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Part |
ABC of Academic Writing

Academic writing, as the name implies, is the kind of writing that you are required to
do in college or university. It differs from other kinds of writing such as personal, literary,
journalistic, or business writing. Its differences can be explained in part by its special
audience, tone, and purpose.

Whenever you write, consider your specific audience, that is, the people who will
read what you have written. Knowing your audience will help you to communicate clearly
and effectively. In academic writing, your audience is primarily your professors or
instructors.

During your college (university) career, you will write a variety of
assignments. Some will be based on your beliefs and opinions; others will require
you to report on and evaluate existing research. You may be asked to write any
number of business documents, such as proposals, reports, strategic planning
documents, and even lab report and other scientific research. You may design and
conduct surveys or perform other data-gathering tasks that must be written up. You
may write speeches, advertising and marketing copy, and white papers as
assignments. Most certainly during your college career;you will write peer-reviewed
journals articles (presenting primary research), grant proposals (you can’t do science
without funding), literature review articles (summarizing and synthesizing research
that has already been carried out), popular science articles (communicating scientific
discoveries to a nonscientific audience), research reports, different types of essays,
summaries and abstracts, etc.

Below you will find information en some types of academic writing.

Task 1. Read the text “Summaries and abstracts”. Look for the answers to the
following questions:

1. What are the general rulesfor summarizing?
2. What is an abstract?
3. What are abstracts-used for?
Summaries and Abstracts

Very likely;.you will be asked sometime during your college career to write a
summary of research sources, a procedure, a book, an article, or some other piece of
information. Your summary may be presented orally, in writing, informally, formally,
or for an exam. You may even be asked to summarize information in a graphical
format. Summaries can be simple, using just a few key words, or they may be more
complex, depending on your purpose for writing them.

Writing a summary is an opportunity for you to demonstrate your
understanding of course material. Many students mistakenly think that simply
repeating the key words from the material suffices. In summarizing, not only are you
asked to repeat in your own words what you know (demonstrate comprehension), but
you may be asked to evaluate the summarized information or draw several ideas
together in a summary (evaluate and synthesize).

Here are some tips for summarizing:



Always present a balanced view of your material.

Always give equal coverage to all parts of the material.

Always use a neutral tone in your writing.

Always keep the author's material distortion-free.

Always summarize in your own words.

Opening summaries give just the essential content, results, and conclusions and
maybe brief. Formal summaries, such as an executive summary, may be 1-5 percent
of the original material in length and reflect the organization of the original source.
Remember that your purpose is to present faithfully the contents of the original
source.

Abstracts, on the other hand, are used by readers to decide whether to read a
source in full. They are compressed versions of the essential content of a source.
Those who catalog information and create research reference materials also use
abstracts. Most information-retrieval systems can scan the key words in an abstract
and retrieve the source it is based on. You may be asked to write an abstract for a
research report and certainly for a seminar paper or a scholarly-paper. Most assuredly,
you will write an abstract for a graduate thesis or dissertation.

Because abstracts help readers decide whether they want to read the original,
the content is quite compressed. Your abstract willcontain only a few sentences,
perhaps only three to five. You should include the*key words that reveal the major
idea of the original material to identify the field-of study involved.

Task 2. Learn about the types of abstracts:by reading the text “Types of abstracts”.
Do the tasks that follow the text;
Types.of Abstracts

There are two types of abstracts: descriptive and informative. They have
different aims, so as a consequence they have different components and styles. There
Is also a third type called critical, but it is rarely used. If you are unsure of which type
of abstract you should write, ask your instructor if it is for a class, or read other
abstracts in your field or“in'the journal where you are submitting your article.

Descriptive Abstracts

A descriptive-abstract indicates the type of information found in the work. It
makes no judgments about the work, nor does it provide results or conclusions of the
research. It does incorporate key words found in the text and may include the
purpose, methods, and scope of the research. Essentially, the descriptive abstract
describes the work being abstracted. Some people consider it an outline of the work,
rather than a summary. Descriptive abstracts are usually very short—2100 words or
less.

Informative Abstracts

The majority of abstracts are informative. While they still do not critique or
evaluate a work, they do more than describe it. A good informative abstract acts as a
surrogate for the work itself. That is, the writer presents and explains all the main
arguments and the important results and evidence in the complete article/paper/book.
An informative abstract includes the information that can be found in a descriptive



abstract (purpose, methods, scope) but also includes the results and conclusions of the
research and the recommendations of the author. The length varies according to
discipline, but an informative abstract is rarely more than 10% of the length of the
entire work. In the case of a longer work, it may be much less.

An informative abstract summarizes the key information from every major section
in the body of the report, and provides the key facts and conclusions from the body of the
report. A good way to develop an informative abstract is to devote a sentence or two to
each of the major parts of the report. If space permits, you can provide contextual
information such as background of the problem and the significance of the research, but
you can also omit contextual information because the abstract is not supposed to serve as
an introduction to the subject matter of the report—your introduction will serve that role.
You can also omit citations for your sources in the abstract. If you summarize information
that you borrowed from other writers, you do not have to repeat the citation in the
informative abstract. You should, however, include key numerical facts to make the
informative abstract brief. Readers will not be surprised to see numerical data in an
informative abstract.

Be sure to summarize rather than describe your report’in an informative abstract.
Phrases such as "This report discusses" or ""Several solutions-are considered" describe what
the content of the report will be rather than actually summarize the report's main points or
solutions. Someone reading your informative abstract;should have a clear, albeit limited,
understanding of the scope and nature of your research, as well as the conclusions you
reach.

Look through the;text again and say:
a) What a descriptive abstract is?
b) What the writer presents and explains in an informative abstract?

Task 3. Learn more about abstract writing by reading the text “How do I write an
abstract?” Pay attention to what must and may be included into an
abstract. Using the.information in the text write an abstract of a scientific
research paperdn‘your field.

How do | write an Abstract?

The format'-of your abstract will depend on the work being abstracted. An
abstract of a scientific research paper will contain elements not found in an abstract
of a literature article, and vice versa. However, all abstracts share several mandatory
components, and there are also some optional parts you can decide to include or not.
When preparing to draft your abstract, keep the following key process elements in
mind:

Key process elements:

1. Reason for writing:

What is the importance of the research?

Why would a reader be interested in the larger work?

2. Problem:

What problem does this work attempt to solve?

What is the scope of the project?



What is the main argument/thesis/claim?

3. Methodology:

An abstract of a scientific work may include specific models or approaches used in
the larger study. Other abstracts may describe the types of evidence used in the
research.

4. Results:

Again, an abstract of a scientific work may include specific data that indicates the
results of the project. Other abstracts may discuss the findings in a more general way.
5. Implications:

What changes should be implemented as a result of the findings of the work?

How does this work add to the body of knowledge on the topic?

All abstracts include:

1. The full citation of the source preceding the abstract.

2. The most important information first.

3. The same level of language found in the original, including technical language.

4. Key words and phrases that quickly identify the content andfocus of the work.

5. Clear, concise, and powerful language.

Abstracts may include:

1. The thesis of the work in the first sentence.

2. The background that places the work in the larger body of literature.

3. The same chronological structure of the original work.

How not to write a abstract:

1. Do not refer extensively to other works;

2. Do not add information not contairned in the original work.

3. Do not define terms.

Task 4. Study a sample outline «0f ‘a research paper. Pay attention to the information
reflected in each sectian. Use it while writing a research paper (scientific report) in
your field of knowledge.

The Research Paper Structure (A loose outline to follow)
| Introduction

a) Catches theteader's attention.
b) Indicates topic and narrows it.
c) Leads towards the body — sets the stage.
d) Has astrong, very specific thesis statement.
I.  Limits what you will write about.
1. If about an author, names the author and works to be explored.
2. If about a period or genre, names it and the authors involved in it
ii. Gives a focus as to what you will explore about the topic.
1. Defines the theme, symbol, plot, device, character, type, etc. that helps link the
works or authors.
2. Minimizes the range of ideas that you will explore in the essay.
3. Sets the boundaries, of which you will not stray.
4. Puts forth an argument that you will defend.



Il Background

a) Historical context
I.  Does not provide an entire history of author or group
Ii.  Limits historical focus to relevant period and events
iii. Helps reader put essay in time context
Iv. Helps reader make important links to influential events
b) Basic information for understanding context of thesis
I.  Provides information about particular style of author or group
1. Defines elements that are associated with the author or group

Il Analysis-Argument- Core of the essay

a) Breaks down the thesis into sub-points (separate paragraph for each)
I.  Establishes broad points
Ii. Identifies each point and defines it
Iii.  Narrows each point with specific details
Iv. Shows comparisons or contrasts to be analyzed
b) Gives reasons for points or arguments that you make
I.  Supports points with explanation
1. Fully develops the idea
2. Uses facts to support point
1. Uses logical reasoning
1. Connects ideas in a manner that does-not confuse the reader
2. Makes assumptions or opinions-that can be backed with evidence
c) Shows evidence of your points
I.  Uses samples from works of selected authors (primary sources)
ii.  Applies criticism and outside sources (secondary sources)

1. Quotes sources accurately
a) Introduces.quotes with the author and source of the information
b) Provides only that much of the quote that is necessary to get across
meaning
c) -Explains the significance of the quote in relation to the point you were
making
d) Uses correct parenthetical reference
2. Summarizes and paraphrases succinctly
3. Avoids any plagiarism and documents all sources

IV Conclusion

a) Sums up the essay
1. Possibly reworks the thesis
Ii. Restates the points in a different way
1ii.  Focuses the significance of the essay
b) Provides a Sherlock-Holmes-style conclusion
I.  What does all the evidence lead to?
Il.  What does the future hold?



Ii. What is the next logical step or idea?

Task 5. Read the text “Scientific Report”. Pay attention to the way it is organized. Get ready
to answer the questions which follow the text.

Scientific Report

General Points
Aim

The main purpose of a scientific report is to communicate. A typical structure and
style have evolved to convey essential information and ideas as concisely and
effectively as possible. Precise formats vary by discipline and scientific journal, but
always treat them as flexible guidelines that enable clear communication.
Audience

Assume that your intended reader has a background similar to yours before you
started the project. That is, a general understanding of the topic but no specific
knowledge of the details. The reader should be able to reproduce.whatever you did by
following your report.
Clarity of Writing

Good scientific reports share many of the qualities found in other kinds of writing.
To write is to think, so a paper that lays out ideas in a-logical order will facilitate the
same kind of thinking. Make each sentence follow from the previous one, building an
argument piece by piece. Group related sentences into paragraphs, and group
paragraphs into sections. Create a flow from beginning to end.
Supporting Material

Likewise, use figures, tables, data/-equations, etc. to help tell the story as it
unfolds. Refer to them directly in the-text, and integrate the points they make into your
writing. Number figures and tables'sequentially as they are introduced (e.g., Figure 1,
Figure 2, etc. with another sequence for Table 1, Table 2, etc.). Provide captions with
complete information and not'just a simple title. Label all axes and include units. Insert a
figure or table after the paragraph in which it is first mentioned, or, gather all supporting
material together after.the’reference section (before any appendices).
Language and Style

The report should be grammatically sound, with correct spelling, and generally
free of errors. Avoid jargon, slang, or colloquial terms. Define acronyms and any
abbreviations not used as standard measurement units. Most of the report describes what
you did, and thus it should be in the past tense (e.g., "values were averaged"), but use
present or future tense as appropriate (e.g., "X is bigger than y" or "that effect will
happen™). Employ the active rather than passive voice to avoid boring writing and
contorted phrases (e.g., "the software calculated average values" is better than "average
values were calculated by the software™).
Consistency of Format

Within the report, the exact format of particular items is less important than
consistency of application. For example, if you indent paragraphs, be sure to indent them
all; use a consistent style of headings throughout (e.g., major headings in bold with initial
capitals, minor headings in italics, etc.); write"%" or "percent" but do not mix them, and so



on. In other words, establish a template and stick to it. Consult real journal papers for
examples.
Typical Sections

There are four major sections to a scientific report, sometimes known as IMRAD —
Introduction, Methods, Results, And Discussion. Respectively, these sections structure
your report to say "here’s the problem, here's how | studied it, here's what | found, and
here's what it means.” There are additional minor sections that precede or follow the
major sections including the title, abstract, acknowledgements, references, and
appendices. All sections are important, but at different stages to different readers. When
flipping through a journal, a reader might read the title first, and if interested further then the
abstract, then conclusions, and then if he or she is truly fascinated perhaps the entire
paper. You have to convince the reader that what you have done is interesting and
important by communicating appeal and content in all sections.
Title

Convey the essential point of the paper. Be precise, concise;,and use key words.
Avoid padding with phrases like "A study of ..." or headlines like "Global warming will
fry Earth!"
Abstract

Condense the whole paper into miniature form, A sentence or two summarizing
each of the IMRAD sections should suffice. No new-information, no supporting material,
limited details, just the essential message that explains what you did and found out.
Write this section last of all.
Introduction

Introduce the problem, moving from the broader issues to your specific problem,
finishing the section with the precise aims of the paper (key questions). Craft this
section carefully, setting up your argument in logical order. Refer to relevant
ideas/theories and related research by other authors. Answer the question "what is the
problem and why is it important?"
Methods

Explain how youw studied the problem, which should follow logically from the
aims. Depending (on” the kind of data, this section may contain subsections on
experimental details, materials used, data collection/sources, analytical or statistical
techniques employed, study area, etc. Provide enough detail for the reader to reproduce
what you did. Include flowcharts, maps or tables if they aid clarity or brevity. Answer the
question "what steps did | follow?" but do not include results yet.
Results

Explain your actual findings, using subheadings to divide the section into logical
parts, with the text addressing the study aims. Link your writing to figures and tables as
you present the results. For each, describe and interpret what you see (you do the
thinking - do not leave this to the reader). If you have many similar figures, select
representative examples for brevity and put the rest in an appendix. Mention any
uncertainty in measurement or calculation, and use an appropriate number of decimal
places to reflect it. Make comments on the results as they are presented, but save



broader generalizations and conclusions for later. Answer the question "what did | find
out?"
Discussion

Discuss the importance of what you found, in light of the overall study aims. Stand
back from the details and synthesize what has (and has not) been learned about the
problem, and what it all means. Say what you actually found, not what you hoped to find.
Begin with specific comments and expand to more general issues. Recommend any
improvements for further study. Answer the question "what is the significance of the
research?"

Important Note: this section is often combined with either the Results section or the
Conclusions section. Decide whether understanding and clarity are improved if you
include some discussion as you cover the results, or if discussive material is better as
part of the broader summing up.

Conclusions

Restate the study aims or key questions and summarize your-findings using clear,
concise statements. Keep this section brief and to the point.
Acknowledgments

This is an optional section. Thank people who directly contributed to the paper, by
providing data, assisting with some part of the analysis, proofreading, typing, etc. It is
not a dedication, so don't thank Mom and Dad for bringing you into the world, or your
roommate for making your coffee.

References

Within the text, cite references by author and year unless instructed otherwise, for
example "Comrie (1999) stated that..."-op "several studies have found that x is greater
than y (Comrie 1999; Smith 1999)." For two authors, list both names, and for three or
more use the abbreviation "et al." (note the period) following the first name, for example
"Comrie and Smith (1999)" or *'Comrie et al. (1999)." Attribute every idea that is not your
own to avoid plagiarism.

In this reference section itself, list alphabetically only the people and publications
that you cited in the report (if none, omit the section). Provide sufficient detail to
enable somebody tocactually track down the information. List all authors for the et
al." publications. Follow a standard format such as the examples below, and note the
distinctions regarding italics, capitalization, volume/page numbers, publisher address,
etc. between the various kinds of references.

Personal (unpublished) communications
Cited in the text only, e.g.,"... X is greater than y (Comrie 1999, pers. comm.)."

Lecture Notes

Comrie, AC, 1999: The climate of Tucson. April 1 lecture, GEOG 230 Our Changing
Climate, University of Arizona.

Web Site Comrie, AC, 1999: The climate of Tucson. Internet:
<http://geog.arizona.edu/-comrie/tucson.html>.

