSS DETAILS OF OUR ORDER FOR CARPETS AND WOOL ITEMS.
BEST REGARDS

Remember the letter you sent Y obi Co on the 18 June. Write it oui.

Exercise 6. You are Managing Director of the Philips Company. Write out a letter
introducing your company, organization etc. Advertise your goods and/or your
services. Persuade your partner that the goods manufactured by Philips meet the
demands of the customers and the prices you sell them at are in line with the world
prices.
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Unit I11
Telexes, Faxes, Telegrams, E-mails

Telegrams and cables can be sent from the Post Office or telephoned. But there
can be short delays between sending the message and its arrival. Telex is as direct as
using the telephone. The telex has all the advantages of sending a cable and it offers
a direct line, with immediate reply. It is available twenty-four hours a day, and can
send cables as well as telex messages; moreover, the message can be corrected
immediately if there is an error. As with the telephone, there is a subscribers
directory listing telex users numbers. There are more than 70,000 UK and 900,000
worldwide lines.

The word telex can be used as a verb, noun or adjective:

e.g. Please telex us as soon as you have the information.

| will send you atelex.
We have received atelexed reply.

Usually any telex consists of the following parts:
number
receiver’s address
date
key number
message
sender’ s address

These ar e specimen telexes:
Advice of inability to supply order

In this telex, Satex of Rome are telling their customer, F.Lynch & Co., that
they cannot supply the sweaters they asked for in their order - DR 5871 - and want to
know if they can replace this with sweaters of catalogue number N 154. Notice the
answerback and the collation.

341641 TR IMP

CANNOT SUPPLY ITEM R 432 ON ORDER DR 5871 BUT N 154
AVAILABLE PLEASE CONFIRM ACCEPTANCE

SATEX ROME

R432DR5871IN15 + ?

Acceptance of alternative supply
In their answer Lynch & Co. accept the alternative but want the terms
confirmed.
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285136 ML JRC

N 154 ACCEPTABLE ONLY ON SAME TERMS ASR 432 NAMELY
33 0/0 DISC CIF

FLYNCH BIRMINGHAM

N 154 R 432 0/0 CIF + ?

Instruction to stockbroker

Here is atelex from a client to his stockbroker asking him to buy shares on his
behalf. Note the term at best, i.e. the best price the broker can obtain. Also, that a
letter will follow.

881534 LM TB D

BUY REPEAT BUY 3000 THREE THOUSAND UNION SHIPPING
AT BEST CONFIRMATION FOLLOWS

DALE PRESTON

3000 UNION SHIPPING + +

Advice of bank credit

Here is a bank advising their customer that money has been paid into his
account. Not that TT means telegraphic transfer of money.

901737 PN LTA

YOUR A/C CREDITED TT NINE HUNDRED AND EIGHTY
POUNDS STERLING

NATIONAL BANK OF JAPAN

980 POUNDS STERLING ++

Sometimes sender’s and receiver’'s addresses are placed at the very
beginning of thetelex right after its number, for example:

to bank for foreign trade of Belarus Minsk

from city bank nyk

from: national wesminster bank

to: bank for foreign trade Minsk Belarus

thisis the Philadelphia national bank Philadelphia
to bank for foreign trade of Belarus Minsk

If the key number isn't mentioned then its place is taken by one of the
following words:
to test
untested
untested message
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Thisisthe way to indicate dates:
massage date oct 21 91
date 4-23-96
date 4/23/98
date 4 23 99 time: 1530
sent jan 28

Sometimes the addressee is mentioned after the address at the very
beginning of the telex, for example:

attn: 764/66

attn: dr v stove

attn non commercial operations dept

Reference to the previous correspondence is often given at the beginning
of the telex, for example:
ref: 602/024
reffhto 1324
re your mailorder nbr 234/8
your 23 rd feb ref 34/9 our ref hj 38
letters of guarantee nos 34/6, 34/8

When the text covers several pages the following indications are given on
the last page, for example: c)o)n)t)i)n)u)ajt)i)o)n), “ Continued”, “Cont’d”. The
very last page should have the following inscription: f)i)n)a)l). When you send
copies of your telex to several addressees you indicate “c.c”. The entire text is
written in small letters.

The language of telex doesn’'t differ from that of a business letter, for
example:
we shall be most grateful if you will advise the name and page number in your
book of authorized signatures of the officials who signed the letters of guarantee
under the above reference in order that their signatures can be authenticated ...
we are presently preparing a proposal for handling your deposits of travellers
cheques paid by you ...

Sometimes articles, prepositions and other auxiliary words are omitted,

for example:
we have received copy your letter September 22 credit extended 30 may 1991
please airmail duplicate statement our account with you.

To stress the most important fact you can resort to repetitions, for example:
delayed till first repeat first November.

To correct mistakes in the text of telex you should use: XXXXX oreee.

For example: we are sed e e e sending the t/t

After figures you should spell their symbols and those of currencies and
percents, for example:
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fifty one pounds sterling
three percent

Full stops and commas are usually used in telexes but sometimes they use

the word “stop” instead of of full stops.

Telexes are concluded with laconic expression of gratitude:

Thanks

thank you

(best) regards

thanks and regards

thank you for your cooperation

Each telex message is finished with a + sign, if the end is not clear, and a ++
sign is used after the last message. The sign +? at the end of a message means either
reply, confirm, or a further message will be sent, so that a new call does not have to

be made.

Figures or unusual words are sometimes repeated at the end of the message.

Thisis known as collation.

Abbreviations used in telexes:

ABS - absent subscriber, office closed ...
acct, alc - account

amt - amount

asap - @S soon as possible

attn, atten - attention

aug - August

b/c - bill of collection

b/e - bill of exchange

benef(y) - beneficiary

BK - | cut off

bkg corp - banking corporation
bk to bk - bank to bank information

b/1 - hill of lading

caf - cost and freight

cfm - please confirm/I confirm
cif - cost, insurance and freight
coil - collation please/I collate
dec - December

dept - department

der out of order

dd, dat dated

df you are in communication with the called subscriber
d/s days sign

dt date

earliest as early as possible
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eee error

exp export
feb February
fin | have finished my message(s)
flo in favour of
ga you may transmit/may | transmit?
inf subscriber temporary unobtainable, call the information service
jan January
l/c letter of credit
lowest as low as possible
mms minutes
mom wait/waiting
msg message
mut mutilated
na correspondence to this subscriber is not admitted
nc no circuits
nch subscriber’ s number has been changed
np the called party is not, or no longer a subscriber
nr indicate your call number/my call number is...
nbr, no number
nov November
occ subscriber is engaged
oct October
OK agreed/do you agree?
Ourtel our telex
p/o payment order
ppr paper
r received
rap | shall call you back
relet referring to letter
rept receipt
retel referring to telex
rpt repeat
sep September
tax what is the charge?the chargeis...
test msg please send a test message
t/c 1) trevellers cheque
2) time character
thru you are in communication with a Telex position
tIx telex
tpr teleprinter
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urtel your telex

w words

wru who is there?
XXXX error

Telex details

All the points about brevity and clarity in sending cabled messages are relevant
to telexing. But there are a number of other points:

Fractions should be typed with a shilling’: 1/2 for %; 1/4 for Yi; 15/16 for
15/16; 211/3 for 211/3.

Figures, especially large sums, should be repeated in words: 60,000 SIXTY
THOUSAND.

Symbols should be written in words. FIFTY ONE POUNDS STERLING for
£51.00; AT for @; 0 0 or PER CENT FOR %.

Faxes

The word ‘fax’ can be used as a noun or a verb, e.g. afax. To fax someone. It
comes from the word facsimile, meaning the exact copy or reproduction. As its name
suggests a fax machine will send a duplicate of the message, document, design, or
photo that is fed into it.

There are various models of fax machine which connect to a telephone socket
and which work on a system similar to the telephone system. The different models of
fax machine offer a wide range of facilities, including automatic paper feeders,
deferred transmission (taxes are sent during cheap- rate periods), automatic redialling
iIf the receiver’ s machine is engaged, and pre-programmed keys for instant dialling.

A document can be relayed from one source to hundreds of other receivers, for
example, if the head office of a chain store wants to circulate a memo or report to its
branches.

Faxes and letters are very similar. But information about the receiver
appears at the top of the fax message so there is often no greeting. Also people
often say «Regards» or «Kind regards» at the end.

On the top of the title sheet one can see:

ZERO SHEET or LEAD

SHEET or LEADER

SHEET or HEADER

SHEET or HEADING

SHEET or COVER

SHEET

At the end of the message one can see:

THE END

A zero sheet has the indication of the number of sheets, for example:

Pages to follow: 7 + cover sheet or

or 7 including cover sheet
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or 7 cover sheet excluded (included)
or Pages: Page 1 of 7 pages
oo 1lto7
At the end of zero sheet there can be afootnote, for example:
«If you don’t receive all pages of this message, please contact Mr. X

Fax: ...»

or «In case of any troubles feel free to contact ..»

or «For more information please contact... »

There are no full stops after titles. Commas are used only before «which» and
never before «that».

Ordinal numerals, fractions and round brackets are written in the following
way: 1% 2™ 33 25; (This is what he said.) Variants 1-st, 2-nd, 3-rd and 3,25 and
(This iswhat he said) are avoided.

Sample of good fax.

This fax is an example of an informal message from a sales representative, who
needs something to be done urgently by his Head Office. Notice that the fax is kept
brief and clear.

Perfect Office Suppliers Limited
Canal Street, Manchester M14 2KQ

Fax transmission
From: Mike Wilson
To: Sue Franks

Sue

I’ve been in Bournemouth now since yesterday, and our clients seem to be most
enthusiastic about our new range of notepaper. Can you send some more samples
and about twenty more catalogues? Please send them Datapost, then I'll definitely
get them tomorrow.

Also, just to let you know I'll be in Norwich on Thursday 24" and Friday 25", and
back at the office on the Monday.

Thanks, and see you next week.

Read thisfax. What isit about?

NIHON INFORMALINK KK

INFORMALINK BLDG, 5995 3801/4 telefax: (6) 5995 3919

TO: Darworth Enterprises Attention: Janet Jeffries

From: Masahiro Nakagawa Re: My inspection visit

Date: 10 June Pagesincluding this one: 1

Thank you for fax of 1 June.

| will be arriving on Flight n.o JL 401 at Terminal 3 Heathrow on 16" June.
Could you book hotel accommodation for three nights in the city centre? Also,
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| would be grateful if you could arrange a meeting with Data Link for me on June
17"if possible. I look forward to seeing you on the 16™ .

Kind regards.

Nasahiro Nakagawa

Practise writing some fax. Work in two groups

a) Information for group 1.

You are Janet Jeffries. Write afax in reply to Mr. Nikagawa' s fax (one person
in the group should write and the others should dictate and check spellings. Thank
him for his fax. Tell him you will meet him at Heathrow at 16.35 on June 16. As
requested, you booked a single room for him in the Dorchester Hotel for two nights.
Check thisis OK (if his wife coming too, you need to change the booking). Y ou also
arranged his meeting with Data Link for June 17". Say you'll see him next week,
send your regards and sign the message from «Janet Jeffries».

b) Information for group 2.

Use this information to answer your partner. You are Mr. Nakagawa. Write a
fax or telex to Janet Jeffries changing your flight arrangements. Apologize and tell
her you must change your plans. You are now arriving on June 15", not June 16" .
Your new flight number is BAOO18 and you expect to arrive at 18.55, Terminal 4,
Heathrow. Ask her to change the meeting with Data Link to June 16™. (Y ou need to
know if she can't.) Say thank you, send your regards and sign the message from
«Nasahiro Nakagawa.

Telegrams and cables

The word telegram and telegraph are usually associated with internal
communication, while cable gener ally r efer s to over seas messages.

Telegramis a noun and telegraph can be used as a verb or an adjective:
We received your telegram.

Please telegraph your reply.

A telegraph line.

Cable can be used as a verb, anoun, or an adjective:

| cabled him yesterday.

Please send a cable.

We received a cable message.

Telegrams are very laconic because they are more expensive than telexes
and faxes. Telegrams consist of the following parts:

- telegraphic address of the receiver

- major text

- telegraphic address of the sender

Articles, pronouns, prepositions and other auxiliary words are omitted in
telegrams, for example:

OVERLAYD BIRMINGHAM
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DO NOT REPEAT NOT PAY ORDER 258 STOP
LETTER FOLLOWS
CHABANK

Specimen telegram

Quotation of shipping rates

Here is a reply to an exporter from a shipping company telling him that a
vessel is available and quoting rates.

LEBATS HONG KONG

SSORIENT ACCEPTING GARGO 3 MAY WHEN SAILING
STOPDUE TILBURY 3 JUNE STOP RATES THIRTY

ONE POUNDS STERLING PER TONNE

FREAST HONG KONG

M ake comparisons of the following telegrams and corresponding senten-
cesfrom letters:

ONLY IRREVOCABLE Only irrevocable letters of credit which
CONFIERMED have been confirmed by a bank will be
L/C ACCEPTABLE acceptable.
CIF ACCEPTABLE STOP We are prepared to accept your offer on a
PAYMENT B/E 30 D/S Cost Insurance Freight basis with a
PLEASE REPLY SOONEST payment by bill of exchange at 30 days
sight.
We would be grateful if you reply as
guickly as possible

Numerals are spelled in telegrams, for example:

HAVE BEEN QUOTED TWENTY SEVEN THOUSAND POUND
STERLING STOP SHOULD WE BUY

The word stop

Although there can be full stops in telegrams and cables, sentences are often
broken up with the word stop. Occasionally, however, the word stop can create
confusion if the cable is carelessly worded.

The word repeat

This word is often used in cables to emphasize a negative: DO NOT REPEAT
NOT SEND ORDER 18551

OR to emphasize an important detail: FLIGHT DELAYED BY SIX REPEAT
SIX HOURS

Abbreviations
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You can use abbreviations in cables, e.g/ L/C (letter of credit), B/L (bill of
lading) etc., but you must make sure that they are internationally recognized.

Brief but clear

Economy of words saves money, but if too few words are used, the message
becomes confused and will cost more money in the long run. For example, if you
received this message from Melbourne, Australia, would you know what to do about
it? JOHN REED ARRIVING STOP MEET AT AIRPORT

The message does not tell us which airport John Reed is arriving at, or which
flight heison. A few more words would have made a difference.

JOHN REED ARRIVING 12 MAY A.M. STOP FLIGHT 441 QANTAS
HEATHROW TERMINAL 3 PLEASE MEET

It is possible to omit certain words in cables, provided the meaning remains
clear. Articles, pronouns, and prepositions can be left out:

/ will send you a copy of the contract on March 1°.

WILL SEND COPY CONTRACT MARCH FIRST

Participles or nouns can be used to replace clauses:

We have received the consignment you sent us last week to replace the damaged

goods.

HAVE RECEIVED REPLACEMENT CONSIGNMENT DESPATCHED
LAST WEEK

Will you please inform us of the date when the SS Marina arrives in Liverpool?
PLEASE INFORM ARRIVAL SS MARINA LIVERPOOL

Wordstoremember

cable of request
application
cable-reminder

tenerpadHoe TpeboBaHuE
3asiBKa
TenerpadHbIi 3ampoc, HaMOMUHAHUE

E-mail

Electronic mail — often abbreviated as e-mail or email — is any method of
creating, transmitting, or storing primarily text-based human communications with
digital communications systems. Historically, a variety of electronic mail system
designs evolved that were often incompatible or not interoperable. With the
proliferation of the Internet since the early 1980s, however, the standardization
efforts of Internet architects succeeded in promulgating a single standard based on the
Simple Mail Transfer Protocol (SMTP), first published as Internet Standard 10 (RFC
821) in 1982.

