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Unit |
Letter Layout

N3yueHne neloBOro AaHTJMKUCKOTO S3bIKA, HCIIOIb3YEMOIO MpPH JETOBOM
NEPENUCKE, JYyYlI€ BCETO HAYMHATH C YTEHUS M HANUCAHUS CaMbIX HPOCTBIX
KOMMEPUYECKUX MHUCEM, C YCBOCHHSI OCOOCHHOCTEH aHTJIMMCKON KOPPECITOHICHIIUH.

JlemoBas nmepenvcka Ha aHTJIMMCKOM SI3bIKE OCYIIECTBIISIETCSI B COOTBETCTBUHM C
ONpENICIICHHBIMU  TPAaBWJIAMM,  3aKpPEIUICHHBIMH  TpaaulusiMu. (OCHOBHBIMU
TpeOOBAHUSAMU K CTHIIIO JIEJIOBOTO MHUChMa HAa aHTJIUHCKOM SI3BIKE SIBIISTFOTCS ICHOCTD,
CKaTOCTb, BEXKIIMBOCThD, a TAKKE CTAaHAAPTU30BAHHOCTH, OUIIUATLHOCTh U TOYHOCT.
JlenoBoe mNHCHMO HA AHTIUMUCKOM SI3BIKE OOBIYHO COJNEPKHUT  CIGHYIOIIHE
00s13aTeIbHBIC YACTH:

1. The Letterhead 3arojioBOK (BKJIFOYAONINI MECTO HAKCAHHS THCHhMA)
2. The Reference Line VYka3zaHue Ha CChLIKY
3. The Date JlaTa oTnpaBieHus MUChMa
4. The Inside Address BHyTpenHnuii aapec
5. The Greeting/Salutation  OOparieHue/IPUBETCTBUE
6. The Body of the Letter =~ Conepsxanue nucbma
7. The Ending/ 3aximounTebHast GopMysIa BEKINBOCTH
The Complimentary Close
8. The Signature Block biok noanucu

[Ipy HEOOXOTUMOCTH M BO3MOXKHOCTH\ ‘B THCHME YKa3bIBAIOTCS YETHIPE
JIOTIOJTHUTETHHBIX DJIEMEHTA:
1. The Attention Line (if any) VYka3zauue ma oTnpaBuTes
2. The Subject Line (if any)  Ykazanue Ha o01ee cojepkaHue Mmichbma
3. The Enclosure (if any) [IpminoxxeHue
4. CC Notation (if any) YKd3aHue Ha PaCcChUIKY KO

WHuTepec MpeacTaBisiT M 0COOCHHOCTH PACIOJIOKEHHUS «OOpaMIIIONINX» U
«OCHOBHBIX» 3JIEMEHTOB Ha\0JaHKe mucbMa. Bce aeMeHThl MHchMa HAUYMHAIOTCS C
JUHUH JIEBOTO TOJs. IIpA-DTOM KaKIblil SJIEMEHT pa3MellaeTcss KOMIIAKTHO, B BUJIC
otaenbHoro Onoka. (Block Letter Style). Takoe «0JI0KOBOE€» KOMIIO3HIIMOHHOE
pelieHrne CTPyKTypsl MUChMa TOMYYWJIO IMHPOKOE PACIPOCTPAHEHHE B JEIOBOM
MpaKTUKe MOENCHHNX JeT. Kpome Toro, B odopmMiieHnr muchMa oOpariaeT Ha ceOs
BHUMAHUE\OTCYTCTBHE MyHKTYyallMl, B OCHOBHOM 3aIlSThIX, YTO TAKXKE CTaJ0 YacTo
MPaKTUKOBATHCS B JeNOBOM mepenucke. [lomumMo «OJIOKOBOH» KOMITO3HITHH
CYINECTBYIOT W JPYTHE BApUAHTHI PACIIOIOKEHUS DJIEMEHTOB CTPYKTYPBI MHCHMA,
HaTpuMep, KOMITO3UIIMOHHOE perienue ¢ omcmynom (Indented Letter Style).

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

England. England.