Questions to the text:
1. What are the requirements to language and study?
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What is IMRAD?

What are the additional minor sections of a scientific report?
What do you usually finish the introduction section with?
What is stated in the conclusion section?

Task 6. Read the text “Literature Reviews”. Try to understand it and then do the tasks that
follow.

gk whn

Literature Reviews
What is a literature review?

A literature review discusses published information in a particular subject area,
and sometimes information in a particular subject area within a certain time period.

A literature review can be just a simple summary of the sources, but it usually
has an organizational pattern and combines both summary and synthesis. A summary
Is a recap of the important information of the source, but a synthesis is a re-
organization, or a reshuffling, of that information. It might give a new interpretation
of old material or combine new with old interpretations. .Or »it might trace the
intellectual progression of the field, including major debates..And depending on the
situation, the literature review may evaluate the sources and advise the reader on the
most pertinent or relevant.

But how is a literature review different from an academic research paper?

While the main focus of an academic research paper is to support your own
argument, the focus of a literature review.is'to summarize and synthesize the
arguments and ideas of others. The academic research paper also covers a range of
sources, but it is usually a select number/of sources, because the emphasis is on the
argument. Likewise, a literature reviewcan also have an "argument,” but it is not as
important as covering a number of sources. In short, an academic research paper and
a literature review contain some of the same elements. In fact, many academic
research papers will contain-a literature review section. But it is the aspect of the
study (the argument or the'sources) that is emphasized that determines what type of
document it is.

Why do we write literature reviews?

Literature reviews provide you with a handy guide to a particular topic. If you
have limited time to conduct research, literature reviews can give you an overview or
act as a stepping stone. For professionals, they are useful reports that keep them up to
date with what is current in the field. For scholars, the depth and breadth of the
literature review emphasizes the credibility of the writer in his or her field. Literature
reviews also provide a solid background for a research paper's investigation.
Comprehensive knowledge of the literature of the field is essential to most research
papers.

Who writes these things, anyway?

Literature reviews are written occasionally in the humanities, but mostly in the
sciences and social sciences; in experiment and lab reports, they constitute a section
of the paper. Sometimes a literature review is written as a paper in itself.
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Let's get to it! What should I do before writing the literature Review?
Clarify

If your assignment is not very specific, seek clarification from your instructor:

« Roughly how many sources should you include?

« What types of sources (books, journal articles, and websites)?

« Should you summarize, synthesize, or critique your sources by discussing a
common theme or issue?

« Should you evaluate your sources?

« Should you provide subheadings and other background information, such as
definitions and/or a history?
Find models

Look for other literature reviews in your area of interest or in the discipline and
read them to get a sense of the types of themes you might want to look for in your
own research or ways to organize your final review. You can simply put the word
"review" in your search engine along with your other topic terms to find articles of
this type on the Internet or in an electronic database. The bibliography or reference
section of sources you've already read are also excellent entry points into your own
research.

Narrow your topic

There are hundreds or even thousands of articles and books on most areas of
study. The narrower your topic, the easier it will be to limit the number of sources
you need to read in order to get a good survey of the material. Your instructor will
probably not expect you to read everything that's out there on the topic, but you'll
make your job easier if you first limit your scope.

And don't forget to tap into your professor's (or other professors’) knowledge in
the field. Ask your professor questions such as: "If you had to read only one book
from the 70's on topic X, what would it be?" Questions such as this help you to find
and determine quickly the most seminal pieces in the field.

Consider whether your sources are current

Some disciplingsrequire that you use information that is as current as possible.
In the sciences, for instance, treatments for medical problems are constantly changing
according to the latest studies. Information even two years old could be obsolete.
However, if you are writing a review in the humanities, history, or social sciences, a
survey of the history of the literature may be what is needed, because what is
Important is how perspectives have changed through the years or within a certain
time period. Try sorting through some other current bibliographies or literature
reviews in the field to get a sense of what your discipline expects. You can also use
this method to consider what is "hot" and what is not.

Strategies for writing the literature Review
Find a focus
A literature review, like a term paper, is usually organized around ideas, not the
sources themselves as an annotated bibliography would be organized. This means
that you will not just simply list your sources and go into detail about each one of
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them, one at a time. No. As you read widely but selectively in your topic area,
consider instead what themes or issues connect your sources together. Do they
present one or different solutions? Is there an aspect of the field that is missing? How
well do they present the material and do they portray it according to an appropriate
theory? Do they reveal a trend in the field? A raging debate? Pick one of these
themes to focus the organization of your review.

Construct a working thesis statement

Then use the focus you've found to construct a thesis statement. Yes! Literature
reviews have thesis statements as well! However, your thesis statement will not
necessarily argue for a position or an opinion; rather it will argue for a particular
perspective on the material. Some sample thesis statements for literature reviews are
as follows:

The current trend in treatment for congestive heart failure combines surgery and
medicine.

More and more cultural studies scholars are accepting popularimedia as a subject
worthy of academic consideration.

Consider organization

You've got a focus, and you've narrowed it down:to a thesis statement. Now
what is the most effective way of presenting the information? What are the most
Important topics, subtopics, etc., that your review needs to include? And in what
order should you present them? Develop an organization for your review at both a
global and local level:

First, cover the basic categories

Just like most academic papers, literature reviews also must contain at least
three basic elements: an introduction.or background information section; the body of
the review containing the discussion of sources; and, finally, a conclusion and/or
recommendations section to end‘the paper.

Introduction: Gives a quick;idea of the topic of the literature review, such as the
central theme or organizational pattern.

Body: Contains your; discussion of sources and is organized either chronologically,
thematically, or methodologically (see below for more information on each).
Conclusions/Recommendations: Discuss what you have drawn from reviewing
literature so far. Where might the discussion proceed?

Organizing the body

Once you have the basic categories in place, then you must consider how you
will present the sources themselves within the body of your paper. Create an
organizational method to focus this section even further.

To help you come up with an overall organizational framework for your
review, consider the following scenario and then three typical ways of organizing the
sources into a review:

You've decided to focus your literature review on materials dealing with sperm
whales. This is because you've just finished reading Moby Dick, and you wonder if
that whale's portrayal is really real. You start with some articles about the physiology
of sperm whales in biology journals written in the 1980's. But these articles refer to
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some British biological studies performed on whales in the early 18th century. So you
check those out. Then you look up a book written in 1968 with information on how
sperm whales have been portrayed in other forms of art, such as in Alaskan poetry, in
French painting, or on whale bone, as the whale hunters in the late 19th century used
to do. This makes you wonder about American whaling methods during the time
portrayed in Moby Dick, so you find some academic articles published in the last five
years on how accurately Herman Melville portrayed the whaling scene in his novel.
Chronological

If your review follows the chronological method, you could write about the
materials above according to when they were published. For instance, first you would
talk about the British biological studies of the 18th century, then about Moby Dick,
published in 1851, then the book on sperm whales in other art (1968), and finally the
biology articles (1980s) and the recent articles on American whaling of the 19th
century. But there is relatively no continuity among subjects here. And notice that
even though the sources on sperm whales in other art and on American whaling are
written recently, they are about other subjects/objects that were Created much earlier.
Thus, the review loses its chronological focus.

By publication

Order your sources by publication chronolegy, then, only if the order
demonstrates a more important trend. For instance, you could order a review of
literature on biological studies of sperm whales_if the progression revealed a change
in dissection practices of the researchers whe wrote and/or conducted the studies.

By trend

A better way to organize the ahove sources chronologically is to examine the
sources under another trend, such as-the history of whaling. Then your review would
have subsections according to eras within this period. For instance, the review might
examine whaling from pre-1600-1699, 1700-1799, and 1800-1899. Under this
method, you would combine’the recent studies on American whaling in the 19th
century with Moby Dick itself in the 1800-1899 category, even though the authors
wrote a century apart;

Thematic

Thematic reviews of literature are organized around a topic or issue, rather than
the progression of time. However, progression of time may still be an important
factor in a thematic review. For instance, the sperm whale review could focus on the
development of the harpoon for whale hunting. While the study focuses on one topic,
harpoon technology, it will still be organized chronologically. The only difference
here between a "chronological™ and a “thematic" approach is what is emphasized the
most: the development of the harpoon or the harpoon technology.

But more authentic thematic reviews tend to break away from chronological
order. For instance, a thematic review of material on sperm whales might examine
how they are portrayed as "evil" in cultural documents. The subsections might
include how they are personified, how their proportions are exaggerated, and their
behaviors misunderstood. A review organized in this manner would shift between
time periods within each section according to the point made.
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Methodological

A methodological approach differs from the two above in that the focusing
factor usually does not have to do with the content of the material. Instead, it focuses
on the "methods" of the researcher or writer. For the sperm whale project, one
methodological approach would be to look at cultural differences between the
portrayal of whales in American, British, and French art work. Or the review might
focus on the economic impact of whaling on a community. A methodological scope
will influence either the types of documents in the review or the way in which these
documents are discussed.

Once you've decided on the organizational method for the body of the review,
the sections you need to include in the paper should be easy to figure out. They
should arise out of your organizational strategy. In other words, a chronological
review would have subsections for each vital time period. A thematic review would
have subtopics based upon factors that relate to the theme or issue.

Sometimes, though, you might need to add additional. sections that are
necessary for your study, but do not fit in the organizational-strategy of the body.
What other sections you include in the body is up to.you. Put in only what is
necessary. Here are a few other sections you might want'to’consider:

Current Situation: Information necessary to understand the topic or focus of the
literature review.

History: The chronological progression of the field, the literature, or an idea that is
necessary to understand the literature review; if the body of the literature review is
not already a chronology.

Methods and/or Standards: The criteria you used to select the sources in your
literature review or the way in which.you present your information. For instance, you
might explain that your review includes only peer-reviewed articles and journals.
Questions for Further Research: What questions about the field has the review
sparked? How will you further your research as a result of the review?

Begin Composing

Once you've settled on a general pattern of organization, you're ready to write
each section. There-are a few guidelines you should follow during the writing stage as
well. Here is a sample paragraph from a literature review about sexism and language
to illuminate the following discussion:

However, other studies have shown that even gender-neutral antecedents are
more likely to produce masculine images than feminine ones (Gastil, 1990). Hamilton
(1988) asked students to complete sentences that required them to fill in pronouns
that agreed with gender-neutral antecedents such as "writer,” “pedestrian,” and
"persons.” The students were asked to describe any image they had when writing the
sentence. Hamilton found that people imagined 3.3 men to each woman in the
masculine "generic" condition and 1.5 men per woman in the unbiased condition.
Thus, while ambient sexism accounted for some of the masculine bias, sexist
language amplified the effect. (Source: Erika Falk and Jordan Mills, "Why Sexist
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Language Affects Persuasion: The Role of Homophily, Intended Audience, and
Offense,” Women and Languagel9:2.
Use evidence

In the example above, the writers refer to several other sources when making
their point. A literature review in this sense is just like any other academic research
paper. Your interpretation of the available sources must be backed up with evidence
to show that what you are saying is valid.
Be selective

Select only the most important points in each source to highlight in the review.
The type of information you choose to mention should relate directly to the review's
focus, whether it is thematic, methodological, or chronological.
Use quotes sparingly

Falk and Mills do not use any direct quotes. That is because the survey nature
of the literature review does not allow for in-depth discussion or detailed quotes from
the text. Some short quotes here and there are okay, though, if you.want to emphasize
a point, or if what the author said just cannot be rewritten in<yeur own words. Notice
that Falk and Mills do quote certain terms that were coined by the author, not
common knowledge, or taken directly from the study.-But if you find yourself
wanting to put in more quotes, check with your instructor.
Summarize and synthesize

Remember to summarize and synthesize your sources within each paragraph as
well as throughout the review. The authors here recapitulate important features of
Hamilton's study, but then synthesize it-y rephrasing the study's significance and
relating it to their own work.
Keep your own voice

While the literature review- presents others' ideas, your voice (the writer's)
should remain front and center."Notice that Falk and Mills weave references to other
sources into their own text,sbut they still maintain their own voice by starting and
ending the paragraph with.their own ideas and their own words. The sources support
what Falk and Mills are’saying.
Use caution when|paraphrasing

When paraphrasing a source that is not your own, be sure to represent the
author's information or opinions accurately and in your own words. In the preceding
example, Falk and Mills either directly refer in the text to the author of their source,
such as Hamilton, or they provide ample notation in the text when the ideas they are
mentioning are not their own, for example, Gastil's.

Revise, revise, revise

Draft in hand? Now you're ready to revise. Spending a lot of time revising is a
wise idea, because your main objective is to present the material, not the argument.
So check over your review again to make sure it follows the assignment and/or your
outline. Then, just as you would for most other academic forms of writing, rewrite or
rework the language of your review so that you've presented your information in the
most concise manner possible. Be sure to use terminology familiar to your audience;

16



get rid of unnecessary jargon or slang. Finally, double check that you've documented
your sources and formatted the review appropriately for your discipline.

a) Comprehension check

Define the statements as true or false. Correct the false ones.

A literature review is usually a combination of summary and synthesis.

The main focus of a literature review is to support your own argument.

Literature reviews are useful for professionals, scholars in their research work.

You don’t need preliminary preparation to begin writing the literature review.

A literature review is organized around sources, not the ideas.

Thesis statement is not an integral part of a literature review structure.

The usual structure of a literature review is similar to that of most academic papers.

The presentation of sources within the body of you paper is arranged according to a certain

organizational method.

9. The sections you include in the paper are figured out in accordance with the organizational
method for the body of the review.

10. The organizational method for the body of the review influences the choice of the sections
you need to include in the paper.

11. Inwriting sections of you literature review you should use as many quotes as you want and
they should be of common knowledge.

12. Revision of the material you prepared for presentation is a very important element in any
academic form of writing.

b) Using the suggested structure of a literature overview write a similar overview of a
scientific paper in your field of knowledge.

NGO~ WDE

Task 7. Study the text “Transitions”. Answer the following questions after you
have studied the text:

What do transitions establish?

How do you know thatyou have to work on your transitions?

What are the types of'the transitions?

What informationdoes the table in this section contain?

Transitions

The function and importance of transitions

In both academic writing and professional writing, your goal is to convey
information clearly and concisely, if not to convert the reader to your way of
thinking. Transitions help you to achieve these goals by establishing logical
connections between sentences, paragraphs, and sections of your papers. In other
words, transitions tell readers what to do with the information you present them.
Whether single words, quick phrases or full sentences, they function as signs for
readers that tell them how to think about, organize, and react to old and new ideas as
they read through what you have written.

Transitions signal relationships between ideas such as: "Another example
coming up—stay alert!" or "Here's an exception to my previous statement” or
"Although this idea appears to be true, here's the real story.” Basically, transitions

Hwnh e
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provide the reader with directions for how to piece together your ideas into a
logically coherent argument. Transitions are not just "window dressing" that
embellish your paper by making it sound or read better. They are words with
particular meanings that tell the reader to think and react in a particular way to your
ideas. In providing the reader with these important cues, transitions help readers
understand the logic of how your ideas fit together.

Signs that you might need to work on your transitions
How can you tell whether you need to work on your transitions? Here are some
possible clues:
= Your instructor has written comments like “choppy,
" "need signposts,” or "how is this related?" on your papers.
= Your readers (instructors, friends, or classmates) tell you that they had
trouble following your organization or train of thought.
» You tend to write the way you think—and your brain often jumps from
one idea to another pretty quickly.
= You wrote your paper in several discrete "chunks™ and then pasted them
together.
= You are working on a group paper; the draft you are working on was
created by pasting pieces of several people's writing together.

Organization

Since the clarity and effectiveness of .your transitions will depend greatly on
how well you have organized your paper,~you may want to evaluate your paper's
organization before you work on transitions. In the margins of your draft, summarize
in a word or short phrase what each- paragraph is about or how it fits into your
analysis as a whole. This exercise,should help you to see the order of and connection
between your ideas more clearly.