Modern e-mail systems are based on a store-and-forward model in which
e-mail computer server systems accept, forward, or store messages on behalf of users,
who only connect to the e-mail infrastructure with their personal computer or other
network-enabled device for the duration of message transmission or retrieval to or
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from their designated server. Rarely is e-mail transmitted directly from one user’s
device to another’s.

While, originally, e-mail consisted only of text messages composed in the
ASCII character set, virtually any media format can be sent today, including
attachments of audio and video clips.

Spelling

The spellings e-mail and email are both common. Several prominent
journalistic and technical style guides recommend e-mail, and the spelling email is
also recognized in many dictionaries. In the original RFC neither spelling is used; the
service is referred to as mail, and a single piece of electronic mail is called a message.
The plural form «e-mails» (or emails) is also recognised.

Newer RFCs and IETF working groups require email for consistent
capitalization, hyphenation, and spelling of terms. ARPAnet/DARPAnNet users and
early developers from Unix, CMS, AppleLink, eWorld, AOL, GEnie, and HotMail
used eMail with the letter M capitalized. The authors of some of the original RFCs
used eMail when giving their own addresses.

Donald Knuth considers the spelling «e-mail» to be archaic, and notes that it is
more often spelled «email» in the UK. In some other European languages the word
«email» is similar to the word “ enamel”.

I n'society

There are numerous ways in which people have changed the way they
communicate in the last 50 years; email is most certainly one of them. Traditionally,
social interaction in the local community was the basis for communication — face to
face. Y et, today face-to-face meetings are no longer the primary way to communicate
as one can use a landline telephone or any number of the computer mediated
communications such as email.

Research has shown that people actively use email to maintain core social
networks, particularly when alters live at a distance. The results suggest that increases in
Internet usage are associated with decreases in other modes of communication, with
proficiency of Internet and email use serving as a mediating factor in this relationship.

In business

E-mail was widely accepted by the business community as the first broad
electronic communication medium and was the first ‘e-revolution’ in Business
communication. E-mail is very simple to understand and like postal mail, e-mail
solves two basic problems of communication: logistics and synchronization. LAN
based email is aso an emerging form of usage for business. It not only allows the
business user to download mail when offline, it also provides the small business user
to have multiple users email 1D’ s with just one email connection.
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Much of the business world relies upon communications between people who
are not physically in the same building, area or even country; setting up and
attending an in-person meeting, telephone call, or conference call can be
inconvenient, time-consuming, and costly. E-mail provides a way to exchange
information between two or more people with no set-up costs and that is generally far
less expensive than physical meetings or phone calls.

ITonn3oBaTensaMm 3JICKTpOHHOﬁ MMOYTHl HA AHTJIMMCKOM SI3BIKE CJICAYCT 3HATh,

YTO B AJIEKTPOHHBIX COOOIICHUSIX UCIONb3yeTCsl OOJBIIOE KOJIMYECTBO COKpALICHUH,
HarpuMep:

ASAP as soon as possible KaK MOXXHO CKOpee

BTW by the way MEXTy IPOYUM

FYI for you information JUTSI BAIIETO CBEACHUS

RSVP respondez s'il vous plait (bpani.) | moskanyiicta, OTBETHTE

-1) smile yIBIOKA

-( frown CIBHUHYTBIE OpPOBH
BBIPAKEHHE HEIOBOJILCTBA

Mon Monday MOHEIETLHUK

[Tonb3ysCh 3IEKTPOHHON OYTOM, YUYUTHIBAUTE CIEAYIOIINE PEKOMEH AN

1. CBoeBpeMeHHO OTBevaiiTe Ha Bce MoTydeHHbIe coodmenus (Respond to
all personal messages promptly)
Jaxxe eciu Bam Hedero OTBETHTH 10 CYIIECTBY, MPOCTO HAIMIIUTE, 4TO BbI
HOJIYYH/IN OTIPaBIeHHOE cooOmcHre (MESSage), Hampumep:

Thank you for your message. | will get to you ASAP.
Cnacu6o 3a Bawe coobwenue. A cesoicyco 6 Bamu 6 oaudcatiuiee spems.

Thank you for your suggestion. | am thinking about it.
Cnacub6o.3a sauie npeonodicerue. 1 060ymwviearo e2o.

2. ByabTe 0CTOPOKHBI HACYET PacChbUIKH JUMYHBIX coodmenuii (Be careful
about forwarding personal messages)
[TomuKTe O TOM, YTO MOJy4YeHHOe Bamu coobieHue ObLIO aapecoBaHo Bam

muyHo. IIpexnae dem mepeciaTh e€ro Komy-nubo, moaymaiTte, ono0pui Obl 3TO
OTIPABUTEH JAHHOTO COOOIICHUS.

3. IIpoBepsiiiTe HanMcaHHbIe COOOIIEHHUS, TpeKIe YeM OTHPABJIATH HMX
(Check outgoing messages before posting them)

OCO6CHHOCTI/I 3JICKTpOHHOﬁ IMOYThI COCTOAT B TOM, 4YTO, HA)XaB HAa HKOHKY

(OTHpaBI/ITB), Bam YK€ HCJIB3d OTMCHUTL 3TY KOMAaHAY, IﬂITO6[>I IﬂITO-JII/I60 HUCIIPABUTD.

HOC—)TOMy HYXHO BHHMATCIIBHO BbIYUTATH TCKCT COO6H_ICHI/I$I, npexKaAc 4YeM Cro
OTIIPABJIATD.
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4. Ucnonwb3yiiTe cTpoKy «TemMa coodmenns» (Use the subject line to indicate

the topic)

VYkazaHue TeMbl COOOIIEHHS OCOOEHHO Ba)KHO, Korja Bel oOMeHHBaeTech ¢
MapTHEPOM MO OM3HECY IEIbIM psioM cooOmenuii. B atom ciyuae Hu Bam, Hu
Bamemy napTHepy He IPHAETCS UCKATh HYKHOE COOOIIEHUE CPeId MHOTUX JAPYTHX.
OTO TakXke IOMOraeT BbIIEPKUBATH KPATKOCTh M CXATOCTh MPU HANKMCAHUU
COOOIIeHMS, HAIIPUMED:

Subject: Board meeting Tema: 3acenanue CoBera

The next board meeting will be held on | Caenyroree 3aceaHue coBeTa

Thursday at 10:30 am. coctoutcst B yerBepr B 10 gac. 30 muH.

Please confirm your participation. [ToxamyiicTa, MTO/ITBEP/IATE CBOE
yJacTue.

Thank you. bnaromapro Bac.

J. Morgan, JIx. Mopras,

Secretary CeKpeTapb

5. He 3moymorpebJisiiite pa3ropopHbiMu ¢pazaMu B Haydajle U KOHIIE
coodmenust (Do not overuse conversational openings and closings)
HecMoTpst Ha TO, 4TO S3BIK 3JEKTPOHHOM TIOUYTHI — 3TO THOpU (Ppa3 ycTHOM
peud U TMPeIOKEHUH NHUCBMEHHOM pedd, HeoOXOJAMMO YYyBCTBO MEpPHI B
yNoTpeOJICHUH HENPUHYXACHHBIX MPUBETCIBUM U 3aKiIouuTeNbHBIX (pa3. B
DJIEKTPOHHBIX COOOIIECHHUIX MOXHO BOOOIIE O0OWTHCH 03 HUX (CM. MpEeabLAyIIni
npUMep, TJIe OTCYTCTBYIOT (POPMYJIbL OOPAIICHUS U TIPOLIAHHMS).

6. ByabTe BeXKJIMBBI NPH BBIPAKEHHH <JIeJIOBBIX» mpochko (Express
«business» requests politely)

NmeiiTe B BUay, YTO Jake B OM3HEC-KOMMYHHMKAIIMM CTWIb 3JICKTPOHHBIX
CcOOOIIICHUI — CKOpee HENPMHYKJICHHBIA WM HEHTpaJbHBLINA, YeM O(HUIMAILHO-
NEeJI0BOM. DTO TMO3BOJISIET YCTAHABIMBATD U TOAJICPKUBATEH JIPYKECKUE OTHOIICHUS
JIOJIIM C pa3HbIM COUMANIBHBIM cTarycoM. OpHako B ciydyae, €Cid, Hampumep,
CTyICHT  WIM — TMOJYMHCHHBIA  HampaBisieT  kpocbdy  mpodeccopy  wau
aIMUHUCTPATOPY, HENPUHYKICHHBIM CTUJIbL HEYMECTECH. 3/IeCh CKOpee HeoOXOauM
HENUTPANBHBIN WU OGHUIIHATBHO-IEIOBON CTUIL. UTOOBI

(1) n36exaTh HABA3UUBOCTH,
(2) nath moyyaTeN0 BO3MOYXKHOCTD BhIOODA,
(3) co3nath y Hero OJIaroNnpUATHOE BIICYATICHHUE.

7. Ucnoab3yiiTe o0meynoTpeouTeabHble cokpamenuss (Learn common
abbreviations)

MHorue TepMUHBI U BBIPAXKEHHS COKPAIIAIOTCS B 3JIEKTPOHHBIX COOOIIECHUSIX.
Cnucok cokpalleHuil ocTaTtoyHo Oombuioi. ['maBHOe, yToOBI ajgpecaT nmoHsa Bac.
Jlomyckaercst HaOupaTh TEKCT COOOIIEeHUsI Oe3 3ariaBHbIX OYKB, OMyCKAaTh apTUKIIU U
BCIIOMOTraTejabHble Iaroiel. OaHako, eciu Bamn aHrmiickuii (B 4acTHOCTH,

34



rpaMMaTHKa)

«XpomMacT», JIydiae n30eratb 9TOTO0 U I0JB30BATHCS CTaHAapPTHBIM,

ITIOJIHBIM TCKCTOM. CpaBHI/ITe ABa B4 OAHOI'O U TOI'O XK€ COO6H_ICHI/IH:

Standard English: |1 have read your message regarding (about) John's

presentation. | will try to read his paper as soon as possible
and return it to your mailbox. Thank you again.

E-mail style:

Read yr message re john’s pres. will try to read his paper

ASAP and return it to yr mailbox. Thanx again.

Exercises:

Formal or informal?

1. First, read the information about writing emails then match the
informal phrases (1-15) with the neutral/formal phrases (a-0)

Three different writing styles are often identified, although in real life the
differences are not so clear:

Formal This is the style of an old-fashioned letter. Ideas are presented

and politely and carefully, there is much use of fixed expressions and long
words. The language is impersonal. Grammar and punctuation are
important. This style is not common in emails, but you can find it if the
subject matter is serious (for example a complaint).

Neutral/ This is the most common style in professional/work emails. The

Standard writer and reader are both busy, so the language is simple, clear and

Is direct. Sentences are short and there is use of contractions (I’ve for 1
have etc.). The language is more personal. However, the style is not
similar to speech - it is too direct.

Informal This is the most common style for emails between friends.
Sometimes the email can be very short or it could include personal
news, funny comments etc. This is the style that is closest to speech, so
there are everyday words and conversational expressions. The reader
will also be more tolerant of bad grammar etc.

I nfor mal Neutral/For mal

1. Whatdoyouneed? ..d.. a) Withregardto ... (or With reference to)

2. Thanks for the email of 12 Feb. b) | can assure you that...

3. Sorry, | can’'t makeit. ... ¢) We note from our records that you have

not...

4. I’'msorry totell youthat... ... d) Please let us know your requirements.

5. | promise e) | waswonderingif you could ...

6. Couldyou...?... f)  Wewould like to remind you that...

7.  Youhaven't... ... g) | look forward to meeting you next week.
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8. Don't forget... ... h)  Thank you for your email received 12

February.
9. lneedto... ... 1) Iamafraid | will not be able to attend.
10. Shall I...2... j)  Wouldyoulikemeto...?
11. But../Also.../So... k) | would be grateful if you could ...
12. Please could you... ... )  Please accept our apologies for ...
13. I'msorry for... ... m) It is necessary for meto ...
14. Re... .... n) Weregret to advise you that...
15. Seeyou next week. .. 0) However ... /Inaddition ... / Therefore ...

Note: with business emails you can mix styles to some extent, but don't mix
styles at the two extremes. If in doubt, follow the style of the other person.

2. Rewrite the emails below by substituting the phrasesin italics with more
informal phrases. Use contractions (e.g. I'll) where appropriate

Email 1

| am afraid | will not be able to attend the meeting on Friday. As | will miss the
meeting, | was wondering if you could send me a copy of the minutes? | will write to
Anita as well, to inform her that | will not be there. Once again, please accept my
apologies for this, and | can assure you that | will be at the next meeting.

Sorry | can’ t Make it ON Friday.........ocuueiie ettt e

Email 2

Thank you for your email of 25 January where you requested assistance on how to
order on-line. It is necessary for me to know your a/c number before | can deal with
this. 1 would be grateful if you could also provide details of which version of
WINAOWS YOU @€ USING .t ce.eeeee et et et et st e v e ee e e et et et veevaeeae eneeneenens

Email 3

With reference to your order number J891 - we received it this morning, but you have
not filled in the sections on size and colour. Please let us know your exact
requirements. These products are selling very well at the moment, and we regret to
advise you that the medium size is temporarily out of stock. However, we are
expecting more supplies in the near future. Would you like me to email you when
they arrive?

3. Match the words of Latin origin in box A with the shorter words in
box B.
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Box A Box B

1 assistanee 6 information 11 repair a) ask f) facts k) help (n)
2 dueto 7 obtain/receive 12 request b) ask for g) fix (v) 1) job

3 enquire 8 occupation 13 requirements c) because of  h) get m) more

4 further 9 possess 14 reserve d) book (v) 1) give  n) needs (n)
5inform 10 provide 15 verify e) check/prove j) have o) tell

lk.2..3.4..5..6..7..8..9..10..11... 12...13..14...15...

Note: longer words of Latin origin sound more formal, and shorter words sound more
informal.

Missing wor ds and abbreviations

4. Read the information below. Then match the sentences (a-l) to their
descriptions.

Missing out words is common in emails and informal speech. It happens where
the people know each other very well and the situation is relaxed and friendly. The
meaning is clear from the context so the full grammatical form is not necessary.

a) (That'sa) good idea! 1. The subject | can be left out,
especially with mental verbs like
hope, think etc. ...c.

b) (Didyou) get my last email? 2. In a question, the subject ‘you” and
the auxiliary can be left out.

c) (1) think your ideais great. 3. The subject | and the auxiliary (be,
have, will) can be left out. ...../.....

d) (It) sounds like fun! 4. The words ‘That’ or ‘It' can be left
out, often with a form of 'be' as well.
..... [....].....

e) (I am) looking forward to seeingyou. 5. A form of ‘be’ can be left out on its
own. ...../[......

f) (I'll) speak to you later. 6. The word ‘the’ can occasionally be
left out....

g) - Just read (the) email about relocation.

h) Your suggestion (is) good, but needs
clarification.

1) (Areyou) coming with us on Friday?

j) (1) hope you're well.

k) (It'sa) pity we missed you yesterday,

l) Next week (would be) better than this
week.
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5. Put the missing wor ds back into the email below.