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

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

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

Yours sincerely 9
D.Ashen

D. H. Ashen 10
Manager

Encl. 11
CC J. C. Hammond 12

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

It includes the,name of the sender
address
telephone number
telefax
telex
It may also eontain the company’s trademark,

its telegraphic address,
its branches and
the description of the business.

! Mucema 06b14HO MUIIYTCS TOJBKO HA JIMIIEBOM CTOpOoHE OnaHka. Eciay mMUCbMO HE MOMEIIASTCs Ha JIMIEBOM CTOPOHE
OnaHKa, TO €ro IWINYT HA JBYX HJIM HECKOJBKUX JIMCTaX, MCIOJB3Yys OJHY CTOPOHY KaXJOro JucTa. B kauecTBe
JIOTIOJTHUTEJIBHBIX JIUCTOB MOHO HCIIOJIb30BaTh KaK OJaHKU C HA3BaHHEM OPraHHU3alliH, TJe B MPABOM BEPXHEM YTITY
JIOJDKHBI OBITH HamedaTaHsl cioBa Continuation Sheet NO ..., Tak ¥ TOTIOTHUTENBHBIE JIMCTHI 0€3 TaKOM HaAmucH. B atux
Clly4asix Ha JIOTIOJHHUTENBHBIX JHCTaX CTABAT HOMEpA CTPaHHIl. B HIKHEM MPaBOM YIiy KaIOW CTpaHMIbI TEKCTa, 3a
HCKITFOYEHHEM TocieqHel, mumercst coso Continued wmu cokpamenso Contd.




Look at the examples of the names of companies:
A. Smith & Co.}, Limited?
A. Robinson & Sons

Bennet Bros.®
The American Mining Corporation
James Smith and Company, Incorporated*
Vneshnetorgovoye OBJEDINENIJE “Machino-export”®

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

2. The Reference Line

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

The Reference Line contains the initials of the senderand the addressee.

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

Now let’s decipherjthe Reference Line:

Your Ref: DA/ st/ ‘ \

Your Reference David Ashen Susan Thompson

3. The Date

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

Therexare four commonly used dateline styles, for example:

! 3nak & - Tak HassIBaeMBIT ampersand — gacTo ynoTpe6isercs B HasBaHHAX GupM BMecTo and - & Co. — i untaercs: and Company.
2 Cnoo Limited (coxpamenno Ltd.) mpexcraBmser coboii cokpamenue Beipaxenms limited liability company “xomnanus c
02PAHUYEHHOT OmeemcmeenHocmyio”’, O3Ha4alollee, 4TO OTBETCTBEHHOCTb WICHOB KOMIIAHUM OIPAaHMYMBACTCS HOMMHAIBHOW
CTOMMOCTBIO IPHOOPETCHHBIX UMH aKLHHL.

® Bros. sBisieTcs cokpaienneM ot cosa Brothers “Gpames”. Bennet Bros. — “6pamas Bennem”.

4 Corporation o3uauaer “coedunenue nuy”, “xopnopayus”. B Ha3BaHMSIX aMEPHKAHCKHX (HPM, GAHKOB ¥ T.J. TO CIOBO YaIle
ynoTpebisiercst BMecto Stock corporation “axyuonepnas xopnopayuu”. Incorporated (Inc.) o3Havaer “sapecucmpuposanmviii Kax
Kopnopayus’”.

® Hazpauus 0eTopyCCKUX BHELIHETOPIOBBIX OOBbEANHEHNUH HE NEPEeBOIATCS Ha aHIIMICKUHN A3bIK. [IpH UX mepenaye Ha aHTIIMHACKOM
SI3BIKE MICIIOJIB3YETCS IIPUEM TPAHCIUTEPAIUH, T.€. PYCCKUE CJIOBA NMUNITYTCsl OyKBaMHU JIATHHCKOTO mMpHdTa.



BE: AE:
2 March, 2007 March 2, 2007
2" March, 2007 March 2", 2007

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

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

January - Jan. July

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

May November - Nov.
June December - Dec.