The organization of your written work includes two elements: (1) the order in
which you have chosen tapresent the different parts of your discussion or argument,
and (2) the relationships  you construct between these parts. Transitions cannot
substitute for good- organization, but they can make your organization clearer and
easier to follow.

Types of transitions

Now let us briefly discuss the types of transitions your writing will use.

The types of transitions available to you are as diverse as the circumstances in
which you need to use them. A transition can be a single word, a phrase, a sentence,
or an entire paragraph. In each case, it functions the same way: first, the transition
either directly summarizes the content of a preceding sentence, paragraph, or section,
or it implies that summary. Then it helps the reader anticipate or comprehend the new
information that you wish to present.

1. Transitions between sections—~Particularly in longer works, it may be
necessary to include transitional paragraphs that summarize for the reader the

jumpy,

abrupt,"”
"flow,
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information just covered and specify the relevance of this information to the
discussion in the following section.

2. Transitions between paragraphs—If you have done a good job of arranging
paragraphs so that the content of one leads logically to the next, the transition will
highlight a relationship that already exists by summarizing the previous paragraph
and suggesting something of the content of the paragraph that follows. A transition
between paragraphs can be a word or two (however, for example, similarly), a phrase,
or a sentence. Transitions can be at the end of the first paragraph, at the beginning of
the second paragraph, or in both places.

3. Transitions within paragraphs—As with transitions between sections and
paragraphs, transitions within paragraphs act as cues by helping readers to anticipate
what is coming before they read it. Within paragraphs, transitions tend to be single
words or short phrases.

Transitional expressions

Effectively constructing each transition often dependscupon your ability to
identify words or phrases that will indicate for the reader the kind of logical
relationships you want to convey. The table below should‘make it easier for you to
find these words or phrases. Whenever you have trouble finding a word, phrase, or
sentence to serve as an effective transition, refer to’the information in the table for
assistance. Look in the left column of the table for the kind of logical relationship you
are trying to express. Then look in the right column of the table for examples of
words or phrases that express this logical relationship.

Keep in mind that each of these wards or phrases may have a slightly different
meaning. Consult a dictionary or writer's handbook if you are unsure of the exact
meaning of a word or phrase.

LOGICAL TRANSITIONAL EXPRESSION
RELATIONSHIP
Similarity alse; in the same way, just as ... so too, likewise, similarly

Exception/Contrast but, however, in spite of, on the one hand ... on the other
hand, nevertheless, nonetheless, notwithstanding, in
contrast, on the contrary, still, yet

Sequence/Order first, second, third, ... next, then, finally

Time after, afterward, at last, before, currently, during, earlier,
immediately, later, meanwhile, now, recently,
simultaneously, subsequently, then

Example for example, for instance, namely, specifically, to illustrate

Emphasis even, indeed, in fact, of course, truly

Place/Position above, adjacent, below, beyond, here, in front, in back,
nearby, there

Cause and Effect accordingly, consequently, hence, so, therefore, thus

Additional Support or|additionally, again, also, and, as well, besides, equally

Evidence important, further, furthermore, in addition, moreover, then
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Conclusion/Summary [finally, in a word, in brief, in conclusion, in the end, in the
final analysis, on the whole, thus, to conclude, to
summarize, in sum, in summary

Task 8. Read and remember some more words and phases for an essay (scientific
paper/ report, etc.) writing.
Words and Phrases for an Essay

Words and phrases to organize points chronologically (to introduce a series
of reasons, ideas, remarks, etc):
firsts/first of all, second(ly) third(ly) (Bo-tiepBbIX, BO-BTOPBIX, B-TPETHHX);
lastly/last of all/finally (Hakoner, B 3akii04ucHwME);
first and foremost (8 mepByto ouepenp);
in the first/second/third place (ua mepBom / BTOpoM / TpeTbeM MecTe);
to start/begin with (Haunem c );
for one thing (mpexae Bcero, HaYaTh ¢ TOro, YTO, JIJI HaYasa);
for another thing (kpome Tor0, BO-BTOPHIX);
Note: 'firstly", “secondly" are more formal than "first", "second"...

Words and phrases to indicate the addition of a new point, or to introduce a
related topic:
in addition;
what is more/more than that/furthermore (formal) '/ moreover/(more formal) (Gomnee
TOr0, KPOME TOTO);
above all/on top of that (B moBepiieHue Bcero);
as well as (tak xe (kak), He TOJBKO..., HO; B JOMOJHCHHUE; TOMUMO);
alongside (Hapsny c);
besides/apart from (kpome);
besides (k Tomy orce);
similarly/equally/likewise (momoOHBIM 00pa3zom);

Words and phrases:that indicate a concession, a contrast or contradiction of
a point previously stated:
while - xoTs1; HECMOTPsT-Ha TO, YTO;
whereas - Torna kak; B TO BpeMs Kak;
in contrast/by contrast/on the contrary - Ha060pOT; HaIIPOTHB;
however/nonetheless/nevertheless - ognako; Tem He MeHee;
however - kak Obl..HE (COI03, BBOMMIIMN YCTYNHUTEIBHOE MPHUIATOYHOE
MIPEIOKEHHE);
yet/still - tem He MeHee; 0IHAKO; BCE Ke; BCE-TAKM,
although/though - 1) xoTs; 2) Tem He MeHee, 0OIHAKO; BCE JK€; BCE-TAKH,
despite the fact that... - HecmoTpst Ha TOT akT, uToO...;
in spite of something/despite something - HecMoTps Ha;
notwithstanding - HecMOTps Ha; BOIIPEKH;
Note: Compare notwithstanding, despite, in spite of
Notwithstanding is formal and the weakest of the three terms used to indicate
opposition.
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In spite of is the strongest in this group.
all the same - Bcé xe; Bcé-Taku;
be that as it may - kak ObI TO HU OBLIO;
instead (of this) - B3ameH; BMECTO 3TOrO;
unlike smb or smth - B otinune ot Koro-1md0 WK 4ero-auoo;
on the other hand - ¢ npyroii cropoHsr;
rather than -... a ue ...;
contrary to popular belief- Borpeku o01eH3BECTHOMY MHCHHIO;
to express one's sharp disagreement with/to strongly disapprove of- Breipaxatsb
MOJTHOE Hecoracue/ObITh KaTeTOPHUYECKU TPOTHUB;
to oppose (an idea/plan/matter etc) - BeICTynaTh MPOTHB/UMETH BO3PAXKEHHUS TI1O...;
The most common argument against this is that... - HauGonee yacto ynorpe0asieMbIM
APryMCHTOM IIPOTHUB 3TOI'O SABJISACTCA vees
to put forward/present arguments against... - BbLABHraTh/TIPEICTABIATh APTyYMCHTHI
IIPOTHB...,
a weak/strong/convincing/fundamental argument against... cnaObrit/Beckuii/
yOeIMTEeIbHBIN/OCHOBHOM apryMEHT MPOTHUB...;
This argument does not hold water. - Dtor aprymeHt-He BbIACPKHBAECT HUKAKOM
KPpUTHKH.
The argument is not logically sound./This is not a seund argument./There are holes in
the argument. (BelpakeHus i1 ONMHCAHUS HEJIOTHMYHOTO, HEIMOCIIEAOBATEIHLHOTO
apryMeHTa.)

Words and phrases to make things.clear or explain a given point in greater
detail:
that is to say/in other words - npyruma/MHBIMU CIIOBAaMH, HHa4Y€ TOBOPSI, TO €CTh;
that is (;1ar -i.e.) - To ecTb;
indeed - B camoM Jielte;
specifically/in particular/particularly/especially - ocobenHo, B ocoOeHHOCTH, B
YaCTHOCTH,
strictly speaking - ctporo (Tounee) ropops;
Strictly speaking,! spiders are not insects, although most people think they are
(Longman Dictionary of Contemporary English, 1995);
simply put/to put it simply - mpoie rosops;
the main point here is that - rimaBHbIN BOpoc/0OCHOBHONW MOMEHT B TOM, YTO...;
on a (more) personal/practical (etc.) level - B (Oosiee) yacTHOM/ IPAKTUYECKOM H T.]I.
acCIIeKTe/TIaHe;
from a (purely theoretical) perspective - ¢ (4urcTo TEOPETUYESCKOM) TOUKH 3PEHUS;
for example/for instance (nar - e. g. /eg) - Hanpumep;

Words and phrases to generalize/summarize ideas and/or bring them to
conclusion:
on the whole/in general/generally/overall - B 06m1em, B meaoMm;
by and large - B 00miem u meaoMm;
broadly speaking - BooO1ie roBopsi, B 00IIMX YepTax;
to a great/some extent - B 3HaYUTEIBHON/HEKOTOPOI CTEICHH;
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IN most/some cases - B 0OJIBIIMHCTBE/HEKOTOPBIX CITydasix;

In any case - B 1t000M ciyyac;

by all accounts - mo o0meMy MHEHHIO;

by all indications - cyas o Bcemy;

essentially - o cyiecTBy, B OCHOBHOM;

in a word - oIHUM CJI0BOM, KOPOYE TOBOPSL

In this respect/sense - B 3ToM OTHOIIICHHH/CMBICIIE;

as  mentioned/noted  (previously/above) kak yxe ObBUIO  YHOMSHYTO/
CKa3aHO/0TMEUEHO/yKa3aHo (BHIIIE);

for the reasons discussed (above) - BBuy (BBIIIC)yKa3aHHBIX/(BHIIIC)HA3BAHHBIX
PUYNH;

in sum/in the final analysis/in conclusion/in the end/ ultimately - B 3axmoucnue, B
UTOTe, B KOHEYHOM CUETE, B KOHIIE KOHIIOB.

Task 9. Analyse the information contained in the text “Writing Numbers,
Measurements and Equations” Take care to use it correctly in writing
research reports (papers). Pay special attention to.the exceptions to the
general guideline.

Writing Numbers, Measurements, and Equations

You will likely need to write numbers, measurements and equations in your
research report. Here are some guidelines youican follow when writing numbers,
measurements, and equations. These will ensure that you write about these elements
consistently in your writing. Writing Numbers

1. Spell out numbers between zero and’ten and use figures for all other numbers.

Examples: two cats, 11 materials, one‘attempt, 20,000 residents
Unfortunately, there are a;number of exceptions to this general guideline. Make
sure that you are as familiar with the exceptions as you are with the rule.

Exceptions:

Mathematical operations Raised to the power of 4
Units of measurement 6 feet

Age 9 years old

Time 1pm

Dates June 8, 2001

Page numbers Page 4

Percentages 2 percent

Money $5

Proportions 100:1

All numbers that begin a sentence should Seven times the tests failed.
be spelled out.

2. When you use two or more numbers in the same section of writing, use figures.
This makes them easier to see and compare.

Example: We are requesting funding to purchase 25 pumps, 15 fans, and 5 ducts.

Exception:
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If none of the numbers included is larger than 10, then spell out all of the
numbers.
We are requesting funding to purchase nine pumps, six fans, and three ducts.

3. Form the plural of a number by adding 's.
Example: All of the 15's tested within acceptable limits.

4. Use hyphens when you write fractions, a sequence or range of values, and
between number and unit of measure when they modify a noun.

Examples:
Fractions Thirty-three-thirty-fifths
Sequence or range of values Pages 167-170
Pages 224-35
Number and unit of measure used to 20-pound dog
modify a noun 20-ounce pitcher

5. Use decimals instead of fractions, whenever possible. Decimals are easier to type
and to read. Write both decimals and fractions as figures.

6. A zero is always placed before the decimal point for numbers less than one.
7. Spell out the shorter of two numbers that appear consecutively in a phrase.

Examples: Not: But:
4 6-inch nails 4 six-inch nails
20 1,000-piece puzzles Twenty 1,000-piece puzzles

8. When you write a list within a paragraph, use figures within parentheses. When
you want to write a list in list format; use figures followed by a period.

Examples:

We had three goals: (1) to locate the source of the smell; (2) to determine what caused

the smell; and (3) to get rid of:the source of the smell.

1. eggs

2.cheese

3.milk

Writing Measurements

9. Separate the figure from the name of the measure with a space, but do not
separate % or $ from the figure with a space.
Examples: 3.4 hr $22 50%

10. Do not use a period after the abbreviation of a measure.
Example: 3.4 hr

11. Use figures for years and decades and don't abbreviate them.

Not: But:

'30s The 1930s

The fifties The 1950s

Writing Equations

12. Place equations on a separate line and number them consecutively with a number
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in parentheses at the right margin.

1)

13. Do not use punctuation after the equation, but punctuate words to introduce
equations as you would words forming any other sentence.

Example:

Following is the derivation for wp in terms of ws and the other filter design
parameters, for each filter type transformation. The derivation begins with the
Chebeyshev / Inverse Chebeyshev order equation:

()
14. Refer to an equation in the body of the text by its number in parentheses.

Example: We assume that (2) does not equal zero.

There are other, more specific, rules as well that you might need to consider
depending on the context in which you are writing. These are the most general rules
and should help you with most of the numbers, measurements, and equations you will
use in technical writing. Consult a technical writing handbook or a style manual for
your discipline for more specific guidelines. The Elements’of Technical Writing by
Gary Blake and Robert Bly is a particularly useful reference book.
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(article), experiment, theory, hypothesis, etc:

1.

Part 11

Introducing the Theme of an Academic Paper
§1. While writing an academic paper (research essay, research paper, abstract,
literature (book) overview, summary etc.) you usually start by informing what is
studied, described, discussed, etc. It is important to know the typical language means
which are used to introduce the theme in the English language compared to theme in
the Russian language.
As a rule the Russian language uses sentences with passive predicates in
Present and Past tenses, the word order being reverse. The English language also uses
sentences with the predicates in Passive, with the word order being direct (i.e. the
subject precedes the predicate).

Examples:

U3zyuaemcs s¢pgpexm Daucona, Takxke
Ha3bIBAEMbI TEPMOMOHHOMN

SMHCCHUEH.
Hccneoosanuco (uccneoosamvl, Oviiu
uccneo0o8amsvl)  CBOWCTBA  pajuo-

AKTHUBHBIX KOMIIOHCHTOB.

Edison Effect, also called thermionic
emission is studied.

The radioactive properties of elements
were studied:

§2. Possible but less typical variant to introduce the theme of a paper is to use
the predicate in the Active Voice with the subject expressed by a personal pronoun
we or a noun the author (authors), as well as.by the nouns study, investigation, paper

Examples:
Mpwi paccmompenu CBOUCTBO
OTIPEICTICHHBIX JIEMEHTAPHBIX
YJACTHII, TAKUX KaK IJIEKTPOHBI U
IPOTOHBI.
B cmamve paccmamptisgemcs 3ddhext

Jxo3edcona.
Cmamovss w3, Discover Magazine
oemMoHcmpupyei,  4YTO  W3Y4YCHHE

BOJIHOBOI'O IEpEMCIIMBAHHA Ha 3E€MIJIC
MOET IIOMOYb OOBSICHHUTH CJIOJKHEIC
SBJICHUS B FJ'Iy6I/IHaX raJJaKTHUKH.

We have considered a property of
certain elementary particles such as
electrons and protons.

The paper studies Josephson Effect.

This article from Discover Magazine
demonstrates that studying wave action
on the earth may help to explain
complex phenomena in the depths of
the galaxy.

Task 1. In the following sentences use the predicates in the Passive Voice, omitting a
noun or a pronoun denoting the doer of an action.

Example:
We investigated the properties
insulators.
1.

of The
investigated.

properties of insulators were

In 1954 the American physicists Charles Hard Townes, James P. Gordon, and
Herbert J. Zeiger developed the first maser oscillator, a device that generates or

amplifies microwaves or radio waves.
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7.

8.

In all fields of science researchers use the same systematic approach, known as the
scientific method, to add to what is known.

Scientists utilize existing knowledge in new scientific investigations to predict
how things will behave.

The author has formulated a hypothesis that explains the behavior of the
phenomena observed.

In the science of optics, Young discovered the phenomenon of interference, which
helped to establish the wave nature of light.