It was a /Great evening, wasn't it! Really enjoyed the meal, and nice to see
Mary and Roger again. Had a chance to speak to Lucy yet? Don’'t worry if you
haven't, will be seeing her tomorrow.

About next week - film you suggested sounds great. Been talking to some
colleagues at work about it. Not sure about the day, though. Tuesday might be
difficult. Perhaps Wednesday better? Let me know.

Going to my parents at weekend - looking forward to it. They live in
Chichester. Ever been there?

Sometime soon we need to talk about holiday plans for next summer. Things
still a bit uncertain at work.

Might be possible to take two weeks off in July, but can’t be sure. Three weeks
impossible. A pity.

Anyway, got to go now. Hope you' re well. See you next week.

6. Match the abbreviations (1-4) with the meanings (a-d).

1. ie (idest)... a) | amgoing to give an example.

2. eg. (exempli gratia)... b) | amgoingto explain what | mean using different
words.

3. NB (notabene)..... ¢) | amadding some information at the end that |
forgot.

4. PS (postscript)..... d) | want youto give special attention to this next point.

7. First, read the information about abbreviated forms. Then write out the
emailsin full.

In some emails you can find very abbreviated forms. The writer wants to write very
guickly and the meaning is clear from the context. There are three techniques:

1. using a letter to stand for a sound (‘C’ = see)

2. making a short form of a common word (‘yr’ = your)

3. writing the first letters of awell-known phrase (‘asap’ = as soon as possible).

Email 1

Subject: Yr order ref no KD654

Inrelation to yr order rec’d today, we cannot supply the gty’s you need at this
moment. PLS confirm asap if a part-delivery wd be acceptable, with the rest to follow
L8R. Rgds, Stefan.
Subject: Your order reference number KD 654..........

Email 2
Subject: Thx for yr msg
Re your msg left on my ans machine - yes, I'm free 4 lunch on Wed next wk.
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Btw, good

news about yr interview. Hv 2 work now.

CU, Jane.

Email 3

Subject: Options for Tech Help

We have a Tech Assistance section on our website, with an extensive list of
FAQs. Customers find this v convnt asit is avail 24/7. Otoh, if you need to spk
to sb in person, you can call during wkng hours.

Bw, Alan.

Opening and closing

8. Match the email beginnings (1-8) with the endings (a-h).

Beginnings...

... Endings

.|l am writing with regard to your recent
email. We regret to inform you that there
are no double rooms available for the
nights you require. ...cC....

a)

Anyway, thanks again for inviting
me, and I’'m really looking forward
to it. Do you want me to bring
anything?

.[Thanks so much for the wonderful
present. It's exactly the book that |
wanted - how did you know? I'm really
looking forward to reading it.

b)

You know you can count on me if
you need any support. I’ll call you at
the weekend to see how things are.

. |Patricia, I'vejust read your email. I'm
so sorry to hear about what happened.

c)

Should you need any further
information about room availability,
we will be happy to assist you.

. |Sorry, | can’'t make it to your birthday
party at Fishers restaurant, as I'm away
on that day.

d)

| look forward to receiving this
information as soon as possible.

.|l am mailing this via the ‘Contact Us
link on your website. I’d like to know a
few more details about the anti-virus

€)

software that's listed on the site.

It really is great news, and I’'m sure
that it's only the beginning of our
work in the French market.
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6. {I| am writing with reference to our order|f) |Please deal with this matter urgently.
number GH67. The goods arrived this| |l expect a reply from you by
morning, but you only sent 200 pieces| [tomorrow morning at the latest.
instead of the 300 that we ordered....
7.|Yes! Great! I'd love to come to theg) |Thanks again for the gift, and give
party... my regards to your family.

8. |I've just heard from Antonio about theh) |Anyway, sorry again that | can't
Paris contract. It's fantastic news — you| |come, but have a great time. | hope
worked really hard on this and you| |we can meet up soon. What about
deserve the success.... going to see that new Speilberg film?

9. Read the following sentences. Decide whether they are beginnings or
endings. Then decide whether they are neutral or informal.

1. The computer network will be shut down for maintenance Bedg/End  Neut/Inf

at 5 pmon Thursday.

2. Oh, yes — I'll be back late tonight. Can you do the Beg/End Neut/Inf
shopping and buy something nice for dinner? Thx.

3. | look forward to receiving your advice on this matter. Beg/End Neut/Inf

4. What asurprise - how nice to hear from you! Beg/End Neut/Inf

5. Bye for now. See you soon. Beg/End Neut/Inf

6. | hope that everything is okay, but do not hesitate to Beg/End Neut/Inf
contact me if you need any clarification.

7. Please find attached my report, as promised in Friday’s Beg/End Neut/Inf
meeting.

8. I’'m so happy for you! Write again soon and tell me how Beg/End  Neut/Inf
it’ s going.

9. We are writing to advise you about some changes in our Beg/End Neut/Inf
price list.

10. If you' dlike any more details, just let me know. I’'m away Beg/End Neut/Inf
all next week but Andrea is dealing with this in my
absence.
11. Just a quick note to say | really enjoyed last night. Beg/End Neut/Inf
12. Simonand | have been talking about your holiday plans for Beg/End Neut/Inf
next August. It looks like we won't be able to join you. I’'m
really sorry.

Complaints

10.Complete the sentences typical of emails of complaint with the pairs of
wor ds from the box.

appreciate/replaced attention/problem complain/quality
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connection/attitude delivered/urgently dissatisfaction/received

entitled/replacement matter/inconvenience purchased/standard

Refund/further terms/treatment unless/cancel

1. lTamwritingin with the negative of a member of your staff.

2. | hope that you will deal with this promptly as it is causing me conside-
rable :

3. The equipment | ordered has still not been , despite my phone call to you
last week to say that it is needed .

4. Although you advertise yourself as a top-quality brand, the product | was
well below the . | expected.

5. | amwriting to draw your toa In your customer services section.

6. | would it if the faulty goods could be as soon as possible.

7. 1 wish to complain in the strongest possible about the | received
from a member of your staff.

8. | believethat | am to an immediate

9. | amwritingto express my strong  with the goods | this morning.

10. | receive the goods by the end of this week, | will have no choice but to

my order.

11. | am writing to about the of aproduct | purchased on-line from
your website.

12. linsist onafull , otherwise | will be forced to take the matter :

11. Complete each phrase with one word. Some letter s have been given to
help you.

1. To write in connection with 6. to be below the expected st. .............. d
sth.
2. toneedsth.ur ...y 7. tocomplaininthe strongest possiblete....s
3. totake the matter fu........ r 8. toexpressstrongdis.........ccceeevvnennne ion
with sth.
4. todemandafullre....d 9. todemand animmediaterepl.................. t
5. todrawsb'sat........ n to sth. 10. to cause sb. considerableinc................e

12. Linking words and phrases are used in complaints to explain your case
clearly and carefully. Complete the table with the wor ds/phrases from the box.

Above éll As a result Even though Finally Firstly Furthermore
However Inaddition Inconclusion Infact Inparticular Inreality In
spite of thefact  that

Nevertheless  Taking everything into consideration  Therefore

Adding another point (like and): 1...Furthermore. ../...
Listing points: 2 e /.,
Making a contrast (like but): S /.,
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Making a contrast (like although): R /.,

Giving the consequence (like so): D s /.,
Giving the most important example: G /.,
Saying what the real situationis: T e /.,
Introducing the final paragraph: S S /.,

13. Underline the most appropriate words or phrasesin the email.
| am writing to complain about the poor service we have received from your
company.
DFirstly/Therefore, the goods you sent were not the ones that we ordered. Our order
dated 16 September clearly stated that we wanted 1,000 t-shirts. @ In
particular/However, we only received 800.
®Nevertheless/Furthermore, we asked you to print our company:logo in the top left
corner of the shirts and you have printed it in the centre.
To make matters worse, your staff were very unhelpful when | called. “Even
though/Above all, no-one took responsibility to sort out the problem -1 was simply
passed from person to person. ®In fact/In addition, after 30 minutes | gave up in
frustration and ended the call.
The whole matter was treated by your staff as though it was completely unimportant,
© 1n spite of the fact that/therefore we have been your customers for more than five
years. () In particular/As a result, we are considering stopping all future business
with your company.
® Taking everything into consideration/in reality, we must insist on an immediate
replacement order, to reach here within 14 working days, at no cost to ourselves.

Unit IV
YerpoiicTtBo Ha padoTty (Job application)

Ilaxem 0oxymenmos 05t nooadu 3as61eHus Ha pabomy

B BenukoOputannun u B Coenunennwsix Illtatax Bsl moceinaere
MOTEHIIMAIbHOMY paboToaTeN0 MakeT JOKYMEHTOB IS YCTPOMCTBa Ha paboTy.
CoctaB 3THX JJOKYMEHTOB HE 3aBUCHUT OT TOT0, oOpariaerech 1 Bol mo coOcTBEeHHOM
VHUIMATUBE WX M0 KOHKYPCY Ha 3aMEIlEHUE BAKAHTHOMN JTOJKHOCTH.

ITakeT 1OKyMEHTOB TOJIKEH COJIEPKATh!

- COHPOBOUTEIBHOE MTUCHMO,

- Bame pesrome,

- JaHHBIE O TIOPYYUTENSAX, PEKOMEHJAaTeIbHbIE TMChbMa U, BO3MOXHO,
cepTU(hUKATHI.

[Ipu moaroToBKe Bamiero nakera JOKYMEHTOB YOEIUTECH, UTO BCE TOKYMEHTBI
o OopMIICHBI €TUHOOOPA3HO.

PacnieuarpiBaiiTe Bce NOKYMEHTHI Ha OJMHAKOBOW Oymare W HaWIuTe BpeMs
caenaTh konuu Bamux ceptrdukaToB Ha 3TOH ke Oymare.
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Pasnoxute Barim 10KyMeHTBI, HAIPUMEp, 0 TUIY MIpUdTa U €ro pasMepy, 1o
pa3MeTKe CTpaHHUIl W IIalKe JOKYMEHTOB. Bce 3TM mapamerpsl JOKHBI OBITh
OJIMHAKOBBIMH.

be3 pestome u compoBoauTenbHOro muchma (cover letter), Bac mpocto He
npuriacaT Ha codecemoanue (interview) c padoromarenem (employer), a UMeHHO
OHO W SIBJISIETCS IOCJACJAHMM O3TallOM B IPOIECCe OM3HEC-KOMMYHHUKAIMU TIEepe/
MOJyYECHUEM JKeJIaeMOTr0 MecTa pabOThI.

B »TOoM pasnmene mnpeacTaBieHbl Pa3IMYHBIC THIIBI aHIJI0-aMEPHKAHCKOTO
pe3ioMe, OCHOBHBIC TPEOOBAaHUS K UX COCTaBICHHIO, a TAKXKE UX Pa3jIMYHbIC BUIbI B
3aBHCHMOCTH OT IIeJiel B 0COOEHHOCTEH TPYI0yCTPOUCTBA.

JIis Hayana IO3HAKOMbTECh C HauOojee THUIMYHBIMH OIIMOKAMHU IPHU
COCTaBJICHHH PE3IOME:

Yes, it's worth while having a look at the ten most common résumé writing
mistakes:

1. Too long (preferred length is one page).
Cnuwxom onunnoe npeonoxcerue (npeonoumumenvbHblil 06vem pesiome — 00HA
cmpaHuya).

2. Disorganized — information is scatted around the page — hard to follow.
IInoxo npooymano (ungpopmayus pazbpocana no cmpanuye, ¥mo 3ampyoHsem
creoums 3a ee u3JZODiC€Hu€M).

3. Poorly typed and printed — hard to read — looks unprofessional.
IInoxo mabpano u pacnewamano. Taxoe peszlome msdcero yumamev, U OHO
8b12NA0UM HENPOGDHECCUOHATILHO.

4. Overwritten —long paragraphs and sentences — takes too long to say too little.
Ilepebop c onunoti absayes u npeonodrcernuti. CIutukom MHO20 8peMeHU YX0OUum
Ha Mo, 4modvl cKa3amyv CIUMKOM MAo.

5. Too sparse — gives only bare essentials of dates and job titles.
Cruwkom mano HANUCAHO, OCZHbl JUULD Oambz u sarumaemsie OOJZJfCHOCI’i’lu.

6. Not oriented for results — doesn’t show what the candidate has accomplished
on the jab.

He opuenmuposano mna npeocmasnenue pes3yivmamos. He e6uonwo, umo

KOHKpEmHO Oocmueﬂymo npemeHOeHmOM Ha OaHHOEe Mecmo.

7. Too many irrelevances — height, weight, sex, health, marital status are not
needed on today’ s résumés.

Crumxom MHO20 HeHYJCHbIX Oemaneu. Hem Heobxooumocmu coobwams ceol

pocm, 8ec, NoJl, COCMOsIHUE 300P08bs U CeMeliHoe NOJI0JCeHUe.

8. Misspellings, typos, and poor grammar — resumes should be carefully
proofread before they are printed and mailed.

Owubku 6 opgoepaguu, onevyamku, ciraboe 3Hanue epammamuxu. Pezrome

O0JICHO ObIMb KAK CAedyem 6blYUMAHO U NPOBEPeHO U JIUlb NOCie 9MOo20
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pacnedamaro u omnpaesjieHo no nodnie.

9. Tries to hard — fancy typesetting and binders, photographs and exotic paper
stocks distract from the clarity of presentation.

Cruwixom mHo20 ycepousi. Beiuypuwviii wpugpm c eunvemkamu, gpomoepaguu u

IK30MUYeCcKoe KaHyeaapcKoe Oo@opmieHue Iutlb OMEIeKaiom Om SCHO20

U3BTLOJICEHUSL.

10.Misdirected — too many résumés arrive on employer’ s desks unrequested, and
with little or no apparent connections to the organization — cover letters
would help avoid this.

Hanpaeneno ne no aopecy. Muozue pestome nocmynarom pabomooamento Oe3

8CAKOU 80CMPeDOBAHHOCIU C €20 CIMOPOHbL U He UMEION NPAMO20 OMHOUIEHUS K

oannou opeanuszayuu. ConpogooumenvHvle NUCOMA NOMOeAOM U30eHcamy

Makou Ccumyayuu.

Ecnu Bamemy paboronarento noHpaButcs Barie cOnpoBOIUTENBHOE TUCHMO,
TO OH 1npouuTaer u Bame pe3tome. Bame pestome Hapsaay ¢ Bammm
CONPOBOJAUTEIBHBIM MUCBMOM — 3TO €IWHCTBEHHBIE JOKYMEHTBI, COCTABJICHHBIE
Bamu, no xoropeim Bam paboronarens cocraBiseT IepBoe BredarieHue o Bac.
TonbKO Ha OCHOBAaHHUM ATUX IOKYMEHTOB OH PEIIAET, MPUIIIACUTh Bac Ha UHTEPBBIO
win Het. CnenoBaTtenbHO, Bbl m0mKHBI 00aymarh 3apaHee, Kak Bbl xotute
NpeacTaBUTh cebs B mpodeccHuoHaNbHOM U - JnyHOM IuiaHe. [lombiTaiitech
IOpEICTaBUTh Ballld NpOoQEeCcCHOHAJbHBIE W JIMYHBbIE KadecTBa  HaumboJee
0JIaronpusATHO U MPABJIUBO.