4. The Inside Address

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

To a firm in Great Britain:

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

To a firm in United States-of America:

Worldwide Dealer§ Inc.?
16 Sixth Avenue

New York, N\ 11015
USA

To an.anonymous official in the firm:

Managing Director
Office Equipment Inc.
344 Rue Road
Chicago, IL®.

USA

! Messrs [mesds] — abbreviated from ‘Messieurs’ (Fr.); it is used if the name of the firm includes surnames of people
2 Inc. — abbreviated from ‘Incorporated’. (Also Co. and Ltd. are the usual abbreviations for Company and Limited.)
% IL - llinois (a state in the USA).




To an individual in a firm:

Mr. John K. Style
Export Division

5 Fen Road*
London EC3 7AP
England

Wellhead Builders Ltd.

Use one of these when addressing a woman:

To a married woman:

Mrs. C. Green

Mrs. Rosemary Jones

To an unmarried woman:

Miss Mary White
Miss R. Crage

To a woman whose marital status you do not know-er.you do not want to stress it:

| Ms. P. Stevens

5. The Attention Line

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

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

6. The Salutation

There are several-accepted forms of Salutations:

Dear Sirs, (British)

or
Gentelémen: (American)
Dear Sir,

Dear Mr. Stone,

when you are addressing a company
or
an organization

when addressing a man

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



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

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

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

7. The Subject line

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

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

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

8. The Body of the Letter

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

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

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

with in the complimentary close

use:
Dear Mr. Black Yours sincerely

Dear Mrs. White

Dear Miss White

Dear Ms White

Dear Sir(s) Yours faithfully
Dear Madam

AE: Gentlemen: Very truly yours



10. The Signature Block

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

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

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

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

1

w

~N o o1 A~

9

10

11
2. Read the following~letter. Name its main elements. Which parts of the letter are
missing?

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




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

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

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

Letter 1

Dear Sirs

Re:

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

Letter 2

Dear Mr. T. Wilson

Re:

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

Yours sincerely

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

- a British firm you do not know very well,

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

- the company’s President who is a woman;

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

- International Office Equipment Inc., an American corporation.
b) How will you finish your letter, i.e. what Complimentary Close will you
choose?

10




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

Yours sincerely
Attention: Mr. N. Conshiwan
Please send us your catalogue with sizes and colours of
female and male national clothes of Thailand.
Re: Enquiry for National Dresses
We are opening a shop of national Asian dresses and fabrics
in one of our hotels.
International Trading Company Bangkok

3 August, 2005 Thailand
Dear Mr. N. Conshiwan
P. Morgan Your Ref:
Manager Our Ref: PM/ma
Intercontinental Hotel Group
Telephone: 487-6591
Telex: 79436 inho
Telefax: (039) 3673

12. Abbreviations
There are many abbreviations that you{may come across in business letters.
Here are some of them:

L/c = | letter of credit; CA = | Canada;
d.d.p = | delivered duty paid FR = | France;
(mocraBiieHHBIE C QTIIATOMN
MOIUIUHBI);
B.A. = | Bachelor of Atrts; IT = | Italy;
B.L. = | Bachelor of, Law; JP = | Japan;
B.Sc. = | Bachelorof Science; G = | Germany;
Bros = | Brethers; uUSD = | US Dollar,
Co. = | Company; GBP = | Pound Sterling;
D.C.L. |=+.Doctor of Civil Law; FRF = | French Franc;
D.M. =ywDoctor of Medicine; CAD = | Canadian Dollar;
D.Phil."/]'= | Doctor of Philosophy (Ph.D.); ITL = | Italian Lira;
Ed. = | Editor; JPY = | Yen;
G.P. = | General Practitioner; DM = | Deutsche Mark;
H.O. = | Home Office; SFR = | Swiss Franc;
Hon. = | Honorary, Honourable; SK = | Krona Sweden;
H.Q. = | Headquarters; Ltd. = | limited liability
company;
M.A. = | Master of Arts; PLC (plc) | = | public limited
liability company;

11




M.Sc. | = | Master of Science; Inc., Corp. | = | corporation having
limited liability.