Scientists test theories by making verifiable predictions that can then be
demonstrated through experiment.

Scientists and scholars use the Internet to communicate with colleagues, perform
research, and publish papers and articles.

Computer scientists develop algorithms for creating indices of the data.

Task 2. Consider the following sentences. Analyse the use of an indefinite article (a,

1.

2.

3.

an) and the definite article the.
The author gives a general conclusion for the equilibrium shape of crystals. The
conclusion is proved by a series of experiments.
A steamer chamber has been considered. The system consists of two identical
steamer chambers.
A GPS receiver picks up broadcasts from the satellites and determines its position
through the process of triangulation. Using the time information from each
satellite, the receiver calculates the time: the signal takes to reach it.
A firewall can reside on the administrative computer. The firewall keeps track of
every file entering or leaving the focal area network.

§3. When you inform of the'theme or the subject of the research it’s advisable

to use Present Simple and Present Perfect tenses as required. Past Simple tense is
used to describe the work carried out (an experiment, research, calculation) in those
cases when the work was<sed to draw from it certain conclusions.

Examples:
Hccreoyemes fipodaema The problem of fraud in science is
MOIIICHHUYECTBA B HayKe. analyzed.
H3yuena cBEpXIPOBOAUMOCTD, Superconductivity, the disappearance
VICUC3HOBCHHE COITPOTHBIICHUS B of resistance in an electric current has
SIIEKTPHYECKOM TOKE. been studied.
Boinu npeonoosicenvt cnouctoie Layered  semiconductors  called
MOJIYTIPOBOIHUKH, HA3bIBAEMbBIC heterostructures were proposed which
reTepOCTPYKTYPaMH, KOTOPBIE TIO3HEE were later used to construct
OBLIN HCIIOJB30BaHBI I CO3IaHUS heterostructure lasers.

Ja3epoB Ha I€TEPOCTPYKTYPE.

Note. The predicate in Past Simple Passive can correspond to the Russian both

perfective and imperfective aspects (coBepIiieHHBIN U HECOBEPILICHHBIH BHI).
§4. You will need a number of verbs to inform about the subject of your

research.
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o o

Discuss —
Outline —

Consider — paccmarpuBarts,

The verbs with the general meaning of research: m3ywarh, uccienoBars,
paccMmaTpuBaTh, aHaIU3UPOBaTh — Study, investigate, examine, analyze, consider.
Study is most widely used and means u3y4ars, UcClIeJ0BATh.

Investigate underlines a thorough and allsided character of the research besides
the meaning of “study”, “research”. This verb possesses also the meaning of
investigation.
Examine besides the meaning of study and investigate can also mean consider,
survey, verify.
Analyse means investigate, study (including the process of analysis). Consider
— study, survey (taking into account different parameters).

Examples:

H3yuaemcs  TPUHLMAI,  HA3bIBAEMbIU
MOJIHBIM BHYTPEHHUM OTPaKCHUEM.
bvina uccneoosana npuurHa B3phIBa.

M3yuanucey npeBHUE PYKOTIUCH.

bwino obcneoosarno 6onee 100
JIOKAJILHBIX CETEH.

Hcceneoosanu HECKOIBLKO COETMHEHHUH.
Paccmampueaemcs npumenenue
ONITOBOJIOKOHHOTO Kabels B CpeICTBAX
CBSI3U.

A principle called total internal
reflection is studied.

The cause of the explosion has been
investigated.

Old manuscripts were examined.
Over 100.1ocal area networks were
examined.

Several substances were analysed.
The application of fiber optics in

communication is considered.

§5. The verbs with the general meaning of description (omucanus) —
OIKCHIBATh, 00CYXKIaTh, H3JIaraTh, paccMaTpuBath — describe, outline, consider.
Describe — onuceiBath (give a description);

in short, in general.
00CyX)aTh

(npuHuMas  BO

o0CyKa1aTh, OIMUCHIBATE, M31arath — describe, outline.
KpaTKO OIHKCHIBATH, ONTUCHIBATH (B OOIIMX YepTax), ouepunBath — describe

BHUMAHHUC Pa3HbIC

napamerpsi) — discuss (taking into account different parameters).

Examples:

Onucanbl TIPUHLHUIBL pabOTHl JIa3epoB.
(B crarbe o nmpuHumunax paOoThI
TOBOPUTCA  KpPaTKO, OHH  TOJIBKO

OUYEpYEHBI. )

Obcysicoaromess KOHCTPYKIHS B paboune
XapaKTEPUCTUKN COTOBBIX TeJIe(POHOB.
DHTpONUS onucvigaem CpeiHee
nH(OPMAITMOHHOE COJIEPKAHUE BCEX
MOTCHITMAIBHBIX COOOIIEHUI NCTOY-
HUKA.

Onucan npuBogHou Mexanusm. (U3
CTaThbM $ICHO, 4YTO HE TOJBKO €ro

The working principles of lasers were
outlined.

The design and operating conditions
of cellular phones are discussed.
Entropy describes the average
information content of all the
potential messages of a source.

The rotation mechanism is described.
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5.
6.

YCTPOWCTBO, HO M €ro IIPUMEHEHHE,
JIOCTOMHCTBA U IIp.)

H31001cerbl OCHOBHBIE IIPUHIIUIIBI.
Paccmompenvr BpeMEHHBIE XapaKTEPUC-
TUKU (POTOJETEKTOPOB.

The main principles were discussed.
Temporal characteristics of photo-
detectors have been discussed.

§6. The verbs with the general meaning of obtaining (moxy4enwue): momydaTs,
OIpeeNIATh, HAXOIUTh, YCTaHaBIMBaTh — Obtain, determine, find, establish.

Obtain — moJrydaTh — POSSesses a most general meaning irrespective of the

method of obtaining.

Determine — ompenensts, MoJiydaTh, HAXOAUTh (JIFOOBIM criocoOoM). Sometimes

determine means define (by calculating), calculate.

Find — HaXOJHWTh, 0OHAPYKUBATh.

Establish —  ycranaBmuBath, (TOYHO) onpeaesaTh, (YOSIUTEIBHO) TTOKA3bIBATh.

Examples:

1. Ilonyuenwi ipeBapuTEIIbHBIC TAHHBIC. Preliminary data-have been obtained.

2. bouu  onpeoenenvt  xod3ddurnmentsr  Diffusion coefficients were
muddy3un. determined.

3. Obnapyoicenvl peKue TOKYMCHTEHI. Rare documents are found.

4. Vemanoeneno (mokaszano) Hamuue AByx | hesexistence of two levels has been
YpOBHEH. established.

5. Tamma-u3mepenust u3aydeHwe OOBIYHO ~<Gamma emission is usually found in
oOHapyKUBaeTcs B CBsi3M ¢ anb(a u Oeta.” association with alpha and beta
U3ITyYCHUCM. emission.

6. UroObl momyunth HW  oTOOpasuTh 10 oObtain and display information

derive (equations; ‘expressions, curves,
formulae, relations, etc).

produce (create) a compound, plasma,
power, etc.

uH(pOpMAIUIO C cepBepa, MOJb30BATEINb
KOMIIBIOTEPA  3allyCKaeT | HpOrpamMmy
KJIMEHTA.

from a server, a computer user runs a
client program.

The verbs showing'the method of obtaining smth. are more frequent in English
compared to Russian;

noayuamo
BBIPKCHUSI,

(BBIBOBI,
KpUBBIE,

ypaBHEHUS,
bopmybl,

COOTHOIIEHHUS U TIp.)

nonyyams (TPOU3BOJUTH, CO3/1aBATh)
COEMHEHHUE,

mia3My,  BEILECTBO,

MOIIIHOCTh | T.1.)

The verb noryuame may include the meaning “obtained by calculation” —
calculate, compute, estimate, evaluate.

The verbs calculate and compute are similar in meaning: calculate —
BBIUMCIIATh, MOJCYUTHIBATH, PACCUUTHIBATH, MPOU3BOJUTH AHAIUTHYECKUN pPaCyeT;
HaXOJUTh, OMNPENENATh BEAMYMHY (IIPU TMOMOIIM apU(PMETUUYECKUX JIEUCTBHM);
COmpute — MOJCYUTHIBATh, JENAaTh BBIKJIAJIKHU, MPOU3BOJUTH YHCICHHBIA pacueT (B
COBPEMEHHOM YNOTPEOJIEHUHN YaCTO C MOMOUIBIO BIYMCIUTEIbHON TEXHUKH ).

Estimate — ornieHrBath, MOACYUTHIBATH (TPUOJIM3UTEIBHO).
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Examples:
1. Paccrosuue Mmexnay 3emueii u Jlymo  The distance between the Earth and
OBLIIO 8bIHUCAEHO C TIOMOIIBIO Ja3ePOB the Moon has been calculated with
the help of lasers.

The verbs measure — «u3mepsaTs» and weigh — «B3BemuBaTh» indicate the
obtaining of some data (figures) by measuring or weighing.

Examples:

1. OTh npuMepsl MOYEPKUBAIOT OAHO  These examples emphasize one of the
U3 OTpaHUYCHUI TEOpUH limitations of information theory — it cannot
UHPOpPMAIIUU — OHA HE MOXKET measure the meaning or the importance of a
usmepums 3HA4YCHUC UJIN BAXKHOCTDH mesSage.

COOOIIIEHUS.

2.Tlo cBoeit mpupone anexktpuueckue By their nature, electrical values cannot be
3HAYCHHUS HE  MOryr  oOwims Mmeasured by direct observation.
usmepenvl myTeM PSIMOTO
HaOJIOICHMUS.

The general meaning of obtaining is characteristic)of the verbs estimate and
evaluate which are similar in their meaning and usage.

Estimate — onenuBaTh, mosrydats oneHky (B-umuciax), i.e. define, calculate the
number of smth, find out the volume, degree (often in figures and numbers); calculate
smth approximately, define the quality of smth

Examples:

1. Onpeoenena unmencuenocms uMILyiibCa. The pulse intensity has been
(TToyuena  BenuumHa uMmnyJdbea B estimated.

CAMHUIIAX U3MEPCHUSA).

2. Oyenka (onpeodenenue) KOHCTaHT The constants were estimated by
npoB8ooUnAcs 1o TpapuKy; means of computer-calculated graphs.
pPacCYMTaHHOMY ITOCPEACTBOM
BBIYUCITUTECIILHON MAlIHHBL.

3. [lonyueno cpeaHee 3Hauenue... The average value of ... was
(MpUOIN3HUTETHLHO BBIYHCIICHO). estimated.

Evaluate — orenuBarh (BeauunHYy, Ka4eCcTBO, CTEIEHb, 3HAYEHHE, POJb), I.€.
define, find (the cause of phenomena or events).

Examples:
1. Onpeoenena paboma cuctremMbl The  system  performance  was
(oLIEHEHO ee Ka4eCTRBO). evaluated.
2. Bviia oyenena paboma Oonpmmx Large commercial machine

KOMMEpUYeCKHX cucteM MamuHHOTO translation systems were evaluated.
IepeBoaa.

Task 3. In the following sentences translate the predicates into English,
choosing the appropriate verb and its tense forms indicated in brackets.
Remember that a direct word order must be used.
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Model: Bviu usyuenvr (npoananusuposanwvt) Evoked potentials in anasthetized

©o ok w

0

10.

11.
12.

13.

14,

15.

evoked potentials in anasthetized animals were analysed.

animals (Past Simple).
PaccmaTpuBaercs (mmpoBepsieTcst ero npuroaHocts) @ Nnew method of integrating
the equations (Present Simple).
Uccnenyercs (moapoono) the development cycle of protoplasma (Present
Simple).
Mzyuenn! blocking effects in the scattering of particles (Present Simple).
Oocyxmaercs the electron creation rate (Present Simple).
brina onmcana the population of Drosophila (Past Simple).
PaccmarpuBaercst (yumthiBaetcss Bech mnporecc) the role of the changed
conditions (Present Simple).
Ve obcyxnancs (0b1 mpoananmsupoBaH) the method of integrating the
equation (Present Perfect).
Oocyxnanachk a kinetic theory for impurity center (Past Simple).
[MoacunTeiBanack (ObLT MpOM3BEICH aHAIUTHUECKUI pacueT) the thermoelectric
power of antiferromagnetic metals (Past Simple).
Omnpenencua (naiizena) the degree of polarization-for various conditions of
recombination (Present Perfect).
Omnpenensiercs (mytem orienku) the shift of the-energy levels (Present Simple).
The position of ships and aircraft in distress onpenensercs with the help of
navigation beacons. (Present Simple)
beuto moacunrtano that the entire content of Encyclopeedia Britannica could be
reduced to fit on the head of a pin<(Past Simple)
breuto oneneno that all of printéed human knowledge could be reduced to fit on
35 normal-sized pages.(Past-Stmple)
A number of impurities Obtiin oOHapyxensl by detecting the particular types of
radioactivity that are-associated with radioisotopes of these impurities.(Past
Simple)

Task 4. Translate therfollowing sentences according to the model choosing the

verbs with-the appropriate meaning. Put the predicate into the required
tense form.

Model: Paccmampusaromes npuMeHeHUs The range of applications for

N

ook w
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MbE303JICKTPUUECKOM TICHKH. piezoelectric films is studied.
Hccnenosanuck (ha3oBbie nepexos (the phase transitions) B monukpucTaiiax.
OnpeneneH aapecHbId JAMANa30H MHUKpoIpoieccopa (microprocessor address
range).

Habmronanock 3aMeTHOE YMEHBIIIEHHE PACCTOSIHUS MEXTY DJIEMEHTAMH CXEMBI.
beutn omucaHbl 31eKTpOCTaTHUECKKE CBOMCTBa acTull (properties of particles).
H3mepeHbl pa3mepsl KpUCTa/lIa OOJBIINX UHTEIPATBHBIX CXEM.
PaccmarpuBaeTcst BO3SMOXHOCTh TPAUMEHEHHsI YCTAaHOBOK HOBOT'O
TEXHOJIOTUYECKOTO ITOKOJICHHS.

Ob6cyxnaercs mpobdyieMa yBeTUUeHHs HaJIS)KHOCTH 3JIEKTPOHHBIX MPUOOPOB.



8. BbIACHAETCS OTHOCHTEIBHO HU3Kas 4yBCTBUTEIBHOCTD 3TOTO BEIIECTBA.
9. Paccunrana ¢opmyna pemetku (the lattice).

10. Beimensrorcs  (C TTOMOIIBIO

KOMIThIOTEPA)
KpucTairnaeckoro moJjs (crystal field).

ImapamMcCTphbl KOMIIOHCHT

11. HpOBCI{GHO HCCIICAOBAHUC IIPUMCHCHUA H&SGpHOﬁ TCXHOJIOTHH B CHYTHHKOBOﬁ

CBJ3H.

12. PaccMoTpeHa BO3MOKHOCTh YCOBEPIIIEHCTBOBAHUSI KOHCTPYKIIUU MTPUOOpa.

13. O6cyx)nanoch  UCIOJIB30BAHUE
TEJIEKOMMYHUKaLUH.

PaTMOBOIH

pasiInNdIHbIMHA CUCTCMaMUu

14. V3y4eHsl BaKHbIE aCLIEKTHI IPOLECCA OKUCIEHUS.
15. PaccMarpuBaercs MCHOJI30BAaHUE SA3BIKOB MPOrPAMMHUPOBAHUS  BBICOKOIO

YPOBHSL.

Task 5. Compare the following pairs of verbs + noun combinations. Use them as a
model in writing sentences in your branch of knowledge.