Ncxonute u3 peanbubix dakToB. HazoBute Bammm npodeccuonanbHbie U TUYHBIC
Ka4yeCTBa, KOTOPhIE UMEIOT OTHOILICHNE NMEHHO K 3TON BaKAHCHUU!

- [Touemy BrI siBiIsIETECH MI€AIBHBIM KAHUIATOM Ha 3TO MECTO?

- [ToueMy nanHasi opraHu3aius J0JDKHA MPUHSITE HA paboTy uMeHHo Bac?

- Kakue y Bac npenmyiiectBa nepen IpyrumMu KaHauaaTaMmu?

- Uro Bbl MoxeTe NpeasiokKUTh paboTOJATENIO?

- Uero Brer yxe gocturiu? CMoxete a1 Bbl ClipaBUThCSI ¢ HOBOM JOJKHOCTHIO?

OTH BOITPOCHI JOJIZKHBI ObITh B Baleil rojoBe IMOCTOSHHO - OT HaIMCaHMS
COMPOBOAUTCIIBHOTO ITUCbMA U PC3IOME 10 UHTCPBBIO.

ITocne Toro xak Bol MMOJTYYHIINA I/IH(l)OpMaI_II/IIO 0 OOJDKHOCTH U OpraHMU3alunu,
Bb1 MO2K€TE HAaUMHATH COCTaBJIATHL Bare pE3roME.

Pazanuus Mekay aHIr10-aMepUKAHCKUM U 3aNaJHOeBPOINEHCKUM pe3loMe

B Opurtanckom anriuiickom pestome HasbiBaeTcss Curriculum Vitae (CV), B
aMEPUKAHCKOM aHTJIMHCKOM —I€SUME miu resume.

Pasnuune MeXIy aHIVIO-aMEPUKAHCKMM M 3alaJHOCBPOICHCKHM PE3IOME
COCTOMT B TOM, 4YTO aHIJI0-aMEPUKAHCKOE PE3IOME COICPIKUT MEHBIIE JTHYHOM
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uadopmarmu. B BenukoOpuranuun u B CIIIA 060sblioe BHUMAaHHE YICISCTCS
NPHUHIKIY paBHBIX Bo3MokHocTel (equal opportunity policy). Hanmpumep, mpexie
Bcero B CIIA, K JOKyMEHTaM IO YCTPOHCTBY Ha pabOTy HE MNPHUKIAJBIBAIOT
dortorpadun, YTOOBI HCKIIOUYUTH BO3MOXHOCTh JTUCKpUMHHAIMH. Takke He
COOOIIAIT O CEMEHHOM TOJOXKCHHUU, BEPOUCIIOBEIAHUHU, O POAUTENAX (BKIIOYAs
npodeccuro). Ecau mpeTeHAeHT CYUTAeT, YTO €ro BO3pacT W HAI[MOHAJIbHAs
NPUHAIC)KHOCTh MOTYT MPEACTABUTh €0 B HEBBITOJJHOM CBETE, TO OH MOXET UX HE
yKa3bIBaTh. B aHTIIHIICKOM PEe3IOME HE YKAa3bIBAIOT ATy U HE CTABST MOIIHUCH.

JlanpHeuiee — pa3iduMe — KacaeTcsi — PEKOMEHJATENbHBIX  IhuceM. B
Benukoopurtanuu u B CIIIA pexomeHnnatensHbie TucbMa (testimonials) He sBisiroTcs
00s13aTeNIbHBIM KOMIIOHCHTOM IaKeTa JIOKYMeHTOB. Eciu paboTomareis BaXHOE
JMIIO WK Y Bac oTinM4HbIC peKOMEHIAIMHU, UX BCE XK€ 1eJIeCO00pa3HO MPUIIOKHTh.
Kak npaBuiio, yka3sIBalOT JBYX-TPEX YEJIOBEK, KOTOPBIC MOTYT JaTh PCKOMEHIAIIHIO.
B OpuTaHCcKOM aHIJIMICKOM MX Ha3bIBalOT Ieferees, B ameprukaHckoMm — references.
JIutia, KOTOpBIE TOTOBBI JaTh BaM pPEKOMEHIAIMIO, JODKHBI OBITH 0053aTEIBHO
NpeynpexICHbl 3apaHee, TaKk Kak paboTomareNb 4acTo JICHCTBHTEIBHO C HUMHU
ces3piBactcs1! Xopoinuii BapuaHT, KOTOPBIH BCE yallle UCIONB3YETCs, ITO IOMETKA B
pestome: References available upon request (=IlpemocTaBiio peKOMEHIANMU TI0
TpeOOBAHMIO).

Kak npaBuiio, B aHI/10-aMepHKaHCKOM pe3loMe Bul He HaiineTe:
- pororpaduu

- 1aThl U MecTa poxkaeHus (ykasbiBaetcsi B BE)
- ykazaHus Bo3pacta (ykasbeiBaetcs B BE)

- CBEJICHUH O POJUTEIAX

- YKa3aHUs CEMEHHOTO TIOJI0KEHHS

- STHUYECKOTO TIPOUCXOKACHUS

- BEPOHUCIIOBEIaHUS

- HaIMOHabHOCTH (yKa3biBaercs B BE)

- OT3bIBa C MPEKHETO MecTa paboThI

- YKa3aHUsl JKelaeMOoH 3apabOoTHOM IIaThl

- 1aThl ¥ TIOJIIMCH

Tunsl pesrome
Cy1iecTByeT TpHU THUIIA AHTII0-AMEPUKAHCKOTO PE3IOME!
- Chronological CV (umu Reverse Chronological CV)
- Functional CV
- Customized CV (raxke HasbiacTcst Combination CV)

(Reverse) Chronological CV

B Chronological CV, TpanuiimoHHOM TUIIE pe3oMe, NEPEUUCIISIFOTCS JTUNYHBIC
JIAHHBIC COMCKATEJs, ero 0o0pa3oBaHUE M MecTa PabOoThl, & TAKXKE €ro JOCTHIKCHUS.
Bce 6omee monynspabiM ctanoBuTes Ieverse chronological CV, kotopoe HaunHaeTcs
C yKa3aHUs HACTOSIIEr0 MecTta paboOThl W MPOJODKAETCS B OOpaTHOM
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XPOHOJOTUYECKOM TMOPSAKE. DTOT THIT PE3IOME MOXHO IOPEKOMEHIOBATh YiKe
HEMOJIOJIBIM COHUCKATEeNIsIM. 37eCh TJIaBHOC BHUMAHHE YJCISCTCSA OIBITY PabOTHI.
Chronological CV ocoGeHHO MOIOWAET Ui TeX, Y KOro He OBUIO MEpephIBOB B
pabote

Functional CV

Oror tun pe3tome mnosBuwics B /0-e u 80-e roasl. OpgHaKo, HEKOTOpHIE
pabotonarenu B 3amagHoil EBpome Bce emie OTHOCATCS K HEMY CKENTHYECKH.
Functional CV npexacraBiser co00ii HE XPOHOJOTHYECKYIO MOCISI0BATEIBHOCTD, a
BUJIBI TPYAOBOM JEATEIHOCTH KaHAWAATa. 3AE€Ch TJIaBHOE BHUMAHHUE YHACISICTCS
KBaIU(pUKaIUU U paboTe TPyAOYyCTpauBaIOLIErocs. DTOT THUI pe3loME IMOAOUIET,
eciii  ObLIM  Cliy4an MpOoQEeCcCHOHANIBHON IMepeopHeHTalnu/ IepeKBATH(UKAIIIH,
CMCHBI MecTa pabOThl MM IepepbiBa B pabore (KOTOpbIe MOTIM OBITh BBI3BAHBI
norepeil  pabOThl, CEMEHUHBIMU OOCTOSITEIBCTBAMH, OO0JIE3HBIO, = TBOPUYECCKUM
ormyckoM). Hampumep, npodeccruonaabHas AeATEIbHOCTh KaHIWAATa MOXKET OBITh
pa3dbuTa Ha TIpymibl, o3arjaBicHHbie Marketing, business management, sales.
TpynoycrpanBaromuiicss mnepeyrciser CBOM MPOodeCCHOHANIBHBIC YCIEXH B ITHUX
001aCTAX.

Tpetuii Tun pesrome, Customized unmu Combination CV, coBmeriaer B cebe
npu3Haku chronological u functional CV u mostomy HaspiBaeTcsi Takke Chrono-
functional CV. 3mece B XpPOHOJIOTMYECKOM  TOPSJAKE  MEPCUUCIIACTCS
npodeCCHOHANbHAS JIEATEILHOCTh COUCKATENS M OMHCHIBAIOTCS €ro YCIeXH B
Pa3IUYHBIX 00JIACTSAX. DTOT TUI PE3FOME IOJAOHIET WMCIONIHUM COJHIHBIA OIMBIT W
KEJIAIOIIUM BBIZICITUTH CBOM OCOOBIC YCIIEXU U TaJaHTHI.

Bbl ODKHBI OCHOBAaTENIBHO O0ayMaTh M PEIINTh, KaKOH THI pe3toMe
MOJXOMUT MMEHHO Bam. Barmie pernieHue JOKHO 3aBUCETh OT TOTO, C IOMOIIBIO
KaKOro THIIA PE3FOME BBl CMOYKETE HAWJIYYIINM O0pa3oM IMpoJiaTh HAa PBIHKE Tpyaa
Ballld CIIOCOOHOCTH U KBATU(UKAIIHIO.

Crpykrypa Curriculum Vitae
JInunsie nannbie (Personal Details)

B AHTJIO-aMCPHUKAHCKOM PE3IOME, KaK U 3aHaHH06BpOHeﬁCKOM, MMPUBOOATCA
JIUYHBIC U HpO(l)CCCI/IOHaHBHBIe JaHHBIC KaHIuaara Ha JOJIPKHOCTbD. Bce xe
HCKOTOPBLIC JIMYHBIC JAHHBIC, IIPCKAC BCETO B COCI[I/IHCHHBIX H_[TaTaX,
HeoOs3aTeIbHBI. MOKHO HE YKa3bIBaATh BO3PACT, ATy U MCCTO POXKACHHA, CBCACHUA
0 POOAUTCIIAX, ceMeiHoe ITIOJIO?KCHHC, I'paxxaaHCTBO, IMPOUCXOKIACHUC u
BCPOUCITIOBCAAHUC. CDOTOI‘pa(i)I/IH TaxKe He o0s13aTeNbHa.

Personal Details JInuHble TaHHBbIE

name (first name and last name) Wmst (umst u hammsus)

date of birth Jlata poxxaeHus (MOXKET OIMyCKAaThCs B
aMEPHUKaHCKOM pe3ioMe)
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address Anpec

tel ephone number Tenedon (c MeXTyHAPOIHBIM KOZOM)
fax number daxc

E-mail address E-mail

Ipodeccuonanbubie neau (Career-/Job Objective)

B amepuKaHCKUX U BCE Yallle B OPUTAHCKUX PE3FOME MOYKHO BCTPETUTH YETKOEC
ompejaeiacHrue  mpodecCHOHANBHBIX  Ieliel  Kanguaara (career  objective).
Omnpenenureck, kK yemy Brl ctpemuTecs!

Career objective:
- An entry-level position in marketing at A&B Company ...
- A challenging position as a sales manager at A&B Company ...
- A challenging position in which | can use my intercommunication and
language skills ...

OopasoBanne u npodeccnonaabHbie aammbie (Education and
Qualifications)

Vkaxute Bame ob6pa3oBaHue, HazBaHuE Y4EOHOIO 3aBEJEHUs, ropona, AaTy
OKOHYAHUS ¥ MPUCBOCHHYIO YYEHYIO CTEIEHb (C MepeBogoM WiH o0bsicHeHHeM). O
CBOMX OIICHKax CJIEJyeT YINOMSIHYTh TOJBKO B TOM CIly4yae, €CIM OHHU OYEHb
xopouue. Ecnu y Bac ectb MHOTOJIETHUH ONBIT pabOThl, HAPUMEDP, PYKOBOISIIETO
paboOTHUKA KPYMHOIO MpEANnpHUsITHsA, TOLJa Bbl MOXETE paccka3aTh o Bamem
o0pa3oBaHMM KpaTKO — JJIs Bac Ooisiee BakeH Bam npodeccroHalbHBI ONBIT C
npucymumu eMmy ycnexamu! HenaBHuil BBITYCKHUK Y4eOHOTO 3aBE/ICHNUs, HAIPOTHB,
JOJDKEH Oojee mOApoOHO paccka3aTb O CBOEM O0Opa30BaHUM. MpEAMETAX,
CHeLMATIN3alluH, TEME SK3aMEHAIIMOHHONW pabOThl WK JUCCEPTALUH.

JlononHuTenbHO  HazoButre Bamm  ocoOble  AOCTUXKEHUs, HaAMpUMED,
nyOJIuKalMK WK Harpajabl. YIOMSHUTE O CBOEH NEATeNbHOCTH B CBOOOJHOE OT
yueObl BpeMsi.

Jonmosaurenbuble HaBbiku (Additional Skills)

[lepeuncinre Bamm qOMOJTHUTEBHBIE HABBIKU.
ITpumepsr:

Languages (a3biku)

Written and verbal skillsin ... (13bIk)

Native ... (1351K) Speaker

Good/basic knowledge of ... (s13bIk)

Fluentin ... (s3bIk)

Computer Skills (HaBbIKH paGoThI HA KOMIIBIOTEPE)
Good knowledge of various programmes...
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Proficient in Microsoft Office 2000, Lotus and Fotoshop

JInunbie uaTepeckl (personal interests)

Xo066u (hobbies) yacto omyckaroTcs B aHIIO-aMEpUKAHCKUX pe3Me. X Bce-
TaKd MOXXHO Ha3BaTh, €CIIM 3TO MOMOXET BaM 3aHATh JOHKHOCTB, HA KOTOPYIO Bbl
NpeTeHIyeTe, WIN MPEICTaBUT Bac B Oojiee BHITOAHOM CBETe. Bl MOXkeTe mpUBECTH
yIeHCTBO B Kpyxkkax (clubs), mpodeccroHalbHbIX WM OJIATOTBOPUTEIBHBIX
obmrectBax (associations) U ynoMsHyTh JPYryr HHTEPECHYIO IeSTeIbHOCTb.

Oo6mecTBennas aeareabHocTh (EXtracurricular Activities)

CTyneHTbl MOTYT JIOMOJHUTEIBHO YIOMSHYTh OOIIECTBEHHYIO JEATEIBHOCTD.
Crona otHOocUTCs Ji00asi cepbe3Has BHEAyAUTOpHAasi NEATEIbHOCTh, Halpumep, B
MOJINTUYECKOM, OOLIECTBEHHOU cdepe WK B CIOpTE.