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

Unit |1

Informative Letters

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

- send something (a sample, a document, etc.) which must be ageompanied by
a short letter of transmittal or covering letter (mucemMo-conpoBoXKIgHHE, B KOTOPOM
UMY COOOIIAaeT CBOEMY KOPPECIOHJIGHTY O TOM, KaKie JOKYMEHTHI,
MaTepHualibl, 00pas3mbl U T.J. OH €My HaIlPaBIsET);

- acknowledge the receipt of this sample or \document - in an
acknowledgement (mrceMo-moATBEpKACHNE, B KOTOPOM/ €OQ0IIACTCSI O TOTYyYCHHH
MOCJIaHHBIX JOKYMEHTOB, MaTCpHUAIOB, O6paBI_IOB 54 T.I[.);

-announce something — in an announcement or notification
(muceMo-m3BeneHne/00bsBIIeHHe, WHOOPMHUPYIOEGEe TOJydaTeNii O KaKOM-JTHOO
(dakTe i coObITUH, HATPUMEP, TOTOBHOCTH TOBapa K OTTPY3KE MJIM BU3UTA Ir-HA X B
.HOH,Z[OH, HJIM UBMCHCHHUHU aJIpeCa NI Ha3BaAHM KOMHaHI/II/I);

- introduce something or someongy~ in a letter of introduction (mucemo-
MMPpEACTABICHUC, KOTOPOC IMUINYT IJIA COO6H1€HI/ISI Pa3HbIX CBG,Z[GHI/Iﬁ O KOMIIaHUH,
11§0) 5 (S I/IH(i)OpMaTI/IBHBIe CBCACHUA TCPEILICTAIOTCA C OJICMCHTAMU peKJIaMLI).

2-A. Covering letters
Study Section
A cheque, a contractyor any other business paper sent by mail should always be

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

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

- *We are pleased to enclose ...

- We have pleasure in enclosing/sending ...

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

- Enclosed you will find ...

- Please find enclosed/attached ...

- We send/are sending you herewith ...

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

12




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

Pratice

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

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

Your Ref:
Our Ref\T'Y/ng
16 April'2007
V/O Machinoimport
32/34 Smolenskaya pl.
Moscow 119325
Russian Federation
Att: Mr. S. Smirnov

Dear Mr. Smirnov,

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

Should you requite.any additional information, please do not hesitate to contact me.
Yours sincerely,

Tasaburo Yome

Manager.

Technical Service Section,
Industrial Vehicle Dept.

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

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

13




Your Ref:
Our ... : SE/ mj
10 June, 2007
Mr. S. Samuels
Wadley Stationery Company
14 Garden Street

Liverpool

W.C. 3 England

.. Mr. ...

Please find ... three (3) copies of the addresses of our
branches.

Any questions should be ... to this department.

Sydney Erwin
Manager
Export Department

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

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

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

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

As these parts are similarn((8) nature and are going (4) the same
destination over this period, we thought it might be less expensive if we insured
them, (5) an all/risk basis, (6) a time policy.

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

cover and.how it operates.
Yours faithfully,
Jack Turner;

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

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

2 B. Acknowledgements
Study Section
You have just received an important document and a covering letter from your

14




partner. Naturally you must answer it and write a letter of acknowledgement. The
main idea of a good letter of acknowledgement is just saying “thank you” to your
partner.
Why do we write acknowledgements?

1. To show courtesy: the recipient need not worry — you have received what he sent.
2. To avoid misunderstanding: you know what you have sent and the quantity.
3. To provide a record: just look it up in your file and you will immediately know
whether you have sent it or not. What do we acknowledge? — The receipt of

a) documents (contracts, orders, invoices, etc.);

b) samples, goods;

C) money.

You may use this plan for writing it:

1. State what you have received and the amount if necessary.
2. Express thanks for sending you money, samples, etc.
3. Mention any special instructions or actions required on the part/of the recipient if
necessary.
4. Offer further service or think of any other courteous note. You may use the
following helpful phrases when:
1) you acknowledge receipt:

- We acknowledge (the) receipt of your letter/your order Ne 24/256 of 17 May,
2003.