N3yuaTh (MccienoBaTh, paccMaTpUBaTh)
SIBJICHUE BUOpanuu (mporece
NOJIApU3AlMKM, CBOMCTBA  YIOPYIOCTH,
LIUKJI pa3BUTHS, MEXaHU3M POCTa)

Hccnenosars TemMiiepaTypHyro
3aBUCUMOCTH ((pa3oBble MEPEXOIbI,
BIIMSIHUE YCIIOBUI MEPErPY3KH )

AHanu3upoBath (paccMaTpuBaTh)
AKCIIEPUMEHTAJILHBIC TaHHbBIE
(coOpaHHBII MaTepua, MOTYyYCHHBIC
BEJIMYHMHBI, pa00YHe XapaKTePUCTUKN )

PaccmarpuBars (IpoBepsTh,
00clieIoBaTh) YCIOBHUS IKCIICPUMEHTA
(MeTo cieKTpaIbHOLe dHAJIN3a,
UMIYJIbCHbIE HOHU3AIOHHBIE KAMEPHI)

OnuceIBaTh HOBBIN METOJ (MIOTyYEHHBIE
pe3ynbTaThl, GU3UIECKYIO MOJICIIb,
MEXaHH3M POCTA)

PaccmartpuBath (00CykaaTh) mpolecc
cMmerteHus (poJib U3MEHEHHUS YCIIOBHIA,
BO3MOXXHOCTHh MEK30HHBIX
AIIEKTPOHHBIX MEPEX0/I0B, CTUHOBOE
BO30YKJICHUE)

W3mepsTh 3aBUCUMOCTH CKOPOCTH OT
PacCTOSIHUS (IHEPTHIO AIIEKTPOHOB)

Onpenensite (HAXOAUTH) YACIbHBIN BeC

Study phenomenoncof vibration (process
of polarization,~ elastic properties,
developmental cycle, growth mechanism)

Investigate  temperature  dependence
(phase- transitions, overload conditions
influence)

Analyse experimental data (collected
material, values obtained, performance
characteristics)

conditions
pulse

Examine experimental
(spectro-analytical method,
ionization chambers)

Describe (discuss) new method (results
obtained, physical model, growth
mechanism)

Consider (analyse) the process of
dislocation (role of changed conditions,
possibility of electronic interband
transitions, spin excitation)

Measure distance-velocity dependence

(electron energy)
Determine specific weight (coefficients,

31



(k03P purHeHTsI, aHAJIMTHYECKYIO
3aBHCUMOCTh (cBs3B), BEIIMYUHY
MHMHHMAaJIbHOI'O BBIX0/1A)

Beruucnare  (HaxoAuTh) — CKOPOCTH
reHepaluu  3JIEKTPOHOB  (YpOBEHb

npoTeKaHus, 1ePopMalrio PEHIECTKH)

PaccunteiBaTh (IPOM3BOJUTH pPacyeT)
KOHCTAaHTHI 0OMEHHOTO B3aWMO/ICHCTBUS
(@pdexkT  maBieHHWs,  aAMIUTHTYIHO-
JaCTOTHBIC XapaAKTEPUCTHUKH )

OrneHuBaTh (OIPEACIISATh)
WHTEHCHUBHOCTh UMITYJIbCa (BEIIMUNHY
CIBUTa YPOBHEHN SHEPTHH)

OneHuBatrh (BBISICHSATH, BbIpaXKaTh B
gyuciax) 3(QexT yBenuueHus cTpecca
(meiicTBME  MeXaHHM3Ma  TOJABJICHUS
pocta)

analytical relation, minimum yield)

Calculate electron generation rates
(percolation level, deformation of the
lattice)

Calculate  (compute) the exchange
interaction constant (the effect of high
pressure, the amplitude-frequency
characteristics)

Estimate the intensity of the pulse (the
shift of the energy levels)

Evaluate the effect-of increased stress (the
mechanism of growth inhibition)

§7. To denote an action both the Russian and the English languages can use
either a verb, for example study — u3yuaTs, measure — u3mepsarts Or a verb + noun
combination: make a study — mnpoBoawTh uccienoBanue (MccieaoBarh), make
measurements — nenath (MPOBOINTE) H3MEPCHUS (M3MEPSITH).

The choice of a variant — a verb.opa verb + noun combination is determined by
the structure of the English sentence‘and always by the English text (its context).

The combination a study is.made of ... is more common in academic papers.

Examples:

1. Hccneoosanoce sBneHrE TIOTJIOMIEHUS.

2. Hccneoosanucy HiryopeciieHTHBIC
TOMOTEHHBIE [TOTYITPOBOTHUKOBBIC
HaHOKpHUCTaIBL. ([Iposedeno uccre-
0osanue PIyopecleHTHBIX TOMOTEH-
HBIX TIOJTYTTPOBOTHUKOBBIX
HAHOKPHCTAJIIIOB).

The phenomenon of absorption was
studied.

A study was made of the highly
fluorescent homogeneous
semiconductor nanocrystals.

Note 1. In sentences with the combination a study is made the subject of the

research is introduced by the preposition of. In case the material used is to be
indicated, a preposition on should be used.

Measurements were made of the substance density.

HS‘M@p}ZJZ(ZCb niomHocms BEIICCTBA.

HpO@O@uJZOCb usmepeHue niomrocmu BCIICCTBA.

Measurements were made on purified samples.

H3mepenus nposoounucsy Ha OUUIIEHHBIX 00pa3yax.
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Note 2. In the English language the position of the predicate is not limited only
by the place immediately after the subject, it may also occupy the position after the
whole subject group, i.e. at the end of the sentence.

A short description is given of some kinds of packet networks.

A short description of some kinds of packet networks is given.

,Z]aemc;z KpaTKOC onucarnue HCKOTOPBIX BUA0B ITAKCTHBIX CeTel.

While writing an academic paper you may need the following combinations of
verb + noun:
make, undertake, perform a study, carry  wmccienoBaTh, H3y4aTh, aHAJTU3UPOBATH,
out an investigation, perform analysis of  mpoBoauTh HCCIIeAOBaHNE, aHAIUS. . .

(on)...

make measurements of (on)... U3MEPSATh, eJaTh U3MEPEHUS. ..

give description of... OINKCHIBATD, JAaBATh OMMCAHUE,
paccMaTpuBarh. ..

make calculation, estimation, evaluation of moacuuTEIBaTh, PACCYUTHIBATD,

(on)... BBIYHCIIATH, OIICHUBATH, TaBaTh OIICHKY,

HaXOIUuThb, OIIPCACIIATD.

§8. To characterize the method used in carrying  out research, measurement,
calculation you may use such particularizing adverbs and collocations as accurately,
carefully — tmarensno, BHuMarenbHo, thoroughly, in detail — moapoGHO, AeTaIbHO,
BO BCEX MOJIPOOHOCTSIX.

Examples:
1. Twamenvno  w3ydanach  cTpykbypa The structure of the tissue was
TKaHHU. thoroughly investigated.
2. ®a3oBbic mepexonabl B monmrprcramiax Phase transitions in polycrystals were
U3YYATTUCh 80 8CeX NOOPOOHOCHISIX. investigated in detail.

Note. The position of ‘adverbs accurately, carefully and thoroughly is between
the auxiliary and notionalwerbs. The word combination in detail is placed at the end
of the sentence.

Task 6. Translate-into English the following sentences. Use a direct word order
and the required tense form. Bear in mind the place of an adverb.
Model: TToapoOHO nccnenyercs ciektpaib-  The photoconductivity spectrum
Hoe pacnpezenenue GoronpoBoau-  description is thoroughly
MOCTH. investigated.
1. BuuMareapHO u3y4alcs cuHTe3 MoHoKpucTamioB (Single-crystal) (Past Simple).
2. HoBblii METO] MHTErPUPOBAHUS PAaCCMATPUBAETCA BO BceX MopoOHOCTIX (Present
Simple).
3.TIpoBenen TimaTeabHBIN aHamu3 3xonoiaBieHus (echo cancellation) (Present
Perfect).
4. TTonpo6Ho n3ydeno Biusuue (effect) remmeparypsl Ha pactBopuMocTs (Solubility)
(Present Perfect).
5. Hexotopeie mmdpoBeie curHamsl  (digital signals) Obutn  BHHUMATEIBHO
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npoanam3upoBansl (Past Simple).

§9. If a verb+noun combination (a study is made) is used to express the action,
the latter is characterized by the following adjectives: detailed — moxpo6usIii; careful,
thorough — TiiarenbHbIN; EXtENSiVe — oOMIMpHBIH; accurate — Tounslii; comprehensive
— ucuepnbiBatonuii; brief, short — kparkuii; preliminary — npeaBapuTeIbHBIH.

The position of these adjectives is prior to the noun in the function of the
subject of the sentence, i.e. prior to the words study, measure, etc.

A thorough study of the phenomenon was IIpoBoauioch TIIATENbHOE U3yUEHUE
made. 3TOTO SIBJCHHUS. DTO SBJCHHUE TIIATSIHLHO
U3y4aoch

Note. In a word combination of the type a study is made where the subject of
the sentence is expressed by a noun in a singular number; an indefinite article is
usually used.

Task 7. Compare the following pairs of Russian and English sentences. Pay
attention to the way how the meaning of «usyuamuv», «paccmampusamoy,
«uzmepamoby 1S expressed as well as to the articles and the adjectives
defining the subject.

beutn  mmpoko w3ydenel cmyTHukun A comprehensive  study of  the
CBSI3H. communications satellites was made.

[TpoBommiiock obmmpHOE uccienoBanre AN extensive study was performed of the
BO30YKJICHHS 3ByKa B CBEpXIpoBoasi- ~ (excitation of sound in a superconducting
el IJICHKE. film.

TmartensHo  wuccnenoBanuch . tunsl A detailed analysis of the type of
MPOBOJUMOCTH MOHOKpucTaymideckux conduction of single crystal films has been
TUICHOK. carried out.

JlaHo TouHOe omnucaHpeY psma HoBoi An accurate description of a new
TEXHOJIOTMH, W3BeCTHOW Kak BonHa technology known as MMW (millimeter
MHUJUTHMETPOBOTO JIAIIa30Ha. wave) has been given.

Task 8. Change the following sentences according to the model. Give your variants
of the sentences.

Model: The Hall emf in silicon iron single Accurate measurements were made of

crystal was accurately measured  the Hall emf in silicon iron single
crystal.

Your  Accurate measurements of the calibration data were made using a smooth

variant: top plate.

1. The electrical properties of the material were investigated in detail.

2. The typical network delay for long distance calls is preliminarily calculated.

3. Some new types of transistors have been carefully studied.

4. The mechanism of reproduction has been thoroughly analysed.
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5. Many substances were comprehensively studied.
Task 9. Translate the sentences into English using a verb + noun combination of

the type a study is made.

agbrwnE

HcciaenoBanne TEXHOJIOTUH

BbL10 M3y4eHO HECKOJIbKO HOBBIX THITOB TPAH3HCTOPOB.
PaccmarpuBaroTcs pa3imdHbie GOpMbI MATECPUATIOB.

W3yuarcs MexaHHU3M IepeHoca 1eKTpoHoB (electron transfer).
H3mepeno perynmpoBouHOe conpoTuBieHue (adjusting resistance).
TUOPUIHOM

(hybrid  circuit

MHUKPOCXCMbI

technology) npoBomitoch Ha pa3MUYHBIX SJIEKTPOHHBIX PUOOpPAX.

Task 10. Analyse the Russian and the English summaries paying attention to the
word order and the tense form of the predicates. Answer the questions:
What is studied? What is analysed? What is discussed?

Camble gadcHble 60npochl, OMHOCAUWUECS
K apXumeKkmypam cemu.

M3y4eHpl  TEXHOJOIMH, KOTOpPBIE B
OyAylieM MO3BOJIAT CO3JaThb ONTHYECKUE
cetu  HMHtepHera.  PaccmarpuBarorcs
OCOOCHHBIE XapaKTEPUCTUKH Tpaduka
HNurtepHera. OOCYXIarOTCs Ppe3ybTaThl
UCCJIEIOBAHUIA OCHOBHBIX IPEUMYILIECTB
Y HEJ0CTATKOB 3TUX apXUTEKTYP.

The most significant issues related to
network architectures.

Technologies which will enable the
realization of ) future optical Internet
networks have been studied. An analysis
Is made-0f’ the peculiar characteristics of
Internet traffic. The results of the main
advantages and drawbacks investigation
of these architectures are discussed.

§10. Here is another group of verbs which you can use to inform of the theme

of your research:
develop (method, technology, - device)

- paspabaTbiBaTh (METOJl, TEXHOJOTHIO,

npubop); design (device, scheme) - mpoekrupoBath (mpudOp, cxemy); construct,

fabricate, create (a device).=HM3roToBJIATS,

CO03/1aBaTh, CTPOUTH, COOPYXKaTh (MPUOOP);

assemble (device) - coGupats (mprdop); solve (problem, equation) - pemats (3agaqy,

ypaBHeHue); Mmake;. earry out, perform
(menmaTh, CTABUTH ) OTIBIT.

(experiment study, work) - mpoBoauTh

§11. Any information is characterized by its type of sentences. When you write
of the theme of your research work, etc. you can widely use sentences with

homogeneous members:
Examples:

1. Onwucansl demanu KOHCMPYKYUU u
pe3yabmamul ucciedo8anusi padbounx
XapaKTEpUCTHK (pudopa)
(0THOPOIHBIC TTOATICKAIIIUE).

2. Paspaboman u uzeomoenen
aHaJIN3aTop.
3.  Croncmpyupoeano, uU320MO6IEHO

Construction details and
performance measurements are
reported.

An analyser has been designed and
constructed.

u  Many different flash lamps have
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YCMAHO8NIeHo ~ MHOTO
JaMI1 (OJHOPOIHBIE CKa3yeMbIe).

HUMITYJIbCHBIX

been designed, constructed and

tested.

The following so-called “napnoe moctpoenme” is also characteristic of the
sentences informing of the theme of the research.

Paccmompenul 0sa pescuma kommytamu TWO cases of current commutation are
TOKA U noJayuenvl svipadicenus Beixomnoi considered, and expressions for power

MOUWHOCMU.

output are developed.

§ 12. In the first sentence of your academic paper (or in the first two sentences)
you may inform of the theme of your research and the achieved results. To inform of
the results you will need the verbs show — moxkaseiBaTh, find — oOHapyxuBaTh,

conclude — nenarp BBIBOI.
Examples:

bBvino nokasano, 410 METOJ MOLYJISILUN
IIMPHUHBI OCHOBAHUS JAA€T MPUEMIIEMBIE
PE3YJIBTaTHL.

ObnapystceHo, 910 JIEMEHTbI
KOH(QUTYpaLMU 3IEKTPUYECKOTO
[EpPEX0a OKa3bIBAIOT CUIIBHOE
BO3JCHCTBHE HA CONPOTHUBIICHUE
COEIMHEHHUS MPU BBICOKUX YaCTOTAaX.

Coenan 6v1600 (3axnoueHue), 4to
IIPOLIECCHI YIAaJICHUSI METalllia UTPAIOT
BaYKHYIO POJIb B TPOU3BOJICTBE
MUKPOKOMITOHEHTOB.

Jlenaemcs 61600 (npuxooamx
3aKII04YeHUI0), 9TO MOJCITh B IIOJTHOM
Mepe COOTBETCTBYET DKCIIEPUMEHTAIb-
HBIM JTaHHBIM.

It was shown that the base width
modulation technigue> gives acceptable
results.

It has been found that the resistance of a
connection. at-high frequencies is strongly
influenced-by details of the geometry of
the electrical junction.

It was concluded (a conclusion was made)
that metal-removal processes play an
important role in the fabrication of
microcomponents.

It is concluded that the model provides a
very good fit to the experimental data.

§13. You can use Subjective with the Infinitive constructions (Complex
Subject) alongside with the sentences introduced by the constructions it is found

(that) ..., it is shown (that):

Model: It is shown that experimental
evidence agree favourably with
the theoretical results.

Ilokazano, 4TO KpEMHUEBAS! TEXHOJIOTUS
ABJIIETCS HauboJiee MOAXOAAIIEeN IS
MHTETrPaJIbHBIX CXEM C OOJIbILION
crenenbto unrerpaiuu (bUC).

Ilokazamno (ooHapystceHno), 9TO BpeMsi
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Experimental evidence is shown to
agree favourably with the theoretical
results.

Silicon technology is shown to be the
most suitable technology for LSI.