IMyomkamuu (Publications)

Ecnu Bel aBTOp MM cocTtaBuTenb NMyONUKanuid, Bbl TOJDKHBI yKa3aTh HX.
Ocobenno 310 KacaeTcsi HayuHoil cdepsl. CooOlmuTe Ha3zBaHUE, T'OJ HW3JAHUS U
U3JIaTCJIbCTBO WIIK Ta3eTy/’KypHall, Iie Obliaa MmyOauKaIus:

The Development of Trade Fairs in Duesseldorf, Duesseldorfer Zeitung,
December 1999

IMopyuurenu/JIuna, nawmue pexkomenaanuu (Referees [BE] / [AE]
Refer ences)

B aHrmo-aMeprKaHCKAX HOKYMEHTaX IO TPYAOYCTPOUCTBY, KakK IPaBUIIO,
OTCYTCTBYIOT CaMH OT3bIBbI (peKOMEHIAIMK). BMeCTO HUX MPHUBOMAATCS JTaHHbBIC
nopyuuteneit. MoXHO TTOCOBETOBATh HA3bIBATH MOPYYHUTENICH Ha JalbHEHIIIEM JTare
TPYIOYCTPOIMCTBA U JieJaTh TIOMETKY B pe3tome: References available upon request.
[MopyunTeneit HYy)HO 0053aTEIBHO MPEAYIPESIUTH 3apaHee, TaKk KaKk aMEpUKaHCKHUil
WK aHTJIHICKU# paboTomaTe b YacTo ACHCTBUTEIBHO C HUMHU CBSI3bIBACTCS!

3aganue 1. Ilo3HakombTech ¢ oOpa3uamm pe3oMe ISl Pa3jJIMYHBIX
npodeccuu.
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OO0Opa3ubl pe3roMe 1JIsl Pa3JIHYHBIX Podeccui

IIpumep 1. Reverse Chronological CV: Accounting Manager (4E)

Janet Leigh
2222 M anatee Rd, Boston, M ass. 86534,
Phone: 683-888-222, Fax 683-888-221
Objective: To use my accounting and analytical skills as an accounting manager

Summary: 10 years of accounting experience
Extensive knowledge in auditing and tax accounting

Professional Experience:

Senior Accountant, Boston Tax Co., M ass.

1995 - 2007

Head of tax department: Supervised 10 junior accountants I mplementation of
new accounting software program successfully used in company, reducing
accounting costs by $ 80.000 annually

Junior Accountant, BBO & Associates, Concord, Mass. 1990-1995
Responsible for al tax documents in company Submission of tax documents
on monthly basis

Education: M.A. in Finances, 1994

Boston University, Boston, Mass.
Additional Skills:
L anguages.
Excellent written and verbal skills in Spanish
Computer:
Knowledge of various software programs

Further Activities:
«The Tax Society», New York, N.Y., member since 1994, Vice
President since 1999

Other interests: Swimming

References: Available upon request
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Ipumep 2: Functional CV: Accounting Manager (AE)

Janet Leigh
2222 M anatee Rd, Boston, M ass. 86534,
Phone: 683-888-222, Fax 683-888-221
E-mail: jleigh@inter net.com

Objective:
To use my accounting and analytical skills as an accounting
manager

Summary of Qualifications:
10 years of accounting experience
Extensive knowledge in auditing and tax accounting
Extensive management and supervisory skills

M anagement and Supervisory Skills:
Head of Tax Department in renowned tax company: Supervision
of 10 junior tax accountants
President of «The Tax Society», New York, N.'Y.

Computer and Project Skills:
Implemented new accounting software program successfully used
at Boston Tax Co., reducing costs by $ 80.000 annually
Knowledge of variofis software programs

Accounting Skills:
Responsible for tax documents at private tax company and
Submission of tax documents on monthly basis

Education
M_.A. in Finances, Boston University, 1994

L anguages.
Excellent written and verbal skills in Spanish

Further Activities:
Membership in «The Tax Society», New York, N.Y ., since 1994

Other Interests:
Swimming

References
Available Upon Request
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Ipumep 3. Combination CV: Accounting Manager (AE)

Objective:
Summary:

Accounting
Skills:

M anagement
Skills:
Project
Work:

Work
Experience

Education:
Additional
Skills:
Further
Activities:
Other

I nterests:

Janet Leigh
2222 M anatee Rd, Boston, M ass. 86534,
Phone: 683-888-222, Fax 683-888-221
E-mail: [leigh@inter net.com
To use my accounting and analytical skills as an accounting
manager
10 years of accounting experience
Extensive knowledge in auditing and tax accounting
Responsible for tax documents at BBO Company, Concord Mass.,

1990 — 1995
Submission of tax documents on monthly basis, BBO & Associates,

Concord, Mass., 1990 - 1995

Head of Tax Department: Supervision of 10 junior tax accountants,

1995 - 2000

I mplemented new accounting software program successfully used at
Boston Tax Co., reducing costs by $ 80.000 annually, 1998

1995 - 2000 Senior accountant, Boston Tax Co., Mass. 1990 - 1995
Junior accountant, BBO & Associates, Concord, Mass.

M.A. in Finances, Boston University, 1994

Knowledge Excellent written and verbal skills in Spanish of
various software programs

«The Tax Society», New York, N.Y.. Member since 1994, Vice
President since 1999

Swimming
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IIpumep 4. Reverse Chronological CV: Teacher (BE)

Janine Miiller
Kastanienallee 12
D-60789 Frankfurt
Phone: + 49(0)69-2226090
Objective:
To use my pedagogical, interpersonal and language skills as a teacher
in a language school

Summary:
Certified teacher of German as aforeign language 10 years of
teaching experience

Experience:
I nter national School Frankfurt, 1991 to date
Teacher of German language and literature for 10 to 18 year olds
Advisor and counsellor for students and parents
Successfully introduced new bilingual learning programme
Duesseldorf Evening School, 1989 - 1991
Teacher of German language, part-time
Trained foreign adult students in German language
I mplementation of language evaluation tests

Education:
MA in German and English (linguistics and literature), 1988,
University
of Cologne, Germany
Studied abroad for one term in London, 1986
Certificate: kDA (German as aforeign language), 1989

L anguages.

M other tongue: German

Excellent knowledge of English

M ember ships:
Member of the «German Literary Society», Cologne, since 1987

Refer ences:
Available upon request
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Ilpumep 5: Reverse Chronological CV: Public Relations Manager (BE)

Joseph Bakker
Kastanienallee 80, D-60345 Frankfurt
Tel.: +49-(0)69-787 787, E-mail: jbak @inter net.de
Objective:
A managing position in Public Relations which challenges my
communicational and organisational skills

Summary of Qualifications:
Highly developed interpersonal and communication skills
5 years of experience in project work including budget responsibility

Employment History:
1997 - 2000:
Assistant PR-M anager, Starling Public Relations, D-Frankfurt
Acquired 5 new clients
Developed Public Relation campaigns
Created company brochures and wrote press material
Organisation of press conferences and trade-fair presentation
Managed annual Public Relations budget of J400.000
1995 -1997
Assistant Public Relations, Q & Q Company, D-Stuttgart
Assisted in promotion and special events
Drafted press releases, texts for brochures, direct mailings
Updated client database
Responsible for Client Press Books

1994
Intern at CBD Netwar k, Communications Dept., D-Stuttgart
Responsible for Customer Care and Service

Education: M.A. in Media and Communications, February 1994,
University of Stuttgart, Germany, magna cum laude

Computer Skills:
M acintosh, Microsoft Office 2000

Refer ences:
Available upon request
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IIpumep 6. Reverse Chronological CV: Internship (BE)

Tim Waschkowiak
Poppelsdorfer Allee 11
D-53111 Bonn Phone; +49-228-63 88 65

Objective:
A Summer Internship in the Publishing I ndustry

Per sonal Profile:

A fast learner with a positive attitude. Excellent communicator. Hard
worker. Enjoy developing and implementing new ideas.
Summary of Qualifications:

Proofreading and copyediting

German mother tongue, fluent in English, intermediate level
French

Good writer

Computer Skills: Microsoft Word

Education:

Since 1997 - Bonn University: English and New American Theatre Summer
1998 - Drama Summer Course at UCLA, Los Angeles, CA

Wor k Experience:

1999 - Tutor for Evening Courses in Writing

1997 - Internship at DDDO Advertising Agency, Communications
Dpt., Cologne

1995 - Military Service

1992 till 1995 - Shop Assistant at P & M Supermarkets, Bonn / Bad
Godesberg




IIpumep 7. Reverse Chronological Resume: Pediatrician (AE)
Linda Montenario, M.D.
66 Pasadena Street
Bronxville, N.Y. 10701
U.SA.
L indaM ont@inter net.com

Professional Objective
A position as senior pediatrician in the children’ s division of the HIV ward.

Summary of Qualifications
13 years of professional experience in pediatrics and emergency medicine.
Supervision experience, specialization in child care and HIV patients.

Professional Experience

1996-2000:

Pediatrician, New Y ork General Hospital, New Y ork City, N.Y. NICU(neonatal
intensive care unit) and children emergency room services; supervised four interns
and ten medical students with responsibility for infant HIV patients.
1990-1996:

Pediatrician, children’s medical centre, Boston, Mass. Health care for infants,
children and adolescents.

1987-1989:

St. Christopher’s Hospital, New Y ork: Emergency room physician handled
emergency patient care and emergency Visits.

Education

1988:

Children’s Hospital, New Y ork City, N.Y.: Pediatric Internship/ Residency
1986:

American University, Washington, D.C.: Doctor of Medicine

Columbia University, New York City, N.Y.: BA Biochemistry

Professional Associations and Activities
Member of American Medical Society
Member of the American AIDS Awareness Society

Odopmiienne pesrome

bymaca

Ecim Bwl TpymoycrpauBaeTech B TpaAUIMOHHON Chepe, Bbl T0KHBI
HCIIOJIB30BaTh Oymary 0eyioro Wiu Ipyroro HeWTpaiabHOTO 1BeTa. s pykoBoasien
JOJDKHOCTH WM B cdepe MNpou3BOJACTBA U COBITA MPEIMETOB POCKOIIU
PEKOMEHyeTCsl UCIOJIb30BaTh JIOPOryr0 Oymary BhICOKOro kauectBa. HeoOxonumo
TIIATEJIBHO MTOAYMAaTh, MEPEI TEM KaK OTCTYIIUTh OT 3TOTO npasuia. Yero Bel xoTure
stuM n06uThea? Kakoe Brieuatinenue Bel xotute octaBuTh 0 cede? B onpeneieHHbIX
npodeccusix  WIM  CHEUHUATBbHOCTSX, HampuMep, B HWHHOBAIIMOHHBIX  WJIHU
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KPEaTUBHBIX/TBOPUECKUX MpoeccHsX, mojaada pe3roMe Ha I[BETHOW Oymare Wid B
apyrom dopmate, Hampumep, Ha CD-ROMe unum no UnaTepHeTy, MOXeET OBITh
MHTEPECHOM aJIbTEPHATUBOM.

Mnuna

O nuHe pe3toMe CYIIECTBYIOT MPOTHUBOIOJI0XKHBIE MHEHUSI. OJTHU BBICTYIAIOT
3a MaKCUMAaJbHBIN pa3Mep 10 JABYX CTPaHMUII, IPYTHUe€ PEKOMEHIYIOT ONUCHIBAThH BCE
HaBBIKM TOJIp0OHO. OnTUMaIbHBIM OYyJIEeT, HECOMHEHHO, TaKOoW pa3Mep, KOTOPbIH
Bam HeoOxoauM, 4TOOBI IPEACTaBUTH TO, YTO BBl MOXkeTe mpenioxuTh. M3naraite
sicHO U 1o cyTu. [loctaBpTe ceOs Ha MECTO ToyydaTessi U uurtarens. s uurarens
BOXHEE HE KOPOTKOE WM JJIMHHOE, a SCHOE pe3ioMe, B KOTOPOM JIETKO
OPUEHTHPOBATHCS M KOTOPOE HAIMCAaHO TOuyHO U yOemutenbHo! KpaTkoe u sicHoe
MepevyuciieHue JOCTIKCHUN MpUHEceT OOJIbIe MOJIb3bl, YeM MOAPOOHOE OIMKCaHUE
3aHUMAaeMON JOJDKHOCTH!

Opdghocpaghus

Hecmotps Ha TO, 4TO MpaBUIIBHOE HAMKCAHUE I0pa3yMeBaeTCs caMo COOOM,
paboToaTesin CHOBA M CHOBa IOJNYy4al0T HEOPEKHO COCTABICHHBIE pe3lOME WU
pestome ¢ opdorpadpruyecKUMH OMKUOKaMH. Y CTaHOBUTE HPoBepKy opdorpaduu Ha
Bamem kommbploTepe WM TonpocuTe Bammx apyseld mpocMmoTperh Barm
JOKYMEHTHI €IIe pas.

DaexTponnoe pesome (Electronic Resume)

OnekTpoHHas 00paboTKa TaHHBIX UTPACT BCe 00JIee BAKHYIO POJIb B IIPOIECCe
TPYIOYCTPOMCTBa. Pe3tomMe BCe Halie OTIPABISAIOT IO 3JICKTPOHHOW TOYTe H
00pabaThIBAIOTCS B OPraHU3aIdK HA KOMITBIOTEPE.

VYV Muorux (upM Ha JOMAamIHel cTpaHHuke B VIHTepHETE €CTh CelMajIbHas
CTpaHUIIA 10 TPYJAOYCTPOMCTBY. 31€Ch TPYA0YCTPAUBAIOIIUIICS MOKET YKa3aTh CBOU
nanHple B onekrponuHoi  amkere (fill-in-the-blank resume) u otnpaButh ee
HETIOCPEACTBEHHO B OpraHmM3anuio. ITakeT TOKyMEHTOB MOYKHO Tak)Ke OTIPABUTH I10
3IICKTPOHHOM IT0YTE W TIOTCHIIUATLHOMY paO0TOAATEITIO.

B CIIIA opranu3zaius 1o kiao4ueBsiM ciioBaM (key words) ckanupyeT pesrome
U COPTUpPYET UX Ha KomIbioTepe. Key Words varie Bcero 0003Ha4aoT KayecTBa UIN
OIBIT COMCKATEJIs, KOTOPBIC OPTraHW3alus XOTena Obl BUIETh B PE3IOME JKEIAEMOTO
KaHauaara. PesiomMe, KOTOpbIe TI0XO0 MOIXOIAT ISk CKAHMPOBAHUSI WIIA HE COJEPKAT
HEOOXOMMMBIX KJIIOYEBBIX CJIOB, BOOOIIE HE pacCMATPUBAIOTCS M OCEIAl0T B
DIIEKTPOHHOMN «KOpP3HMHE I Oymar».

Pe3tome, nooxooauiee 011 CKAHUPOBAHUA

Pe3toMe MokeT ObITh Ha TIEPBOKJIACCHOW Oymare W MpH 3TOM ILIOXO YUTAThCS
B 2JICKTPOHHOM BHJIe. Tak JKe U 3JIEKTPOHHOE PE3FOME MOXKET COJICPIKATh KITIOUYCBBIC
CIIOBa, HO HE MOAXOOUTH IUIsi ckaHupoBanus. Kak odopmuth scanner-friendly
pestome?

B scanner-friendly pestomMe m0KHBI OBITH SICHBIC TPAHMILI W XOPOIIO

56



Pa3jIMdYuMBIC 3HAKH, TaAKHUC, YTOOBI KOMIIBIOTEp CMOI' HMX PACIIO3HATbL Ha CTO
IMPOLCHTOB.

bymara u mpudr:

- Ucnonw3yiiTe cBeTayro Oymary u nedaraiiTe 4YepHbIMH YE€pHUJIAMU C OJHOU
CTOPOHBI JIUCTA.

- [leuaTh 1OMKHA OBITH MAKCHMAJIBHO YETKAs (J1a3epHas 1eyaTh).

Tun u pazmep mpudra:

- HIpudt nomkeH ObITH YETKUM U Jydllle Bcero 0e3 3aceuek (Hampumep Arial).