- We duly received your Invoice Ne 135,

- We have received your letter of ... enclosing ...

- We are pleased to acknowledge your order of 30 March which is receiving
attention;
2) you express thanks:

- (We) thank you for your letter dated 1 May ...

- We are obliged for yourletter of 5 December ...

- (We have received your samples) for which we thank you;
3) you “round off”” theyletter or write the conclusion of the letter in a form of a polite
wish or courteous notes:

- | hope this will be the beginning of a mutually profitable cooperation.

- We apptecCiate your promptness in making your payments /carrying out our order
and we are always pleased to serve you.

- Wessincerely hope that this will be a successful transaction for you and will lead
to further orders.

- We appreciate your placing this order with us ...

- If we may be of service to you, please call us.

- Please do not hesitate to write if you require further information.

Practice

Exercise 1. Read the following letter:
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DHARAMTALA and Co. Ltd.
Delhi Bombay Madras
Telex: 39675 dharm  Fax: (095) 657-3956
Phone: 123-4567
Your Ref:
Your Ref: BD/mw
10 May 2007
Sean O’Connel Bros. Ltd.
132 Park Avenue
Dublin 2
Attention: Mr. B. Show

Dear Sir,

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

We enclose herewith our catalogue and price list.

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

Yours faithfully

B. Damicrishna

Mr. B.Damicrishna
Production Manager

Exercise 2. Rewrite the previous letteriusing other synonymous phrases.

Exercise 3. Guided Letter Writing Parties

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

England

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

a) first state what you are enclosing with the letter;

b) write a courteous note of goodwill.

3.2. Mr. K. Smirnov receives Mr. T. Soames’ covering letter and his advertising
materials. Write a letter of acknowledgement for Mr. K. Smirnov:

16




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

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

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

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

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

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

2 C. Notifications, Announcements and Introductions Study Section

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

Read the following examples of Notifications and Announcements.

Sample 1. Notification of readiness

Dear Sirs,

We wish, tolinform you that the goods you ordered under contract No. 347/bm are
ready. for'shipment.

Enclosed you will find our pro forma invoice.

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

Yours faithfully

Sample 2. Notifying of Mr. W. Wallace’s visit to London

Dear Sirs,
We wish to inform you that Mr. W. Wallace will visit you on the morning of 15
November in your office.
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Mr. W. Wallace is fully authorized to act in the firm’s name. We would appreciate a
prompt confirmation of this appointment. If unsuitable, please suggest an alternative
date to us.

Yours faithfully

The above letters start with the phrase “We wish to inform you that...” It is quite
natural because the purpose of these letters is to inform. There also may be other
optional points:

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

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

Sample 3. Announcing new appointments

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

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

Yours faithfully

Sample 4. Announcement of the opening of a branch office

Dear Sirs,

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

Yours faithfully

Sample 5. Change of the'\company’s address

Dear Sirs,

We would like“tozisform you that our company has changed its location. As from 1
September 2007 'our address is ... .

We should! be“obliged if you would inform the appropriate departments of these
changes:

Yours. faithfully

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

a) provide some general information about your company, name the field of
business, describe the structure of the company and its location;

b) give a description of the products you are manufacturing and try to persuade the
reader that yours are the best in the field;

c) specify the services you are especially good at;
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d) mention the material you are enclosing with the letter.

Sample 6. A letter of introduction

Olympia Heavy Industries, Ltd.

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

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

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

Yours faithfully

T. Merchant

President

Enclosure

Practice

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

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

KMW Telephone: 54 17 10 00
Telex: 66181 vkkk. S,
Telefax:54181577
Your Ref:
Our Ref: NV/sk
3 October, 2007

Collins Paper Supplies

7 Bond Street

London

England
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Dear Sirs,

Finnish Valmet and Swedish KMW-Two of the world’s leading paper machine
manufacturers have joined hands to form Valmet-KMW AB. A superb partnership in
the area of tissue, board and pulp drying machines as well as the multilayer
technique.