The lifetime of the charge is found to



depend on the electrical characteristics of
the materials.

JNEUCTBHUS 3apsiia 3aBUCHUT OT
BJIEKTPUYECKUX XaPAKTEPUCTUK
MaTEpHUAIIOB.

Task 11. Change complex subordinate sentences into simple sentences with
Complex Subject. Make up similar sentences using the terminology of
your field of knowledge.

Model: It has been found that a range of A range of inorganic phosphor
inorganic phosphor materials is materials has been found to be
suitable for PL LCD suitable for PL LCD.
(Photoluminescent Liquid Crystal
Displays).

Your These inorganic phosphor materials have been found to be applied to high

variant: resolution PL LCD.

1.1t is shown that the separation of the results into three groups reflects the
difference in the nature of the chemical bonds.

2.1t was shown that disposal of hazardous waste contributes significantly to the
product cost in many wet-etching manufacturing/processes.

3. It has been found that the presence of salt films-have a significant effect on current
distribution.

4. It has been found that collimation of the<activating UV light is necessary for good
contrast ina PL LCD.

Task 12. Compare pairs of sentences. Find in them the information of what was
found and what conclusion was drawn. Pay attention to the means used
to express this information by the Russian language and by the English
language.

1 TIIpencraBiieHO HECKOIBKO TPUMEPOB

IMPOU3BOACTBA MUKPOIJICKTPOHHBIX

Several examples of
microelectronic component

KOMITOHEHTOB. . 9TH IPUMEPbI
MOKAa3bIBAIOT IPOOIEMBI U
BO3MOXHOCTH, 3JIEKTPOMEXaHU-
YEeCKOro yAaJICHUsI MeTajlla IpU
MUKPOITPOU3BOJICTBE.

Onucanbl PUHLUIIBI paboThI
(POTONIOMUHECLIEHTHBIX  KUAKOKPUC-
Tajuinyeckux aucruieeB. [lokaszano,
YTO KOJUIUMAaLUsl yIbTPaduoIeTOBOIO

CBeTa  BaXXHA  JUISI  MOJYYCHUS
M300paKEHU  BBICOKOW  KOHTpPACT-
HOCTH.

Brruncnena BOJIbT-aMIICpHasd

fabrication are presented. These
examples demonstrate the
challenges and  opportunities
offered by electromechanical metal
removal in microfabrication.

The principles of operation of
Photoluminescent Liquid Crystal
Displays  (LSD) have been
described. It has been shown that
collimation of the UV light is
important  for achieving high
contrast images.

The current-voltage characteristic
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XapaKTepUCTHKa 00pa3ia 1 MoKa3aHo, of a sample is calculated and it is

YTO OHA UMEET Y4aCTOK shown that it has a negative
OTPHIIATEILHOTO COTPOTUBIICHUS. resistance region.

4 OOcyxmaercss KOHICTIIIHS The concept of electrostatic
IPOCKTUPOBAHHUS CXEM 3aIUThI OT discharge (ESD) protection circuit
AJIEKTpOCTaTHYCCKOTrO 3apsaaa. Moxuo  design is discussed. It can be
CIeJIaTh BBIBOJI, YTO 3aIlMTa OT concluded that ESD protection will
AJIEKTPOCTATUYICCKOTO paspsaa remain an important issue in the
OCTaHETCsl BAYKHOH MpoOJIeMOii B future.

Oymytem.

Task 13. Translate the predicates and start writing the second sentences with “it is

shown”.

1. TlpencraBimena a model of a polysilicon thin film transistor (poly-si TFT).
[Tokazano that it is not possible to use traditional modelling techniques for a
poly-Si TFT.

2. MWzyuaercs the potential of Artificial Intelligence (Al). JTenaercs BeiBox that Al-
based expert simulation systems will be available very.soon.

3. Paspaboran a new technological approach for the fabrication of the Horizontal
Current Bipolar Transistor (HCBT). Haiineno that the improvement of
characteristics can be achieved with finer lithography employed.

4. Tlposenen a dynamic analysis of the V transmission line. beuto mokazano that
the V transmission line provides unique features.

5. OmuceiBaerca the dependence of canstriction resistance on signal frequency.
Oonapyxeno that the magnitude. of constriction resistance does not deviate
appreciably from the values predicted.

Task 14. Make up one sentence by connecting the following pairs of sentences:

Model: The resistance «©f“a device was The resistance of a device was
measured. It~was shown that its measured and its value was shown to
value was small. be small.

1. The basic results of the investigation are discussed. It is found that they are
calculated on the basis of a well-known classical formulae.

2. A heterojunction bipolar transistor (HBT) structure has been demonstrated. It has
been shown that the novel structure facilitates the selective etching fabrication
procedure.

3. A family of silicon-based semiconductors has been investigated. It has been found
that they exhibit magnetic properties.

4. The current-voltage characteristic of a sample is calculated. It is shown that its
resistance region is negative.

5. The design and modelling of molecular machines is studied. It is shown that the
approach developed is similar to those used to speed the development of many
products today.
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Task 15. Translate the following sentences
1.

2.

into English using infinitive
constructions (Complex Subject).

HccnepgoBaiiach CTpyKTypa YIVIEpOAHBIX HAHOTPYOOK. Bbulo oOHapykeHO, 4To

ATU TPYOKU UMEIOT PsiJl TIOJIE3HBIX CBOMCTB.

PaccmarpuBaetcst sBiieHHE SJEKTpocTaThuyecKkoro paspsga. OOHapy>KeHO, 4TO

ATOT pa3psia OKa3blBaeT BIHUSHHUE HA DJIEKTPUUYECKUE XAPAKTEPUCTUKH

MOJIYIIPOJHUKOBBIX YCTPOUCTB.

N3yuaercs mporiecc TpaBiieHHs paciibuieHueM (Sputter etching). ITokaszano, 4To

MIPH OTIPEICIICHHBIX YCIOBUSIX OH MOKET BBI3BATh CEPhE3HBIC TTPOOIICMBI.

OOcyxmaercs Teopus 3axBara IMOBEPXHOCTHO# JioBymkou (interface trapping) u

MOKAa3aHO, YTO OHA B IIEJIOM COTJIACYETCs C MOJyYEHHBIMH 3KCIEPUMEHTATbHBIMU

TAHHBIMH.

HccnegoBasiuch CBOMCTBA TEPMHUUYECKOW IUIa3Mbl. bBblI0o  OOHapyxeHo, YTO

TEPMOJIMHAMUYECKHE CBOMCTBA, a TAK)KE€ CBOWCTBA MEpEHOCAa HEMOCPEACTBEHHO

3aBUCST OT COCTaBa IJIa3Mbl.

Task 16. From an English article in your field of knowledge copy out those

sentences which contain the information of 1)-what was studied; 2) what
was found and shown. Make these sentences-shorter by leaving only the
subject group and the predicate group with their accompanying words.
Write a summary of the article by using these shortened sentences.

Task 17. Fill in the gaps with the words of your field of knowledge.
Model: A study is made of different types~of plasmas and their properties are also

1
2.
3.
4
5

investigated.
...was studied and measured.
...was analysed and ... was calculated.
A study is made of ... and ... properties are also investigated.
Measurements (calculations) are made of ... It is found that ....
... has been studied and'shown to be ...

Task 18. Analyse the‘Russian and the English variants of the summaries, paying

1.

attention 'to the word order, voice, tense forms. Copy out the English
equivalents of the Russian words and word combinations with the
meaning of «nokazvleamsb, 0eMOHCMPUPOBAMb); «NPEOCKA3bIBAM DY,
«omauyamuvca oOmy; «npueooumsv K 3axkiioyenur». Write a short
summery in your speciality.

Bnusiaue npumecHoi mpoBoauMoctu B - The effect of impurity conduction in

JIOTIOJTHEHUE K OOBIYHON MPOBOJAMMOCTHU
B BJICHTHOM 30HE U 30HE IMPOBOAUMOCTHU
BXOJUT B aHAJIU3 TEPMOCTUMYJIHPYEMOU
IIPOBOAUMOCTH. Pesynbrar 3TOTO
aHainu3a  NpPENCKas3blBaeT, 4YTo0 B
ITOJIYU30JIMPYIOIIMX MaTepuagax TEMHO-
Bas IIPOBOAMMOCTb MOJKET IIOKa3bIBaTh

addition to the normal conduction in
valence and conduction band is
incorporated in the analysis of
thermostimulated conductivity. The
result of this analysis predicts that in
semi-insulating materials the dark
conductivity can exhibit a measurable
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pay (give) attention fto ...

YMEPEHHOE YBEIUYECHUE nocJie
ocBemieHUs oOpasla TMpH  HU3KOH
temneparype. Msbl  NoOKaszamy, 4TO

DHEPIrusl MOHU3ALMU M CEYCHHE 3axBaTa
YPOBHS JIOBYIIKHA MOTYT OBITh M3MEPEHBI
CIIOCOOOM  HECKOJIBKO ~ OTJIMYHBIM  OT
OOBIYHOTO  aHAJINW3a  TEPMOCTHUMYJIU-
PYEMBIX ITUKOB.

Nzyuaercs Beicota 6apbepa M/IIT-guona
c y4ETOM BIISTHUS rITyOOKHX
npUMECHbIX ypoBHe#l. IlokazaHo, 4TO
BbIcOTa Oapbepa manHor MJIII-cucremsl
MOKET KOHTPOJIUPOBATHCA yTeM
U3MEHEHUSI IUIOTHOCTM W BHEpPruu
aAKTUBallUH neheKTHOTO YPOBHSI.
HccnenoBanne MpPUBOOUT K  3aKIIko-
YEHUIO0, 4YTO TJIyOOKHE MPUMECHBIC
YPOBHH, TPOTHUBOIIOJIOXKHBIE MO Xapak-
TEPy MEJIKUM TPUMECHBIM YPOBHSM,
yBEIMYMBAIOT BBICOTY Oapwepa. C
JIpYro CTOpPOHBI, BbICOTa Oapbepa
MOHWKAETCs, KOrja THUI TIyOMHHBIX
NPUMECHBIX YPOBHEN TakoW ke, KaK(w
MEJKUX MPUMECHBIX YPOBHEH.

enhancement after the sample is
illuminated at a low temperature. We
have shown that the ionization energy
and the capture cross section of the
trapping level can be measured in a
way which slightly differs from the
ordinary analysis of thermostimulated
peaks.

The barrier height of MIS tunnel
diodes is studied considering the
effect of deep impurities. It is shown
that the barrier height of a given
MIS-system can be controlled by
changing the density and the
activation energy,of the defect level.
The study leads.to the conclusion that
deep impurities of character opposite
to shallew impurities enhance the
barrier-height. On the other hand, the
barrier height is lowered when the
type of the deep impurities is the
same as that of shallow impurities.

§ 14. If you want to stress.(point out) something when you inform of the work
done and the results achieved you can make use of the following verbal collocations:

place emphasis on ... - nOmMEPKUBATS.

to.

D) -

-0bpaiiat BHUMaHKE Ha ..., emphasize, give emphasis to,

§ 15. The meaning of collocations in § 14 can be intensified by the following
adjectives and adverbs: particular, special, specific - ocoOsrii, great - GoJbIION;
primary - mnepBoctencHHbId; especially, particularly, specially, specifically -
ocobenHo (uckmounTenbHO); With particular emphasis on ... (with special attention

npudeM  ocoboe

NOTYEPKUBAETCS).
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Examples:

. OmmuceBammcs Pd/n-GaSb auoner Ilortky,

NpUYEM 0CoOble 6HUMAHUE ObLIO 0OpPaUeHo
Ha JIEKTPUYECKHE CBOMCTBA X KOHTaKTOB.

.PaCCManI/IBaCTCH KOMIIBIOTCPpHAsA CHC-

TemMa CB3U. OcobenHo  u3zyuaemcs
3Be3/1000pa3Has KoHpUryparws.

BHUMaHue ynensercs (oOpamaerca Ha...,

0co0o

Pd/n-GaSb Schottky diodes were
described with particular attention
to the electrical properties of their
contacts.

Computer communication network
Is studied. Star configuration is
especially studied.



3 MWyuancs gerbipexcrynendarsiii npouecc A four-step oxidation process was
okucienust. Ocoboe snumanue yoeusinocy studied. Special attention was paid
MOJTYYCHHUIO BEICOKOKAYECTBEHHBIX to obtaining high quality thermal
TEPMHUCCKHX OKCHIHBIX TUICHOK. oxide films.

Task 19. Compare the following pairs of sentences paying attention to the position
of adjectives and adverbs intensifying the utterance.

1. Ocoboe BHUMaHHE ynensercs  Special attention is given to hot
BO3/CHcTBUIO Topsiumx dnekrpoHoB B electron effects in MOS transistors.
MOII-Tpan3ucropax.

2. Bummanme ypensercs mpexkae Bcero Attention is primarily given to the
IPUMEHEHHUIO apcenugoranueBbix application of GaAs MESFETS.
(GaAs) TmoNeBBIX TpPAH3UCTOPOB C
3atBopoM [lloTkw.

3. Ocoboe BHUMaHUE ynensiercs  Special attention, »is given to the
HaJIS)KHOCTH CUCTEMBI. reliability of the system.

4. Onucan TyHHeNnbHBIM 1uon, npudem A tunneling,diode is described with
ocoboe BHMMaHHe oOpaimaetcss Ha ero particular. (special) emphasis on its
JIOCTOMHCTBA U HEJOCTATKH. advantages and limitations.

5. OOcyxnmaroTcs mosyueHHble naHHbie, u  [he ~ findings are discussed and
0co00 yduThIBacTCS WX TpakThdeckoe -special account is taken of their

IPUMEHEHHE. practical application.
Task 20. Make the utterance more emphatic using the adjectives special, specific,
particular.
Model: Attention is given to.the impurity Particular attention is given to the
conduction. impurity conduction.

Attention is given to the technology of IC fabrication.

An account is taken-ef-the role of the thin oxide film in the device operation.
Certain emphasis is’placed on the optimal condition and film characterization.
The substrates have been studied and attention is given to their treatment.

Task 21. Translate the following sentences paying attention to the word order
characteristic of the English language.
Ocoboe BHUMaHHE YACISICTCS MPUMEHEHHIO 3TOW TEXHOJOTUH B POU3BOICTBE.
CrneurabHO YYUTBIBAIOTCS PE3YIbTaThl H3MEPEHUIA.
3. OOcyxmaercs yCOBEPIICHCTBOBAHHBIA BHJ (POTOPE3UCTOPOB, TpuueM 0coboe
BHUMAHHUC YACIIACTCS €0 KOHCTPYKIUH U XapaKTCPHUCTUKAM.

e

N =

Task 22. Compare the English and the Russian summaries. Pay attention to what
is singled out logically in each summary.

W3yuaercs pacmbuieHre myteM HoHHOHM lon-bombardment sputtering is studied in
OomOapmupoBkr B codyeranuu ¢ combination with various analytical
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pPa3sIMYHBIMA ~ AHAIUTHYECKHUMH  TIOJI-
XOJlaMH K  aHajgu3y  IOBEPXHOCTH
TBEpAbIX 00pa3noB. Ocoboe BHUMaHUE
yACNAETCS METoJaM, TIPH  KOTOPBIX
MIPOIIECC TPABJICHHS HAITBUICHHEM MOXET
SIBUTHCS NPUYUHON HEKOTOPBIX
TPYIHOCTEH. [TogpobrO  paccmart-
PUBAIOTCS  XapaKTEPUCTHKH TpoIecca
TPaBJICHUS  PacCHbUICHUEM, KOTOPHIC
BBI3BIBAIOT  3TH  TPYJHOCTH.  AHa-
JU3HPYIOTCS  SIBJICHUS,  BBbI3BaHHBIC
MOHHON OOMOapJIMPOBKON, W JIeNaeTcs
IOMBITKA OLICHUTh HMX 3HAYUMOCTBH IIPH
aHaJIM3¢ TBEPABIX TEIL

approaches in the surface analysis of
solid samples. Special attention is given
to the ways in which the sputter-etching
process can cause some difficulties. A
thorough analysis is made of the
characteristics of the sputter-etching
process which are responsible for these
difficulties. The effects caused by ion
bombardment are analyzed and an
attempt is made to assess their
significance in the analysis of solids.