- OTenbHBbIC OYKBBI WM 3HAKW HE TOJDKHBI CITUBATHCS.

- Wneanpupiii pazmep mpudra 12 nr. Craegyer uzberats mpudra 10 nrt. u
14 nit., moTOMY YTO CKaHEpy TpyAHEEe UX MPOYHUTATh, TaK ke, KaK U CIeHHaIbHbIC
CHUMBOJIBI.

Pa3meTka:

- 36eraiite  Talynsauuu, KapTUHOK, MOYEPKUBAHMUS, BBIJICJICHUS,
TOPU3OHTAIBHBIX U BEPTUKAIBHBIX JIMHUH, CKOOOK U TaOJIUIL.

- CaenaiiTe mpoCTyO CHYIO pa3METKY C IMIHPOKUMH ITOJISIMU.

- BaumatensHO cieauTe, 4TOOBI TEKCT OBWI CIUIOIIHOM, TaK KakK CKaHEp He
MOXET IMPOUYNUTAThH, HATPUMED, CTOJIOIIHI.

JAnvHa cTpaHUIbI U BHEITHUHA BHL!
- OgHON-ABYX CTpaHMI] AOCTATOYHO JJIsl BAILIETO PE3IOME.
- JIokyMeHTBI HE JTIOJKHBI ObITh CKPETICHBI WA CBEPHYTHI.

HNwmsa u agpec:
- IIpuBenure Bamu uMs U agpec 1O OTIAEIBHOCTH U YKAXKWATE MX Ha KaXKIOU
MOCJIEAYIOLIEN CTPAHULIE.

CokpaueHnus:

- Ilpunstele cokpameHusi, Hanpumep, M.A. wim MBA, pacno3HarTCs
OOJBIIMHCTBOM CKaHepoB. HecMoTpst Ha 3T0, pekoMeHyeTcs u30eraTb COKpaieHui
U MIACATh 3TU CJIOBA MOJHOCTHIO.

Opdorpadus:
- OOpamaiiTe BHUMaHUE Ha NPaBWIbHOE HAMUCaHUE, MOTOMY YTO CKaHEp
MOXET He Pacro3HaTh CJIOBO M3-3a OJHOM MaJICHBKOW OITUOKH.

Knroueevie cnosa (Key Words)

Ecin Bam wusBectHo, uro Bamm gokyMeHTsl OyayT oOpabaThiBaThCs Ha
KOMITBIOTEPE, TO BBI MOKHBI BKIIOYHMTH COOTBETCTBYIOIIHME Key WOrds B Bare
pestome. Key words u key phrases — 3to Tak Ha3blBacMble KIIOYCBBIC CJOBAa KU
NpPEUIOKEHHS, dYallle BCEro CYIIECTBUTECIBHBIE HWIM KOPOTKHE IPEII0KEHHS,
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KOTOpBIE CKAHEP CHEUUAIBHO MIINET B Bammx qokymMeHTax. Bbl OMUCHIBa€TE OMBIT,
oOpa3oBaHWE W 3HAHUS, KOTOPhIE OCOOCHHO BaXKHBI JJIsi JAHHOW JOJDKHOCTU. Bam
MOTYT IPUTOAUTHCS CIEAYIOIINE TPUMEPHI KIIFOUEBBIX CIIOB!

- marketing executive

- MBA

- knowledge of Word and Excel

- good communication skills

Ecnu B Bamem pe3tome ecTh KITIOUEBBIE CII0BA, KOTOPBIE UIIET JaHHas hupMma,
T0 y Bac ectb manc, uto BeiOepyT uMeHHO Bac.

MoHO TTOCOBETOBATh TIIATEILHO BHIOMpPATh KIIIOYEBLIE clloBa. Tak Kak Bce-
TaKWU HEJIb3S IPENYraJaTh UCKOMBIE KJIIOUEBBIE CIIOBA, UMEET CMBICI TOYHO Y3HATH O
npodeCCUOHANIbHBIX JIAaHHBIX M HaBBIKaX, 0053aTEeNIbHBIX B IAHHOU cepe, a Takxke o
TpeOoBaHUAX K BakaHCWMU. OIHMH U3 BapUAHTOB — 3TO MPOAHATU3UPOBATH TEKCT
OOBSIBIICHUS . KAKHE CJIOBA MUCIOJIB3YIOTCS 3/1€Ch?

B Bamewm pestome Bbl moxkere, Hanpumep, nocie yKa3aHus UMEHUA U aapeca

CACJIaTb ITYHKT key-Word summary, T.€. CIIMCOK KJIFOYEBBIX CJIOB, ICPCYUCIIUTH
cOOCTBEHHBIC HABLIKH M 3HAHUS.

Oobpaszey:. Electronic Resume: Computer Programmer (AE)
Jonas Miiiller

Auf der Schanze 28

60256 Frankfurt am Main

Germany

Phone: +49 (0) 69 238 4574

E-mail: [mueller @inter net.de

Objective

A position in Computer Programming in the U.S.

Key Word Summary

Computer Programmer with three years of experience in office settings.

Precise, accurate and highly motivated. Good time management, implementation of
diverse projects. Excellent degree in Computer Science.

Hardware

Compaqg, Apple Plus i1, IBM 678, 386
Softwar e

Cabol I-l11, Pascal, Basic, D++, BGH
Career History

Siemens, Frankfurt: Programming Dpt., Project Manager, 2000
Siemens, Frankfurt: Programming Dpt., Project Assistant, 1997 - 1999
Vobis Computers, Frankfurt: Sales Assistant/Customer Care, 1996

Education
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MSS High-Tech-Akademie, Frankfurt: Coursesin BGH Programming, 1997
University of Frankfurt: Diploma in Computer Sciences, 1994

Abitur (Final School Examination comparable to High School

Diploma), Goethe-Gymnasium, Frankfurt, 1989

Further Activities

Member of the German Internet Society

Basicnenmasn nexkcuka k meme «Pezrome>

achievements

YCIICXH, JOCTHUIKCHU S

additional skills JOTIOTHUTENbHBIC HABBIKU

applicant KaHIUJaT, COUCKATEIb

association 00bEeTMHCHUE, KOPTIOPAIIUS

business On3Hec, KOMMepUecKas JIeITENbHOCTh
career objective npoeCCHOHATILHBIC 1IEITH

citizenship IPa)X/1aHCTBO

Curriculum Vitae (BE), resume, résumé | pesrome

(AE)

department oTaEea

documents in support of an application

MakeT JOKyMEHTOB IIJIsl YCTPOMCTBa Ha
paboty

education o0pa3oBaHKe

electronic resume SJICKTPOHHOE PE3IOMe

email E-mail (anexTponnas moyra)
egual opportunity policy MPHUHIMI PABHBIX BO3MOXHOCTEH
experience OIIBIT

extracurricular activities

BHEyueOHasi (BHeayIUTOpHas
JICSITEIILHOCTD)

internship CTOKHPOBKA, MPAKTHKA

key words KITFOUEBBIC CJIOBA

key word summary CIIHUCOK KJIIOYEBEIX CIIOB
knowledge SHAHMSI

language SI3BIK

link ccouika (B MHTEpHETE)
membership YJIEHCTBO

military service BOCHHAs CIIy)K0a

nationality HAIIMOHAIBHOCTD, TPAKIAHCTBO

occupation, job

npodeccust

personal details

JJMYHBIC JaHHBIC

personal profile

npo¢eCCUOHANIbHBIC JTAHHBIC

position

JOJIZKHOCTB, MECTO

publication

nyOIuKaIus

gualifications, skills

HpO(l)eCCI/IOHaHBHBIC JaHHBIC, HABBIKH1
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referees (BE), references (AE) YeJIOBEK, Aol  PEKOMEH/IAIIMIO,
OPYYHTEb

to be responsible for OBITH OTBETCTBEHHEIM 32

Stamp I10YTOBAas MapkKa

trade 3aHATHE, TpodeccHs

unemployed, jobless 0e3pabOoTHBIIH

vocational training npodecCHOHANIbHASI TOITOTOBKA

vocational, professional, occupational po(eCCHOHATBLHBIN

working, employed

paboTaroiui, TpyJ0yCTPOCHHbBI N

writing paper

Mo4TOBasi Oymara

KoHTpoJibHBIe BOMPOCHI U 3aJaHUS
Yrto Takoe pe3toMe U B UeM COCTOHT €ro OCHOBHAs (DYHKIIUS?
B 4em paznuune pesrome u CV (Curriculum Vitae)?
Kakue ¢popmatsl pe3toMe BaM U3BECTHHI ?
Kako#i popmar pesrome Oo0bIie MOAXOIUT ISl Y€JIOBEKA, KOTOPBIA MHOTO JIET
npopadoTai B OHOU cepe AeATeTLHOCTH ?
Kaxoit popmar pestome nojoiuiesn 6bl ClieHUATUCTy € TPEPBAHHBIM CTaXKeM ?
Kakoii ¢opmar pesrome BBIOpaTh UYEJIOBEKY, KOTOPOMY HY)KHA KOHKpPETHAs
paboTa B omnpeesieHHo Gpupme?
7. B xakom mopsike B pe3foMe JOJDKHBI OBITh PACIIOIOKEHBI aThl, OTHOCSIIIUECS K
00pa30BaHUIO U OMBITY pabOTHI?
8. CocraBbTe HanboOIEE MOAXO AN VISl BAC BAPUAHT pE3OMeE.

~oONPE

o U

Unit V
ConpoBoanteabHoe mucbmo (Cover Letter)

Covering Letter (BE) mnu Cover Letter (AE) - sT0 A0KyMEHT, KOTOpBIi
NPUIAracTcs K pe3roMe.

Xopoliee COMPOBOAUTEIBHOE MHUCHMO SIBISETCS rapaHTHeld Toro, 4ro Bare
pestoMe npounTaioT. Covering letter nomkHO OBITH SICHO M KpaTKO HamucaHo (He
Oosiee oHOM cTpanuibl hopmaTa A4).

He pekomeHnayercss mepeBOOUTH CONMPOBOAUTENBHOE NMUCHMO HA AHTJUUCKUN €
poaHoro si3eika. Covering letter nomkHO oTBeyaTh TPEOOBAHMUSM CTHIUCTUKH U
BHEITHEMY BHUJY aHIJIMMCKOTO AeNOBOro nucbMma. OHO JOMKHO OBITH XOPOUIO
c(hOpMYIMPOBAHO, a HE Ka3aThCsl HECKIIAIHBIM MEPEBOOM.

OcHoBHass nHpopManus

ILnan

ITo croeii pasmerke Covering letter moBTopsier OpUTaHCKOE UM aMEPUKAHCKOE
JIEJI0BOE MUCHMO.
- Azpec oTmpaBuTENsA, €CIM OH €llle HE yKa3aH B IIAlKe, YKa3bIBalOT B MPaBOM
BepxHeM yriuy. [lon HuMm nara.
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- Huxe, c 7neBoil CTOpOHBI, yKa3bpIBaIOT ajpec MOjdydaTelns, Kak OH YKa3aH Ha
KoHBepTe. Tpemsi cTpokamu HIKe cienyer oOpamieHue. llo jkenaHuio MHepBYIO
CTPOKY TepBoro abszama MOXXHO HaOpaTb C OTCTYNOM, Ha)KaB Ha KIIABUIIY
Ta0yJSAUU.

IIpumepHBIi IU1aH

Horst Felke
Peter-Jansen-Str.85
D-60377 Frankfurt/Main
Tel: +49-(0)-69-12 34 56
hfelke@internet-online.de

ABS Recruiting Centre
354 Knightsbridge

London SW1 6ZT GB
JlaTta

Dear Madam or Sir (o6parienue),
[TepBeIii a03a1y (BBeACHHE)
Bropoii ab3ai (pacckas o cebe)
Tpetuii a63arr (107€3HOCTH IS GUPMBI)
YeTBepThiit a03arl (IOrOBOPEHHOCTH O JabHEHINUX I11arax)
Yours sincerely (bopmysrpoBka B KOHIIE ITHCHMAa),
Horct Felke

Horst Felke
Enclosures (mpuitoskenue)

- B KoHIle mHChMa IBYMS-TPEMs CTPOKaMHM HIDKE B IPABOM HIM B JIEBOM YacTH
CTPAHMIIBI MCIIOIB3YIOT HPUHATYIO (DOPMYIHPOBKY C MOIIMCHIO YEPHBIMH HJIH
cunumu Yepauiamu. Eciu y Bac pa3bopuuBast mouch, TO €€ OAHOM JOCTATOYHO.

- B neBOM HIDKHEM YINIY YKa3bIBalOT coOkparnenne ENCl wmm muimyT momHocThio
ciioBo Enclosures (npunosxenue).

BHenrHui BU CONPOBOAUTEIBHOI0 MUCHMA

Tak e Kak U IIpU COCTABIICHUU PE3IOME, IIPU HAIIUCAHUU COIIPOBOAUTEIILHOTO
nucema (Covering Letter) Bol nomkHBI OOpaTHUTh BHUMAaHHE HA HEKOTOPBIC
MOMCHTHI!
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- CocraBnsiite Barie COMpoOBOAMTENLHOE MHUCBMO Ha KOMIIBIOTEpE, €CIIH,
KOHEYHO, CIEIHAILHO HE TPeOyeTCsl HAMMCAHHOTO OT PYKH, M pacledyaTbiBalTe,
UCIIOJIB3YS YEPHBIC YSPHHUIIA.

- Tlochutaiite  TOombKO  OpuruHambl. Kcepokomwss OymeT  BBITISAACTH
Herpo(ecCHOHANBHO. DTO MOXET CO37aTh BIICUATICHHE, YTO BbI MmochuTacTe
OJIHO H TO K€ COMPOBOIUTEIBHOE MUCHMO B HECKOJIBKO (PHPM OJHOBPEMEHHO.

- Hcmone3yiite KadecTBeHHyI0 Oymary dopmata A4 (90-95 r/m°), mo
BO3MOKHOCTH C BOJISTHBIMH 3HAKaMH.

- Hcnonw3yiite mis Bamiero makera JOKyMEHTOB KOHBepT A4, 4roOBl He
crubath Barim J0KyMEHTHI.

- ConpoBoauTETBHOE MHUCHMO JOJKHO COOTBETCTBOBATH PE3IOME MO CBOEMY
0(pOpMIICHHUIO.

- Covering Letter nomkHo ObIT 0Oe3 omuOok. [lompocuTe KOro-HUOYAB
MPOYMTATH €r0 Ha TPAMOTHOCTS eIIe pa3?

Oobpamenne

Ecnu KOHTaKTHOE JIMIIO HEM3BECTHO, TO MHUCHMO HauuHAKOT cioBamu Dear Sir
w Dear Sirs. Taxoke ynotpeOuTenbHbl hopmbl oopainenus Dear Madam winu Dear Sir
or Madam. Eciii Mst KOHTaKTHOTO JIMIIAa U3BECTHO, MUCHMO HaunHatoT ¢ Dear Mr. ...