Task 23. 1) Translate summary 1 into Russian and abstraet 2 into English.
An optoelectronic thin-film device is described. The operation of the device is
given in detail. The design and performance are also discussed. Special emphasis

Is given to the application.

2) Translate summary 2 into English;using summary 1 as a model.

N3rotoBiieH  HOBBIU

YCOBEPILIEHCEBOBAHHBIMN

BUO reTeporecpecxoHoro

ounosnsipHoro Tpansucropa. IlompoOHO W3II0KEHBI €ro CTpoeHHe M padbouue

Oco0oe

XapaKTEPUCTHUKH.

BHHUMAaHUC

YACICTCA C€ro  AOCTOMHCTBAM H

HegocTaTtkaMm. Taxxke o0cyxkaaeres ero padbora.
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Part 111
Writing for Business

Task 1. Read the text “Business Letters”. While reading pay attention to the
principles of business writing and get ready to answer the following
questions:

1. What pronouns do you use to refer to yourself and to the reader?

Why do you have to minimize the use of the passive voice in business letter

writing?

What are the requirements to the language?

What is the difference between an application letter and a cover letter?

What is the audience of application letters?

How can you describe a cover letter?

Business Letters

N

©o ok w

Business writing is different

Writing for a business audience is usually quite different’than writing in the
humanities, social sciences, or other academic disciplines. Business writing strives to
be crisp and succinct rather than evocative or creative; it stresses specificity and
accuracy. This distinction does not make business writing superior or inferior to other
styles. Rather, it reflects the unique purpose and-considerations involved when
writing in a business context.

When you write a business document, you'must assume that your audience has
limited time in which to read it and is likely.to skim. Your readers have an interest in
what you say insofar as it affects their)working world. They want to know the
"bottom line™: the point you are making about a situation or problem and how they
should respond.

Business writing varies_from the conversational style often found in email
messages to the more formal, legalistic style found in contracts. A style between
these two extremes is appropriate for the majority of memos, emails, and letters.
Writing that is too formal can alienate readers, and an attempt to be overly casual
may come across as-insincere or unprofessional. In business writing, as in all writing,
you must know your‘audience.

In most cases, the business letter will be the first impression that you make on
someone. Though business writing has become less formal over time, you should still
take great care that your letter's content is clear and that you have proofread it
carefully.

Pronouns and active versus passive voice

Personal pronouns (like 1, we, and you) are important in letters and memos. In
such documents, it is perfectly appropriate to refer to yourself as | and to the reader as
you. Be careful, however, when you use the pronoun we in a business letter that is
written on company stationery, since it commits your company to what you have
written. When stating your opinion, use I; when presenting company policy, use we.

The best writers strive to achieve a style that is so clear that their messages
cannot be misunderstood. One way to achieve a clear style is to minimize your use of
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the passive voice. Although the passive voice is sometimes necessary, often it not
only makes your writing dull but also can be ambiguous or overly impersonal. Here's
an example of the same point stated in passive voice and in the active voice:

PASSIVE: The net benefits of subsidiary divestiture were grossly
overestimated.

[Who did the overestimating?]

ACTIVE: The Global Finance Team grossly overestimated the net benefits of
subsidiary divestiture.

The second version is clearer and thus preferable.

Of course, there are exceptions to every rule. What if you are the head of the
Global Finance Team? You may want to get your message across without calling
excessive attention to the fact that the error was your team's fault. The passive voice
allows you to gloss over an unflattering point—but you should use it sparingly.

Focus and specificity

Business writing should be clear and concise. Take care, however, that your
document does not turn out as an endless series of short, cheppy sentences. Keep in
mind also that "concise” does not have to mean "blunt"—yQu still need to think about
your tone and the audience for whom you are writing. Consider the following
examples:

After carefully reviewing this proposal, wé have decided to prioritize other
projects this quarter.

Nobody liked your project idea, so we.are not going to give you any funding.

The first version is a weaker statement, emphasizing facts not directly relevant
to its point. The second version provides the information in a simple and direct
manner. But you don't need to be an.expert on style to know that the first phrasing is
diplomatic and respectful (even though it's less concise) as compared with the second
version, which is unnecessarily harsh and likely to provoke a negative reaction.
Business letters: where to begin

Reread the description of your task (for example, the advertisement of a job
opening, instructionscfor a proposal submission, or assignment prompt for a course).
Think about your| purpose and what requirements are mentioned or implied in the
description of the task. List these requirements. This list can serve as an outline to
govern your writing and help you stay focused, so try to make it thorough. Next,
identify qualifications, attributes, objectives, or answers that match the requirements
you have just listed. Strive to be exact and specific, avoiding vagueness, ambiguity,
and platitudes. If there are industry- or field-specific concepts or terminology that are
relevant to the task at hand, use them in a manner that will convey your competence
and experience. Avoid any language that your audience may not understand. Your
finished piece of writing should indicate how you meet the requirements you've listed
and answer any questions raised in the description or prompt.

Application letters and cover letters

Many people believe that application letters and cover letters are essentially the
same. For purposes of this handout, though, these kinds of letters are different. The
letter of application is a sales letter in which you market your skills, abilities, and
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knowledge. A cover letter, on the other hand, is primarily a document of transmittal.
It identifies an item being sent, the person to whom it is being sent, and the reason for
its being sent, and provides a permanent record of the transmittal for both the writer
and the reader.

Application letters

When writing an application letter, remember that you probably have
competition. Your audience is a professional who screens and hires job applicants—
someone who may look through dozens or even hundreds of other applications on the
day she receives yours. The immediate objective of your application letter and
accompanying resume is to attract this person's attention. Your ultimate goal is to
obtain an interview.

As you write your application letter, be sure you complete three tasks: catch
the reader's attention favorably, convince the reader that you are a qualified candidate
for the job, and request an interview.

Application letter checklist:

= |dentify the job by title and let the recipient know how you heard about it.

= Summarize your qualifications for the job, specifically your work experience,
activities that show your leadership skills, and your edugational background.

= Refer the reader to your enclosed résumé.

= Ask for an interview, stating where you can“bé reached and when you will be
available. If your prospective employer is located in another city and you plan to visit
the area, mention the dates for your trip.

= |f you are applying for a specific jol; include any information pertinent to the
position that is not included in your réstumé.

To save your reader time and.to call attention to your strengths as a candidate,
state your objective directly at the’beginning of the letter.

Example: | am seeking.a position as a manager in your Data Center. In such a
management position, | canyuse my master's degree in information systems and my
experience as a programmer/analyst to address business challenges in data
processing.

If you have been referred to a company by one of its employees, a career
counselor, a professor, or someone else, mention that before stating your job
objective.

Example: During the recent ARRGH convention in Washington, D.C., one of
your sales representatives, Dusty Brown, informed me of a possible opening for a
manager in your Data Center. My extensive background in programming and my
master's degree in information systems make me highly qualified for the position.

In subsequent paragraphs, expand on the qualifications you mentioned in your
opening. Add any appropriate details, highlighting experience listed on your résumé
that is especially pertinent to the job you are seeking. Close with a request for an
interview. Proofread your letter carefully.

Two sample letters of application are presented below. The first letter (Sample
#1) is by a recent college graduate responding to a local newspaper article about the
company's plan to build a new computer center. The writer is not applying for a
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specific job opening but describes the position he seeks. The second letter (Sample
#2) is from a college senior who does not specify where she learned of the opening
because she is uncertain whether a position is available.

Sample #1
6123 Farrington Road
Apt. B11
Chapel Hill, NC 27514
January 11, 2005
Taylor, Inc.

694 Rockstar Lane
Durham, NC 27708

Dear Human Resources Director:

| just read an article in the News and Observer about-Taylor's new computer
center just north of Durham. | would like to apply for acposition as an entry-level
programmer at the center.

| understand that Taylor produces both in-house and customer documentation.
My technical writing skills, as described in the enclosed resume, are well suited to
your company. | am a recent graduate of DeViry-Institute of Technology in Atlanta
with an Associate's Degree in Computer Scienee. In addition to having taken a broad
range of courses, | served as a computer-consultant at the college's computer center
where | helped train users to work with<new systems.

| will be happy to meet with_you at your convenience and discuss how my
education and experience match.your needs. You can reach me at my home address,
at (919) 233-1552, or at krock@devry.alumni.edu.

Sincerely,

Raymond Krock
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Sample #2

6123 Farrington Road
Apt. G11

Chapel Hill, NC 27514
January 11, 2005

Taylor, Inc.
694 Rockstar Lane
Durham, NC 27708

Dear Ms Jones:

| am seeking a position in your engineering department where | may use my
training in computer sciences to solve Taylor's engineering problems. 1 would like to
be a part of the department that developed the Internet Selection System but am
unsure whether you have a current opening.

| expect to receive a Bachelor of Science degree in Engineering from North
Carolina State University in June and by that time will have’completed the Computer
System Engineering Program. Since September 2000;-1 have been participating,
through the University, in the Professional Training,‘Program at Computer System
International in Raleigh. In the program | was assigned to several staff sections as an
apprentice. Most recently, | have been a programmer trainee in the Engineering
Department and have gained a great deal of experience in computer applications.
Details of the academic courses | have taken are included in the enclosed resume.

If there is a position open at Taylor Inc., please let me know whom | should
contact for further information. I look forward to hearing from you soon. | may be
reached at my office (919-866-4000 ext. 232) or via email (Brock@aol.com).

Sincerely,
Rebecca Brock
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Cover Letters

As mentioned previously, application letters and cover letters are not the same.
A cover letter identifies an item being sent, the person to whom it is being sent, and
the reason for its being sent. A cover letter provides a permanent record of the
transmittal for both the writer and the reader.

In a cover letter, keep your remarks brief. Your opening should explain what
you are sending and why. In an optional second paragraph, you might include a
summary of the information you are sending. A letter accompanying a proposal, for
example, might point out sections in the proposal that might be of particular interest
to the reader. The letter could then go on to present a key point or two explaining
why the writer's firm is the best one for the job. The closing paragraph should contain
acknowledgements, offer additional assistance, or express the hope that the material
will fulfill its purpose.

The following are examples of cover letters. The first letter (Sample #1) is
brief and to the point. The second letter (Sample #2) is slightly mere detailed because
it touches on the manner in which the information was gatheregd.

Sample #1
Your Company Logo and-Contact Information
January 11, 2005

Brian Eno, Chief Engineer
Carolina Chemical Products
3434 Pond View Lane
Durham, NC 27708

Dear Mr. Eno:

Enclosed is the‘final report on our installment of pollution control equipment at
Eastern Chemical, Company, which we send with Eastern's Permission. Please call
me collect (ext. 1206) or email me at the address below if | can answer any questions.

Sincerely,

Nora Cassidy
Technical Services Manager
ncassidy@company.com

Enclosure: Report
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Sample #2
Your Company Logo and Contact Information
January 11, 2005

Brian Eno, Chief Engineer
Ecology Systems, Inc.

8458 Obstructed View Lane
Durham, NC 27708

Dear Mr. Eno:

Enclosed is the report estimating our power consumption for the year as
requested by John Brenan, Vice President, on September 4.

The report is the result of several meetings with Jamie Anson, Manager of
Plant Operations, and her staff and an extensive survey of all*our employees. The
survey was delayed by the transfer of key staff in Building A.-We believe, however,
that the report will provide the information you need to, furnish us with a cost
estimate for the installation of your Mark Il Energy Saving'System.

We would like to thank Billy Budd of ESI forhis assistance in preparing the
survey. If you need more information, please let me know.

Sincerely,

Nora Cassidy
New Projects Office
ncassidy@company.com

Enclosure: Report

Task 2. Read the text “What is the Business Letter Format”? Study the picture
form with explanations of the components of a traditional full block
business letter. Using the information write a formal business letter.

The format of business letters has slowly changed over time with the culture of
business getting less and less formal.

Here are the components of a traditional full block business letter -- shown in
picture form and with explanations.

The format shown here is just a guide -- variations and customizations are
common -- and not all elements are needed in every type of letter such as job
application cover letters or thank you letters.
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Margins 1-1.5"

[Your Name] (1)

[Address]

[Phone]

[Current Date] (2)

Re: [What this letter is in reference to] (3)

[CERTIFIED MAIL] (4)
[PERSONAL] (5)
[Recipient’s Name] (&)
[Company Name]

[Address]

Attention [Recipient’s Name] (7)

Dear [Recipient’s Name]: (8)

Margins 1-1_5"
Margins 1-1.5"

[SUBJECT] (9)

I;lU) Paragraphs should be flush with the left m3tin. See the page 2 sample
if your letter exceeds one page. Close the leffaf with the complimentary
close (11,12) and optional components (13,14,15).

Sincerely, (11)
[Signature] (12)
[Your Name and Title]

[Identification Initial3 (13)
Enclosures: [Numhér] (14)

ce:  [Nam&G¥py sent to] (15) 4HB.com

Margins l1l-1.5"

Block 1 - Return Address
If your stationary includes a letterhead, skip this block. Type your name and
address along with other relevant contact information such as e-mail or fax number.

Block 2 - Date
If your stationary includes a letterhead, type the date from 2 to 6 lines under

the letterhead. Otherwise type it under the return address.

Block 3 - Reference
Use this block to identify what the letter is in regards to. Examples are: "Re:

Invoice 12345" or "Re: Your letter dated January 15, 2006.".
Block 4 - Delivery Notations
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Always in caps. Examples include SPECIAL DELIVERY, CERTIFIED
MAIL, AIRMAIL, VIA FACSIMILE.

Block 5 - Recipient Notations

Notation on private correspondence if needed such as PERSONAL or
CONFIDENTIAL. This goes just above the recipient.

Block 6 - Recipient

Type the name and address of the person and / or company. If you are using an
attention line (block 7) then skip the person's name. Address the envelope similarly.

Block 7 - Attention

Type the name of the person

Block 8 - Salutation

Type the recipient's name. Use Mr. or Ms. [Last Name] to show respect, but
don't try to guess spelling or gender if you are not sure. Some common salutations
are: "Dear [Full Name]:", "To Whom it May Concern:".

Block 9 - Subject

Type a short description on what the letter is about.<H-you used a reference
line, then you likely do not need a subject line.

Block 10 - Letter

Type two spaces between sentences.

Continuing on to a Second Page

If the letter exceeds one page, repeat.the recipients name, the date, the
reference or subject line and show the current'page number.

Block 16 - Page Number

Type the page number.

Block 17 - Continuing Letter-Text

Continue your letter three-lines below the heading. If you have less than three
lines on the second page, consider rewriting your letter or adjusting margins to fit on
a single page.

Completing the Letter

Block 11 - Complimentary Close

It depends.oncthe tone and degree of formality as to what you write here. Can
vary from the very formal "Respectfully yours™ to the typical "Sincerely" to the
friendly "Cordially yours".

Block 12 - Signature

Leave four blank lines after the Complimentary Close (block 11) to sign your
name. Type your name and (optional) title under that signature.

Block 13 - Identification

If someone else has typed the letter for you, it is common for them to indicate
so with initials. Typically it is your initials in upper case followed by the other initials
in lower case. For example "BCT/gt". If you typed your own letter, skip this block.

Block 14 - Enclosures

If you are including other things with the letter such as brochures, this line tells
the reader how many to expect. Common styles include "Enclosures: 3".
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Block 15 - Copies
If you are distributing copies of the letter to others, indicate so using a copies

block. the code "cc:" used to indicate carbon copies but now is commonly called
courtesy copies.
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Continuing on to a Second Page

Margins 1-1_5"

[Fecipient’s Name] (&)

[Carrent Date] (2D

Fe: [What this letter 15 in reference to] (3)
Fage 2 (18)

(171 Contirme the letter 3 hines dowmn from the heading.

Close the letter wath the complimentary close [11,12) and optional
components [13,14,157.

Sinceraly, (110

[Signature] (12

Margins 1-1_5"
Margins 1-1_5"

[¥oar Hame and Tatle]

[dentification Initials] [13)
Enclosres: [Fhamber] [14]

co: [Mame Copysent to] (15
[ ame Copysent ta]

4HB .com

Margin=s 1-1_5"

Notes and Tips

Don't type the brackets. The brackets [ ] in the examples are for narrative
purposes only.

Try to keep your letters to one page.



Use letterhead only for the first page. Just use a blank sheet of paper for
continuation pages.

You have some freedom in how many blank lines to use between blocks and in
the margin sizes in order to fit a letter onto a single page.

Not all letters need every block identified in this article. If you leave one out,
do not leave blank lines where the blocks would have been.

Task 3. Read the text “Résumé Writing”. Look for the answers to the following
guestions:

1. What is the purpose of a résumé?

2. What is:

a) achronological résumé?

b) a functional résumé?

c) acombination résumé?

RESUME Writing

There are as many opinions on the subject of résumés as-there are job seekers!
Some of the more popular opinions are centered on the use of.0objectives, summaries,
profiles, title headings, keywords, reference statements; personal interests, salary
history, dates, graphics and of course, the length of the fesume.

Then there is the question of format. Should the style of a résumé be
chronological, functional or combination? One thing is certain - the résumé should
sell a candidate's strengths and qualifications, and answer a hiring manager's
guestion, "How can you solve my problem?" It should also have full contact
information, be organized, and provide specific information that a hiring manager
needs to decide whether or not a candidate is well suited for a position. At the very
least, it should list relevant experience and achievements.

Purpose of a Résumé

A résumé is a personal. marketing document that communicates your career
objective and value to a hiring company. A strong résumé is carefully planned and
developed (not quickly’,typed up) in an appropriate format (style) designed to
showcase your experience and accomplishments in direct relation to a specific
position.

BASIC RESUME FORMATTING RULES
= Bold and enlarge your name at the top.
= Keep the sections lined up and consistent.
= Use an Arial or Times New Roman font (or similar).
= Font size shouldn't be smaller than 11pt or larger than 12pt, except for your Name
and Headings.
= Do not include pronouns such as "l," company street addresses, salary, or reasons
for leaving.
= Two-page résumé: be sure to fill the second page at least halfway down the page.
= Place "Continued" at the bottom of page one, and your name and "Page 2" at the
top of page two.
= Use graphics sparingly unless you are in a creative field. It is safe to use a border
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and shading.

= | eave out personal data, photos, and unrelated hobbies, unless you are an
actor/actress or model.

= If you spell out the state in your address, such as New York, spell out the states for
your jobs.

= Proof, proof, and proof again!

To help you understand the main differences between various résumé styles,
the following illustrates the same resume in chronological, functional, and
combination formats. Also provided below is a comprehensive list of common
mistakes to avoid and useful tips to help your résumé to compete in today's
competitive workplace:

CHRONOLOGICAL

This is the most commonly used résumé format. It is straightforward, and
easily traces a candidate's career path and progression in a given field. Experience
and accomplishments are listed in reverse chronological order; with the most recent
job positioned first. Because it leaves little to the imagination and makes it difficult to
hide employment gaps, the chronological résumé is the’most preferred format of
employers and recruiters.

Chronological Format Example:

PROFESSIONAL EXPERIENCE

Wireless. Inc., Brooklyn, NY 1998 —Present
Sales Representative
» Prospected and sold communications. services to business accounts spanning the
Northeast and Midwest regions.
= Consulted clients on the cost-effective advantages of switching over from standing
services, resulting in a 15% new market penetration with revenues at $1,850 at close
of 2000.
= Anderson Doors, BronxyNY 1993 — 1998
Business Development Manager
= Conducted competitive analyses on European markets to formulate conceptual
strategies that cemented key alliances with distributors throughout Italy and
Germany.
= Aggressively marketed Anderson's company logo and message in print and
television advertising campaigns, heightening brand awareness across U.S. and
European consumer markets.

FUNCTIONAL

This is a skills-based, achievement-oriented format. Experience and
accomplishments are listed in sections with specific beadings that extract and
showcase. ONLY what is directly applicable to the targeted position. Because it is
somewhat vague sometimes omits dates, it is the least preferred résumé. Functional
Format Example:
PROFESSIONAL EXPERIENCE
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Sales Management

» Prospected and sold communications services to business accounts spanning the
Northeast and Midwest regions.

= Conducted competitive analyses on European markets to formulate conceptual
strategies that cemented key alliances with distributors throughout Italy and
Germany.

Market Penetration

= Consulted clients on the cost-effective advantages of switching over from standing
services, resulting in a 15% new market penetration with revenues at $1,850 at close
of 2000.

= Aggressively marketed Anderson's company logo and message in print and
television advertising campaigns, heightening brand awareness across U.S. and
European consumer markets.

COMBINATION

This format combines the chronological and functional formats-into one! As with the
functional format it lists experience and accomplishments”in sections with specific
headings directly applicable to the targeted position. However, it lists employment
information under a SEPARATE category (only title;;company, location and dates).
Since it easily tells the reader how a candidate is‘qualified for a position while also
providing an employment history, it has become a favorite resume format amongst
many employers and recruiters.

Combination Format Example:

PROFESSIONAL EXPERIENCE

Sales Management

» Prospected and sold communications services to business accounts spanning the
Northeast and Midwest regions.

= Conducted competitive -analyses on European markets to formulate conceptual
strategies that cemented. key alliances with distributors throughout Italy and
Germany.

Market Penetration

= Consulted clients on the cost-effective advantages of switching over from standing
services, resulting in a 15% new market penetration with revenues at $1,850 at close
of 2000.

= Aggressively marketed Anderson's company logo and message in print and
television advertising campaigns, heightening brand awareness across U.S. and
European consumer markets.

WORK HISTORY

Wireless, Inc., Bay Shore, NY 1998-Present

Sales Representative

Anderson Doors, East Islip, NY  1993-1998

Business Development Manager
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Task 4. Here is a suggested list of guidelines to follow. Use them in writing your
résumé.
Guidelines for Writing a Résumé

Do...

1. Put your name (in caps), address, and phone number (and when you are available
at that number) at the top of your résumé.

2. List your career aims and objectives. This allows you an opportunity to express

enthusiasm for the job as well as to list your general qualifications for the job.

Include information about your educational background.

Be specific when describing your achievements — use numbers and figures ( . .

.graduated in top five percent,.. .maintained a B average,. . . missed only one day

of school, . . . supervised seven other workers).

5. List your work experience. Include positions held, names of employers, specific
duties, and dates you held each position.

6. Include information about related experiences. List volunteger.work, club duties,
family responsibilities, and any other experience or <activities which reflect
positively on your ability to work in a responsible, dependable manner.

7. Keep the résumé as brief as possible. Cover all thelessential information clearly
and concisely; try to limit your résumé to one typed page (never more than two
pages).

8. Arrange the information within the résumé in order of the most impressive or
most important to the job for which you.are applying.

9. Proofread carefully for spelling, punctuation, and typographical errors.

10. Experiment with the layout of the xrésumé for overall appearance and readability.

11. Get someone else's reaction before typing the final copy.

12. Use only typed originals (or high-quality photocopies or offset printed copies).

13. Be timely in responding to ads.

Don't...

1. Don't emphasize what,you want in a job; stress how you fit into the employer's
needs.

2. Don't use the same résumé for every job application — custom design each resume
to fit that particular job.

3. Don't list personal statistics such as your weight, height, and age.

4. Don't use "big" words or long, complicated sentences.

5. Don't use unfamiliar abbreviations or unnecessary jargon.

6. Don't include information about salaries or wages.

7. Don't include references on the same sheet as the résumé. (Have them available on
a separate sheet in case the employer requests them.)

8. Don't include strictly personal references such as a neighbor or friend.

Task 5. Read a short text “Curriculum Vitae”. Find the answer to the following
question: What is the difference between a curriculum vitae and a
résumé?

B~ w
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Curriculum Vitae

Definition: A curriculum vitae is a written description of your work
experience, educational background, and skills. Also called a CV, or simply a vitae, it
IS more detailed than a résumé and is commonly used by those looking for work
outside the U.S. and Australia. A curriculum vitae is also used by someone looking
for an academic job, i.e. in a college or university.

Also Known As: C V, vitae

Alternate Spellings: curriculum vitae curriculum vita

Common Misspellings: curriculum vitae a curriculum vita

Examples: When Dr. Brown heard there was a position open in the English
Department, he sent his curriculum vitae.

Task 6. Look through two samples of CV and say which of them is functional and
which is chronological.

a) CURRICULUM VITAE

NAME Pierre Charreau

D.O.B. 1.8.65

ADDRESS 55 Rue des Moines, Strasbourg, 67000, France

EDUCATION 1984 - 7. Ecole Superieure de Commerce De Reims (one of the

leading business schools in/Paris) 1988. EDP International:
Work experience in market-research. Conducted field surveys in
Netherlands and France.
PROFESSIONAL  1989- 1991. DemontSA
ACTIVITY Financial Controller‘responsible for:
- organising bank-credits for civil engineering work
- visiting LatinyAmerican and Asian subsidiaries
- designing" data processing, accounting, cost control and
reporting,.systems.
- hiring’and training local staff for subsidiaries.
- _Present. Phoenix Properties. Investment Officer responsible
for:
- checking feasibility studies and predicting returns on
Investments
- solving legal problems related to investments
REFERENCES negotiating contracts with property developers
- setting up joint ventures with foreign partners
Available on request
b) CURRICULUM VITAE
NAME HEIDI KUNKEL
OBJECTIVE A sales position leading to higher management where my
administrative, technical and interpersonal skills will be
used to maximise sales and promote good customer
EDUCATION relations.
B.A. in Communications (1988): Ohio State University
Courses in psychology, sociology and interpersonal
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communication. Areas of effectiveness

SALES/ During my 4 years at Corelli Enterprises (Columbus,Ohio),
CUSTOMER | promoted better relations with corporate accounts and
RELATIONS recruited new clients over a wider territory. Dealt with

customer complaints. Responsible for inventory and follow-
PLANNING/ up of all orders.

ORGANISATION Was responsible for the reorganisation of the sales
department's administrative functions. Initiated time and
LANGUAGES motion studies which led to $ 150,000 saving in labor cost.

REFERENCES Spanish (fluent), French (average)
Available on request.

Task 7. Write out your own CV in English. If possible, talk about yourself with a
partner. Use this language:

| was bornin ...

| went to school in ...

After leaving school | went to ... and studied at ...

| didacoursein ...

Then ...

My first post/task was in ...

When describing activities undertaken the following verbs are useful: | was

responsible for initiating/planning/negotiating/achieving/ implementing/ reviewing.
When stressing abilities, the following words and‘éxpressions are useful:

creative proficient eomprehensive/first-hand
knowledge of....

accurate well-organised (have) a proven track record in......

efficient perfectionist well versed in......

energetic motivated perform well under pressure

systematic methodical willing to take the initiative

At the moment.... My work-involves I think I am
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Task 8. Study some more sample résumés. Pay attention to the format differences
between chronological, targeted and functional résumés.

CHRONOLOGICAL RESUME

PROFILE

Charles Carey
Accounting manager

2223 August Square Road
Barrington, 11 60093

- More than 8 years in accounting, including responsibility for department
procedures, budget, and computer operations.
- Plan and conduct audits and variance analyses, process payroll and payroll
tax reports and filings.
EMPLOYMENT
10/96 — Present Scarpendous Displays, Inc., Chicago, Illinais:

1/94 - 9/96

5/92 - 1/94

6/91 - 5/92

EDUCATION

Senior Accounting Manager
-reduced accounting payroll costs 41%:-through automation
- successfully directed conversion from an IBM system to a Novell
Network
Lancer Systems, Chicago, lllinais.
Accounting Manager
- trained 6 employees in-accounting department
- analysed and interpréted forecasts
- successfully negetiated a credit line
Coopers & Lyhrand, Chicago, Illinois
Senior Accountant
-performeddetailed financial audits and recommended improvements
in system-/procedures
U.S. Riley Corporation, Chicago, Illinois.
Cost Accountant
- assisted in budget forecasting
- developed cost data and variance analyses

Ridgetown college, Santa Fe, New Mexico
Bachelor of Science: Accounting (1991)
References:  Furnished Upon Request
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TARGETED RESUME

BARRY LISTER

Address before May 7, 1999 Address after May 7, 1999
House G, Erindale Campus 24 Kilbarry Street
University of Toronto Ottawa, Ontario
Mississauga, Ontario KOB 1K0

L5C1C6 (613)6322150

(416) 826-3000

Job objective: Junior of a survey crew, with the ultimate goal of becoming an
Ontario Land Surveyor.

Education

1999 - Will complete 2" year of a Bachelor of Science Degree at the
University of Toronto.
Major: Survey Science. Grade average: B.
Major courses: Introduction to Surveying Science
Land Planning
Survey Law

1997 - Completed one year of Architectural Science at Ryerson
Polytechnical Institute‘(Grade Average: B)

Work experience
Summer, 1998 - Tree planter for Roots Ltd. | British Columbia.
Summers, 1996-97 - Groundsworker for Hillsview Golf Club Ltd.

Other activities
Captain, Erindale hockey team
Treasurer, Survey Science Club

Personal information

Birth Date: September 30, 1978
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FUNCTIONAL FORMAT RESUME

SUSAN HERTZ

16 Osler Street
Vancouver, British Columbia V6R 2T1
Tel: (614) 741-0329

Job Objective:  Public relations trainee

Profile: An energetic and skilled communicator, with a record of leadership
and initiative.

Communication Skills

B.A., Honors, in English, Queen's University, 1986; B + average.

Entertainment editor for Queen's Journal, 1988-89:

Debated regularly as a member of Queen's Debating Society.

Gave oral presentations to public as guide at Huronia Village in Summer 141988.
Described background of historic site to groups of visitors.

Leadership

Elected to Student Council in my last year at Richmond High School.
Introduced new students to university life at Queen's University.

Elected Vice-President of English Club at Queen's, 1985. Planned and chaired
monthly seminars.

Initiative

Founded my own home-baked cookie business, Susan's Cookies, when still at
school. Baked, sold and kept accounts, earning enough to pay for my first year at
Queen's.

References
|. Prof. Michael Hughes, Queen's University, Department of English, Kingston,
Ontario, K7L 3N6.
2. Mrs. Mable Williams, Administrator, Huronia Village, Penetanguishene,
Ontario, LOK 1P6.
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Task 9.

card is the best in design.

SAMPLES OF IC:

1

If you don't have an identification card of your own it's high time to for
you to obtain one. Besides your name, position, and address you may think of
an original logo. Show your card to your group mates and decide whose

PRECOR W.Corey Trench President

(logo) P.O. Box 776
FedEx Mail: 6407 Agua Vista Dr
Rancho Murieta, CA 956683-9241
( 916 ) 354-0330
FAX ( 916 ) 354-0330
E Mail: ctrench@ cerfnet.com

NOTE: PRECOR is the name of firm

2
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(logo) Lancaster City Schools
BARBARA ROACH
Tallmadge Elementary School
(740)687- 7336 (Schoal) 61 ILewis AVE
(740)653-9090 (Home) Lancaster,
Ohio 43130-4599
(740)687-7204 (Fax)

Principal



http://cerfnet.com/

Cs. tutan 2008, mo3s. 33

VYuebHoe u3znanme

Y4eOHO-METOINYECKOE TTOCOOUE
1o 00y4EeHHIO aHTJIUHCKONW MUChbMEHHOW PeUH
aCIMPaHTOB, MaruCTPAaHTOB U HAYYHBIX PAOOTHUKOB

ABTOPBI-COCTABUTEIIN:

[LIensiroBa Tamapa ['puropseBHa
JIsrymesuy Cernana lMiBanoBHa
Manukosa Upuna ['aBpunoBHa u 1p.

Koppexkrop E. H. barypunk
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