[MlucbMa K HE3HAKOMBIM OKCHIMHAM  Ha BCSKUH Clydall HA4YMHAKOT C
HelTpanbHOM (opmbl oOpamenuss Dear MsS.; MrS. ucnonbs3yeTcsi UCKIIOUUTEIBHO
npyu oOpalleHHMH K 3aMYXHUM KeHIIuHam, MISS — k He3amyxHuM. MS. — 310
HeHTpanbHas (opma, KOTOpas MOXKET ~HCIOJIb30BaThCA TpU OOpAlICHHH KaK K
3aMy)XHUM, TaK M K HE3aMYXHHUM O>KEHIIMHaM. [luchbmMa K XOpOIIO 3HAKOMOMY
JICJI0OBOMY MapTHePY (WM HavaJIbHUKY OT/EeNa KaJpoB!) HAYMHAIOT C OOpaICHHUS 10
umenu (Dear David uin Dear Karen, etc.). [locie oOpartiieHust CTaBUTCS 3arsTas, U
cienyroniee 3a Hed cioBo Bcerga nuuiercss ¢ Oonbiiod Oyksel. B CIIA BmecTo
3aIATOW MOXET CTABUTHCS TBOETOUYHE.

Anapec

B anrimiickom ajapece HOMep A0Ma BCEria MUILETCS Mepe] HA3BAHUEM YJITUIIbI.
Anrnuiickue gomMa MHOI/a MMEIOT coOCTBEHHOE Ha3zBaHue Oe3 Homepa. [loaTomy
Ba)KHO Ha3BaHHUs BCErja yKa3bIBaTh MOJIHOCTHIO. [TouroBniii uHaekc (postcode wimu
Zipcode) Bceraa MUIIETCS B MOCIASAHEH CTPOUYKE, B AHIJIMH IMOC]Ie Ha3BaHUs Topoja
(manmpmmep, London W1 6YT), B CIIIA — mocne ropona u mrara (Hanpumep, New
York, N.Y. 10010).

Hara

[Ipy ykazaHuu AaThl HY>)KHO OOpaTUTh BHUMAaHUE HA TO, YTO aMEpPUKAHIIBI
YKa3bhIBAIOT MecsIl mepea aHeM. To, yto Mbl numeM kak «27 wutons 2000», B
Awmepuke numryT June 27, 2000. To ke TpOUCXOJUT U B KPaTKOM opMe: Mbl MUILIEM
«27.06.00», amepukanen mnumer 06/27/00. B OpuTaHCKOM THCbME MOXET
MCIIOJIb30BAaThCS MPUBBIUYHAA HaM KpaTkas (hopma wiu rpocto 27 June 2000.
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IpunsTas ¢popmyinpoBka (B KOHIIE 1eJI0BOI0 MACHMA)

- Ecniu anpecar Bam He 3HakoMm u Bel ncnonbs3oBanu ooparienne Dear Madam
or Sir ¥ T.11., MUCEMO OOBIYHO 3aKaH4MBaeTcs ciaoBamu Y ours faithfully.

- Ecnmu Ber obOpamanuce k koHkpetHomy nuily (Dear Mr. Jones), To Bel
3aKaH4YMBACTE ITUCHMO CIIOBaMHu Y OUrS sincerely.

- Ecniu peub maer o jenmoBoM mapTHepe, KoToporo Bl gaBHO 3Haere (uiu o
HavaJIbHUKE OT/Iea KaJpoB, C KOTOPBIM Bbl yke mapy pa3 roBOpHIHM MO Telae(oHy),
To BBI Takke MOXKeTe 3aKOHYUTH MUCHbMO ciioBamu Best regards unu Kind regards.

[Tocrne 3akm0unTeNbHONU (POPMYIMPOBKU CTABUTCS 3alisATasi, 3aT€M MOJIIHUCh.

To, 4T0 MHUIIYT MEKAY OOpaIleHHEM U 3aKIFOUUTEIBLHOW (OPMYIHPOBKOH,
3aBHCHUT OT THIIA COIPOBOAMUTENIHLHOrO MHMChMa. Kak u Be3ze, B aHIMIMHCKOM SI3BIKE
CYIIECTBYET JBa THIIA TPYAOYCTPOMCTBA: TPYAOYCTPOMCTBO IO COOCTBEHHOIM
unuiatuee (exploratory wmm introductory letter) uw TpymoycTpoicTBO IO
obowsaBieHnto (response to advertised openings). Jlamee Mbl paccMOTpuM 00a THIIA.
OxonyaresbHas hopma ocTaercs 3a Bamu.

TpynoyctpoiictBo mno codcTBeHHoii wununmarue (Exploratory or
Introductory L etter)

Yacrs 1.

Tak kak nucbMa He KAYT, YKE IIEPBOC MPEATIOKCHHUC T0JIZKHO 3aUHTECPCCOBATD
ajpecara. Ectp pa3HbIC MPCATIOKCHHA, KOTOPLIC MOI'YT IIPHUBJICYb BHHUMAHUC
AHTJIOA3BIYHOTO YU TATCIIA .

a) IInceMmo HammcaHo 110 PEKOMECHAAIUN 3HAKOMOT'O JIMIIA.

Mr. Jones suggested that | should make an application...

Hnu:

Mr. Peterson suggested that | should apply for ...

b) Undopmaims 0 HemgaBHEW AEATENIBHOCTH WM TOCICIHHX pe3yJbTaTax
I/ICCJICIIOBaHI/Iﬁ ITOTCHIIUAJTIBHOI'O pa6OTOIIaTCJIH, Ha OCHOBAHHHU KOTOPBIX ITOHJACTCA
3asBJICHUE O TPYHAOYCTPOUCTBE:

After reading about some of the innovative steps your organization has taken,
especially in the tackling of the Y2K problem, | became interested in learning how |
may be able to take an active part in your organization...

¢) Jluuneiii wim npodeccuoHanbHbIN ycnex (myOnuKanus, MpakTuka, padboTa
110 CIICIIUAJIBHOCTHU U T.H.), KOTOpBIﬁ MOKCT 3aUHTCPCCOBATH YUTAIOUICIO.

The successful preparation and presentation of a budget proposal was one of
the most rewarding and challenging experiences of my financial work to date...

d) BapuanT, KOTOpBI TPeOyeT HEMHOrO CMEJIOCTH, - 3TO IOKa3aTh (Gupme
HEMOCPEJICTBEHHYIO BBITOJY OT Ipuema Bac Ha pabory:

Here's what | will bring to/ can offer ... (na3Banue ¢upmsi) as a... (Ha3BaHue
JO/KHOCTH).
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Hanbime nepeuncnsiite! ITloagxonut Takke W A1 TPYIAOYCTpPOWCTBAa IO
O0OBSABIICHHIO.

¢) [Tocie 3axBaThIBAIOIIETO HAYaIa CICIyeT OCHOBHAS HHPOPMALIUS:

Hact osmas NJn 1mocCjacAHAA 3aHATOCTh NJIIM OKOHYAaHUC yqe6H0r0 3aBCACHUA U
CIICHUAJIBbHOCTD.

Ora dacTh 3aBepiiaerca O0OO3HAuU€HHMEM Kpyra oO0si3aHHOCTEed U cdepbl
JCATCIBbHOCTH.

| am currently employed at...

Wnwu:

Presently, | am employed here in Berlin by TeleData as Product Manager ..,
Wnwu:

In my last position as Customer Care Advisor | was responsible for...

Yacrsp 2

HOIIYM&IZTC, KaKHu€ Kauc€CTBa TpC6YIOTC$I JJIs1 BBITTOJIHCHU AL YKaBaHHOﬁ B KOHIIC
nepBoﬁ qacTu pa60T51. I[OKa}KI/ITe, qTo y Bac ectns 311 Ka49€CTBa, IICPCYUCIINB CBOU
npodeccruoHanbHble TaHHbIE W HaBbIKM. Bamia 3agaua — yOenuth paboromarens B
Bamieit npurogHocté B mpodecCHOHAIIBHOM IUIaHE, B TulaHe oOpa3oBaHUS U B
JIMYHOM I1aHe. B L CJIOM 3TO MOXKCT BBITJIAACTD TaK.

As a result of personal research and formal studies of the banking industry, |
am well aware of the duties and responsibilities that come with working in this field.
My qualifications will be very useful inthe functions of financial analysis, research,
planning and control. | know it can be a high pressure environment, but | am up to
the challenge!

Yacrs 3.

CocpenoToubTech Ha CBOUX IMOJIOKUTEIBHBIX CTOPOHAX U MPOUJUTIOCTPUPYITE
nX BCEM TCM, 4YTO Bl ne YIIOMAHYJIHW BO BTOpOﬁ YacTU. 3aKOHYUTE TPCTHIO YaCThb
yBepeHHeM, uTo ¢hupMa MoJAy4IUT BRITOAY OT Barero corpyinudecTsa:

| am confident in my ability to contribute to the successful running of the film
department.

Wnu:

| believe that your company can greatly benefit from my detailed knowledge of
frogs and flies.

Yacrts 4.

Kak u B 1r000M pe3roME, B HOCJICIIHCﬁ qacT p€ub UACT O TOM, KaK MOXHO
CBA3aThCA C ajgpecaToM Wi GupMoit (BcTpeua miu teaedoH). MOKHO CIPOCUTh 00
sToM Hanpsmyto, Hanpumep: Naturally, | would welcome an interview to discuss the
background | have outlined on the enclosed CV.

Wnwu:

| realize that as a head of the personnel department your time is limited,
however, | would appreciate meeting you in person to discuss my application.
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Takxe BO3MOXKHO:
| am planning a trip to New York next month and | am anxious to talk with you
further about the job vacancy. | will call you during the first week of July to see if we
can set up a mutually convenient meeting time.

VYkaxure Ha Bamie pe3tome, Harpumep:

Please find enclosed my Curriculum Vitae. If you require any further
information please do not hesitate to contact me. | would be delighted to meet with
you to discuss my application.

Tax:xe MOXHO HaIMcaThb.
If there is any further information you would find helpful toward making a
decision regarding my employment, please contact me.

9Ta JyacTh Jale BCETro 3aKaHYNBACTCA CIIOBAMMU.
| look forward to hearing from you.

HekoTtophbie 1101, Y KOTOPBIX MaJIo BPEMEHH, B KOHIIE MPHOABIIAIOT ... in the
near future. 3atem cienyer wim Thank you wim oaHa W3 3aKIIOYUTEIIBHBIX
dopmynuposok. (Yours faithfully/ Y ours sincerely)

Oébpaszey:. | ntroductory L etter

IIpumep 1. Introductory Letter (BE)

Janine Grim
34 Hampstead
Gardens
London NW5 9ZT GB
Mr. Austin Hart
Gordonson Telecommunications Ltd
Bavariastr. 28
D-80766 Miinchen 1 December 1999
Dear Mr. Hart,

Following a telephone conversation with a colleague of yours at your London
headquarters | am writing to you today to enquire about career opportunities
within Gordonson’ s new Munich office.

| took great interest in an article which | read in a paper about the recent opening
of your office. | am currently employed at AP&P in London as an assistant sales
manager. As a native German | would like to work in a German speaking
country again some time in the near future. | see the combination of working for
a British company in Germany as an ideal option for me.
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| graduated from Cologne University in 1996 with a degree in Economics. Since
my graduation | have had the chance to gather experience in many different
fields of the financial world, international trade and stock markets. | am
proficient at speaking to large groups of people, and have taught University
tutorials in Business Studies and first year Economics. | have also had several
articles published in economic journals.

As a native German speaker with an international background | see a position in
Gordonson’ s German office as a chance to further a challenging career, in which
| can use my languages as well as my business expertise. | feel confident that |
can contribute to your company.

Please find enclosed my CV and several references for your information. Should
you have any queries please do not hesitate to contact me. | will be in Munich
the week beginning 18 December and would be delighted to have an opportunity
to meet with you and to answer any questions you may have concerning my
application. | look forward to hearing from you in the near future,

Y ours sincerely,

Janine Griin
Janine Griin

TpynoycrpoiictBo no oonsiBiaennto (Response to Advertised Openings)

3asgBicHHUE O TPYHOYCTpOﬁCTBC 10 OOBSIBJIEHUIO OUYEHD OXO0KE Ha 3aABJIEHUE O
TPYJAOYCTpOMCTBE MO cOOCTBEHHOW wuHHUIMaTHBe. Yactu 2, 3 u 4 mocienHero
IMOBTOPAIOTCA WM B 3asABJICHHHU O TPYIIOYCTpOﬁCTBe 0 OOBABICHUIO. HepBasI HacCTb
AO0JDKHA COOTBCTCTBOBATL HOBOMY THITY 3adABJICHHA, W IIO3TOMY Ha4dalio 6YIICT
HEMHOI'0 M3MeHeHO. MoKHO 1100 Cpa3dy NnepexouThb K OIMMCAHUIO BAKAHCHH, 1Moo
COCTaBUTH 6p0C&IOIJ.IPIﬁC$I B I'Jla3a 3arojioBok. Ecim cchlaroTcst Ha O6’B$IBJICHI/IC, TO
9TO BBITJIAANUT HpI/I6JII/I?>I/ITeI[BHO TaK.

| am writing in response to your advertisement in last Saturday’s edition of
«The Times».

Wi

| read your company’s description in «The Job Paper» and would like to
enquire about employment opportunities in your management training programme.

Eme onun BapuaHr:

| ‘am writing with regard to the advertisement you placed in the «Evening
Sandar d».

U eme:

| took great interest in the position of Management Consultant, which | saw
advertised in the job section of your Internet home page.

Ecnu Bel 3aTeM uznoxkurte yactu 2-4, Kak 3TO OMUCHIBAIOCH paHee, TO y Bac
BCE MOy4YUTCs!
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Oébpaszey. Response to Advertised Openings

IIpumep 1. Response to Advertised Openings (AE)
Oscar Fleeman 145 Vineyard Drive
Syracuse, NY 13211 (315)333 243 888

Mr. Peter Lemons Director of

College Recruiting Paterson

Mercantile Company 4622

Rowland Ave. Chicago,

IL 60601 July 16, 2008

Dear Mr. Lemons,

| read your company’s description in «Jobs Today» and would like to inquire
about employment opportunities in your management training program. After
graduating from Columbia University last year with a degree in retailing and
business studies, | would like to pursue a career in retall management.

My interest in retailing started in high school and developed further through a
variety of sales and retail positions held during college. My internship with
Myers and Brown during the past year convinced me to pursue a career in retail.
When | researched the top retailers in the field, Paterson Mercantile Company
emerged as having a very strong market position, an excellent training program
and a very good reputation for outstanding client service. In short, you provide
the kind of professional retail environment that | am looking for.

| enclose my resume for your consideration. In addition to my education and
work experience which | feel match the qualifications you seek in your
management trainees, | also possess the interpersonal skills and motivation to
succeed.

| realize that you must be very busy, but | would appreciate a few minutes of
your time. | will call you during the week of July 26 to discuss employment
possibilities. Thank you very much for your time and consideration.

Y ours sincerely,

Oscar Fleeman
Oscar Fleeman

Hoeanvnouit kanouoam (Perfect Match L etter)
Ocobas hopma oOparienus mo oobsBiaeHui0 — 310 Perfect Match Letter. Dror

THUII COMPOBOAUTENIBHOIO MUChbMa TPeOYeT CMENIOCTH U YBEPEHHOCTH B cede.
[lepeuncnute B Bamem mnucbMe KiroueBble TpeOOBaHMS M3 OOBSBICHUA U
KpaTKo OOBbsCHUTE, ToueMy Bbl njeanbHbld KaHAUIAT HA ATY JOJKHOCTD.
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Yacrp 1:

HepBoe MMPCOJIOKCHUC MOXKCT 3BYy4aTh TakK.
| have read your advertisement for a Marketing Consultant in the «Financial
Times». | feel my qualifications match your requirements.

Yacrp 2:

Hanee Bbl MokeTe comocTaBuTh TpeOoBaHUS oOpraHuzaluu ¢ Bammmu

3HAHUAMUA U YMCHUSIMMU.

You need
Excellent Marketing skills

An in-depth understanding of
Asian market

Yacrp 3:

| offer

Degree with First Class Honours in Business
and Financial Studies (1,4)  from the
University of written Herdecke, Germany

7 years experience in trade shipping and
marketing with Sim Star & Co., Singapore
Highly refined leadership qualities supervised
the Marketing Dept. Of Paul & Peters CmbH,
Cologne, Germany

HOCJICIIHSISI 9aCTb MOXKCT 3By4aThb TakK.

| enclose my CV for your information. | would like to meet with you to speak
mor e in depth about my qualifications and experience.

3aTeM yacTh 4, Kak ObLJIO TTOKa3aHO PaHee:

Oébpasey:. Perfect Match L etter

Ilpumep 1. Perfect Match Letter (AE)

Julia Heinemann
Konig-Karl-Str. 12
D-80456 Miinchen

089-4 56 67 87

Ms. Fiona Temple

Director Human Resources
Patterson Media & PR

46 New Port Avenue
Naples, FL 34102

January 8th,
2007
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Dear Ms. Temple,

| recently came across the advert which you placed in Saturday’s edition of The
Naples Morning Sun. You indicated that you were looking for someone with the
following qualities:

- Experienced in the development of public relation strategies

- Excellent interpersonal and communication skills

- Experienced in budget management

My professional experience and skills match your requirements perfectly:

- Successfully developed PR strategy for Daddidas Sports, including - the
organization of events and promotion campaigns

- Coordinated communication between PR staff and - management.
Drafted press releases and speeches, maintained media relations

- Successfully handled annual budget of $500.000

| will be in Naples throughout February and would be glad to meet with you then.
Should you have any further questions concerning this matter please do not
hesitate to contact me.

Y ours sincerely,

Julia Heinemann

IIpumep 2. Perfect Match Letter (BE)

Stephanie Sezzlar
265 Bartholomew Lane
Brighton BN1 7JA

Ms, Alexandra Laitnor
Springfield Medical Centre
3522 Queens Avenue
Brighton BN3 . 7HJ
2 May 2007
Re: Administrative Assistant Position
Dear Ms. Laitnor,

Y our advertisement in the «Brighton Journal» indicated your search for a person
who possesses:

- Highly refined office supervisory skills

- Anin-depth understanding of Microsoft Word computer operations

- Excellent skillsin public relations work
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software.

Y ours sincerely,
Sephanie Sezzlar

Stephanie Sezzlar
Enclosures

My qualifications match your requirements precisely. | have:

- Supervised a staff of 12 clerical workers and medical personnel

- Operated Microsoft Word computer software in a variety of settings for 8 years
and am familiar with all the magor business and medical-office application

-Interacted with the general public face-to-face and via telephone contact,
including resolving difficult patient complaint situations successfully.

My Curriculum Vitae is enclosed. | would like to meet with you to discuss how |
can further help your company. | look forward to hearing from you.

Basicneniman nekcuka k meme «Conpoeodumeﬂbnoe nucomo>»

advertisement 00BsIBIICHHE
background KBaJU(HUKAIKS, TOJATOTOBKA
challenge BBI30B, TPEOOBaHUE, TTPUTA3AHUC

company description / profile

KpaTKasd XapaKTCpUCTHUKa KOMIIaHHUHN

covering letter (BE) /
cover letter (AE)

COIIPOBOANUTEIBHOC ITMCbMO

documents in support of an
application

MMakKeT JOKYMCHTOB

enclosures

IMPUIIOKCHHUC

experience

OIIBIT

exploratory/introductory |etter

3as4BJICHUC O TPYIIOYCTpOﬁCTBC 110
cOOCTBEHHOI HWHHUIIUATUBC

highly refined

OTJIMYHBIHN

in-depth understanding

OYCHDb XOPOUIHC 3HAHUA

innovative

HOBAaTOPCKHUM, IEPEOBOM

leadership qualities

CIIOCOOHOCTH K PYKOBOJCTBY

offer

MPCOJIOKCHUC

opportunity

BO3MOXHOCTD, IIIaHC

personnel department

OTIACII KaaApPOB

postcode/zipcode UHJICKC
proposal PEI0OKCHHE
requirement TpeOOBaHME
response OTBET

sample of one’ s work

oOpa3er; paboThl
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skills HAaBBLIKH
to apply for ajob as... [I0/1aTh 3asBJICHUE Ha BAKAHCHIO/JOIIKHOCT ...
to be employed paboTaTh, OBITH 3aHATHIM
to employ NPUHUMATh Ha paboTy
to match COOTBETCTBOBATh, IIOJIXOIUTh
to suggest npeajararb, COBETOBaTh
with regard to B OTHOILIEHUH, OTHOCUTEIILHO
Exercises:

1. Look at the plan and draft-resume Mr. Green has written recently. Use
it as an example to write your own resume.

PLAN

1) Name, address, phone/fax/e-mail

2) Particular position, company (job objective)

3) Experience (achievements, skills)

4) Education and additional courses, specific company training programs,
language courses

5) Personal data

RESUME
Mr. Paul Green

112 Kingston Road October, 12, 2000
3377 London,

Great Britain

Phone 22335 - 65

fax 22335 - 70

JOB OBJECTIVE: Finance and Administration Manager

COMPANY : Jaar International Inc.

EXPERIENCE:
Recent position: 2007 - 1995 Finance and Administration Manager.
Supervised Development of Management Information systems.
Coordinated development of Logistics. Proved to have management skills.
International Trade Company ‘MARS', Great Britain.
Previous jobs: 1995 - 1990 Finance Manager. IBM computers Inc.
Analyzed budgeting and forecasts programs. Evaluated as having problem-solving
skills.

French Branch, IBM computers Inc., France. 1990 - 1988
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Bookkeeper. Glaxo International Co.
Coordinated costing, budget programs, branch department.
Belarusian office, Belarus.

EDUCATION: 1988 Degree with Honors in Finance and Economy, Oxford
University, Finance and Administration.

1987 - 1988 Special training program (Glaxo International Co.)

1985 - 1987 Special language courses (French: Finance and Economy in France)

1983 - 1985 Computer systems for Finance and Economy

PERSONAL DATA: age 34, fluent in French, Belarusian.

Travel history: France, Belarus.

Profound computer skills: WinWord, Excel, Finance programs.

Now the time comes to deal with APPLICATION FOR WORK, When

writing your job application, remember the following ssmplerules:

- Start with how you learnt about the vacant position (work you are setting for),
you might refer to the source of information.

- Y our sentences and paragraphs should be short.

- When you describe your work experience and qualification stress your
advantages (how your firm advanced because of your activities).

- The tone of your application should be sincere and pleasant, never pushing or
imposing but its style must definitely be formal (official).

- You must indicate how you can be reached.

- Enclose the resume or your CV. There must be NO MISTAKES in your
application!

2. Look through the model resume and job application. Analyse them, talk
about them with your partner, say whether they are correct in structure and
appropriatein style and tone.

Resume
Robert Simon
Address (include zip code)
Phone (include area code)
Objective: trainee-typist position
Education: Attending Central High School, Center City, (State and Zip)
Grade: 12. Expect to graduate June 2009
Magjor: Business education
Subjects taken: accounting, bookkeeping, computer programming, stenography,
word processing, English, and social studies.

Work experience
September 2001 - present: Center City Supermarket, Main Street, Center City

(state and zip)
Job: Part-time assistant (after school, on Saturdays, and during vacations)
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Duties. Maintain stock and replace inventory, receive cash, check register, bag
merchandise.

July-August 2001: Lakewood Camp, Lake Elsinor, California.

Job: Counsellor and waterfront specialist.

Duties: Worked with 12-year-old boys; taught swimming, boating, and canoeing
October 2000 - June 2003: Served as Part-time secretary to Mr.McCaffert, Assistant
Principal, Business Education, Central High School. Typed, used word processor and
copier, filed, took telephone messages. Extracurricular activities.

Teams: baseball team, swimming team, won award for swimming

Clubs: computer club, Future Business Leaders, Boy Scouts. References on

request.

Simon’s Job Application
Simon's house number, street, apt. No.
Town, state, zip code
Date

Suite 1200

2000 Madison Avenue

New York, NY 100032

Dear Sir or Madam:

In answer to your advertisement in the Tribune for a secretary/receptionist,
| would like to submit the following information:

In June, | will be graduating from Central High School, where | have majored in
business education. | can type 85 wpm and operate a word processor. | believe that
the business skills courses | have taken will enable me to perform the duties of the
job advertised.

| have enclosed a copy of my resume and will be available for an interview at
your earliest convenience. | can be reached at the above address or by phone at
(phone number).

Sincerely yours,
Robert Simon (the name isfirst signed and then
Typed beneath the signature)

3. In the following exercise, imagine that you are applying for a job at
Quality Clothes, Inc. Using your own job interests and personal qualifications,
completethe model letter of application below.

(Address) (Date) Mr. Roger Stone, Office
Manager Quality Clothes, Inc. 1417 South First
Street

Boston, Massachusetts 02107

Dear Mr. Stone:

......... , my Secretarial Studies teacher, has told me that a vacancy exists in your
stenographic staff for the summer months. Please consider me an applicant for this
position.
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| am....... years old and a student in the.......... Classdt........ High School. | have
takenthe...... course of study. | have had classesin...... - R - - , and
........ | can take dictation at the rate of ..... wpm.

During the past year, | have worked for....., located at.......

In addition, | have worked for ...... , located at......... , in the capacity of......... I

believe that my interest in stenographic work makes me especially suited for the

full-time summer position with your company. | plan to continue my studies in

the fall.

| have permission to give you the following references:

.......... , Teacher High School

......... , Office Supervisor

May | have a personal interview at your convenience? My telephone number is

Very truly yours,
(signature)
(typed name)

4. Put the parts below into the correct order to make a complete email for
someone applying for ajaob.

(@) the summer programme where | worked last year. | am available for interview in
Naples any weekday afternoon, and you can emall

(b) as aWord document. Y ou will notice that | have supervised children on a range
of sports and cultural activities as well asdealing

(c) Dear Sir/Madam //With reference to your advertisement on the JobFinders.com
website, | am interested in applying

(d) as| enjoy working with young people. | have alot of energy and enthusiasm and
am also responsible and reliable. | have attached my CV

(e) First Certificate grade A. | would be grateful if you would consider my
application. You will see

(f) thetravel industry. During the last few summer holidays | have

(g) for the post of tour leader for Italian school students. | am 26 years old and am
currently studying

(h) me or telephone me on the number below. | look forward to hearing from you
soon. Yours faithfully

(i) for a diploma in Tourism at Naples University. After that | hope to follow a
career in

() inthejob of tour leader, taking students to London. | feel that | would be well-
suited for job

(k) to do something more varied and challenging, and for this reason | am interested

() with transport arrangements and tickets. Y ou will also notice that my English is
good and | have

(m) from my attached CV that two people can be contacted as references, one is a
university professor and the other is from
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(n) worked as a youth leader in Italy, and | enjoyed the work very much. Next
summer | would like

Application for Study

You want to continue your studies abroad or participate in the work of an
international conference. For this you should fill in a special application form. Any
application form is a special form developed by University, Institute, College,
Conference to provide more specific information about the applicants and to
formalize all the information about them for better data processing.

The application form usualy includes the folowing @ sections: general
information about the institution, benefits, responsibilities, applicants’ criteria,
closing date for applications.

The application form contains usually:

- PERSONAL DATA: Family name/Legal name (last, first, middie)

Title (Mr. Mrs.Miss.Ms.Dr.etc.)

Sex (male, female)

Permanent home address, phone/fax number, e-mail or present address

Place and date of birth

Marital status (single, married, divorced, widowed)

Military status

- ACADEMIC BACKGROUND

It usually includes all academic qualifications obtained since completing
secondary education, stating the institutions attended, the main subjects of study and
when the main courses started and finished. Usually the applicants attach photocopies
of all relevant academic certificates or transcripts, with accompanying translations
into English, if they are issued in another language.

- PROFESSIONAL BACKGROUND listing all positions held since
completing secondary education.

- RESIDENCY ISSUES (citizenship, permanent residence status, previous
country of residence).

- PROPOSED COURSE OF STUDY: What gqualifications would you like to
obtain, in what subjects? At which institution would you like to study or conduct
research? Are you applying for a fully funded scholarship? Often the applicants are
asked to attach LETTERS FROM TWO REFEREES (both of whom should be
professional or academic) in support of the application, sometimes it's necessary to
attach the PERSONAL ESSAYS. The Personal Essay provides individualized
information about the applicant, his/her ambitions, interests.

- At the end you can find applicant’s OBLIGATIONS while studying.

All the application forms shoud be filled in clearly or typed.

5. MsWest filled her application form in. But she has forgotten to fill in
some sections. Do it instead of her.
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APPLICATION FOR GRADUATE ADMISSION

Texas A & M International University Office of Admission and Advisement
a) Tell us about your self:
Mae......... Female...+........ Social Security Number 122345
Legal name: ......... Kate Mary
Last First Middle

Permanent home address: .....

City: Laredo State: Texas Zip code..... Country ..........

Telephone-Home 44552-47 Office: .....

Place of birth: Laredo  Date of birth......

Legal Residence: Texas Resident..... Non-Resident .......... Foreign......

Military status: Veteran .. .NO ... Dates of service.........

Marital status: Single.. .YES Married... Divorced/separated.. .Widowed... If
unmarried, provide information on your parent or closest living relative. If married,
please provide information on your Spouse:

Name: WeSt......cccceevvvieeeeeenieeenn. Relationship: father

Last First Middle

Permanent Mailing Address................

City: Laredo... State....... Zip code........... Country: The USA

Telephone-home...... Office: 445095 - 21...

b) Tell us about your plans:

Will you seek teacher certificationfrom TAMIU?...+... Yes. No

Applying for ...2 (year) Admission for.. .Winter...+.. .Fl ......... Spring

... Summer

Areyou enrolled at another University/College?....... Yes.......No

If Yes, where? Alabama Finance University ..........cccccccceeeeeenneee.

c) Tell us about your educational background:

Please list all Colleges and Universities you have attended beginning with the
most recent:

.. .Alabama Finance University Alabama................. 1999 - 1996..........

Economy
...Texas Administration College.........ccccceeveeeenneen. 1994-199%..........
What exams have you taken?
Exam Date Taken Mark
1) Economy and Finance ......... Excellent
2
)

Please attach photocopies of all relevant academic certificates or transcripts, with
accompanying translations into English, if they are written in another language.
d) Residency Issues:
L) e ———————— Areyou aUS Citizen?...+...
D=3 (10T (o 17 SRR No (Complete 1) Do you have
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U.S. Temporary Resident status?...........cccceevveeeeinnnnnns Yes No If Yes, Visatype:

2 SR Areyou aresident of the
State Of TeXaS?...4.. .Y S it No
3) Will you have been residing in Texas for 12 consecutive months prior to
your first enrollment at TAMIU?...+... Yes No.. .(go to 4)
4) Upon whom are you basing your claim for residency:
................. Parent/Legal Guardian
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