Comprehensive research facilties and product know-how, a wide range of experience
and efficient facilities are some of the advantages which will directly benefit the
customer. We aim to be equally effective with new deliveries and with optimisation
of existing equipment.

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

Yours faithfully

Nils. Vicstrom

President

Enclosure

Questions:

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

2.  What type of proprietorship have they formed?

3. What is the main idea of the letter?

4. What products are advertised in the letter?

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

Exercise 2. Translate from Russian to £nglish.

1. Mbe nomyunnu Bamre nmucemo, marupoBannoe 10 dheBpas.

2. lloarBepxmaem mnonydyensc.Bamero mnuceMa OT 26 CEHTAOpPs, MOCIAHHOE
AIEKTPOHHOMN MTOYTOM.

3. MBbI uckpeHHe LIeHuM 10, uTo Bbl pasmecTiiu Bam 3aka3 y Hac.

4. bnarogapum Bac.3a Bamie nuceMo ot 15 Mast, ¢ kotopeiM Bel mocinanu Ham Bainn
KaTaJIoT 3JIEKTPOHHOIO 000PY10BaHMUS.

5. Mpl xorenu O HpOpMuUpoBaTh Bac o ToM, 4TO mpoayKius, 3aka3aHHas Bamu
o Kourpakry Ne 347/SL, roroBa k morpy3ke Ha 60pT KopaoJis.

6. B mpusioxenun Brl Haiinere npuMepHbIid cuet (paktypy) (pro forma invoice).

7. Hawmp 'mpusarHo cooOumts Bam, yTo Temepb Mbl OTKpbUIM (uUIHal Hamen
KOMHaHuM B Baiem ropoze no agpecy: ...

8. [Iloxamyiicra, oTchutaiiTe Bce Bamm 3ampocsl MeHeKkepy (Quinana, TOCIOANHY
. Crroapry.

9. Hawm npusatHo cooOmuTh BaMm o crnussHuM Hamie KoMmaHnuu ¢ (PUHCKOUW TPYTION
«Kemupar.

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

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

Ne3

Dear Sirs,

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

Ne4
Dear Sirs,
We have pleasure in informing you of the merger of our company'with Sony Co. ...

Ne5

Dear Sirs,

We are pleased to inform you that our company has set up a trade representation in
your country. Its address is...

Exercise 4. This is the address of your partnerintltaly:

117 Via Veneto

Neapol

Italy

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

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

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

Remember the letter you sent Yobi Co on the 18 June. Write it out.

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

21




Unit 111
Telexes, Faxes, Telegrams, E-mails

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

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

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

I will send you a telex.
We have received a telexed reply.

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

These are specimen telexes;
Advice of inability to supplyorder

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

341641 TR JMP

CANNOTISUPPLY ITEM R 432 ON ORDER DR 5871 BUT N 154
AVAILABLE PLEASE CONFIRM ACCEPTANCE
SATEXIROME

R432DR5871N15 + ?

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

confirmed.
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285136 ML JRC

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

F LYNCH BIRMINGHAM

N 154 R 432 0/0 CIF +?

Instruction to stockbroker

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

881534 LM TB D

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

DALE PRESTON

3000 UNION SHIPPING + +

Advice of bank credit

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

901737 PNLTA

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

NATIONAL BANK OF JAPAN

980 POUNDS STERLING + #

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

to bank forforeign trade of Belarus Minsk

from city-bank nyk

from:national wesminster bank

to: bank:for foreign trade Minsk Belarus

this'is the Philadelphia national bank Philadelphia
to bank for foreign trade of Belarus Minsk

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

Sometimes the addressee is mentioned after the address at the very
beginning of the telex, for example:
attn: 764/66
attn: dr v stove
attn non commercial operations dept

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

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

The language of telex~doesn’t differ from that of a business letter, for
example:

we shall be most grateful if you will advise the name and page number in your
book of authorized signatures of the officials who signed the letters of guarantee
under the above referénce in order that their signatures can be authenticated ...

we are presently preparing a proposal for handling your deposits of travellers
cheques paid fy. you ...

Soemetimes articles, prepositions and other auxiliary words are omitted,

forexample:
we have received copy your letter September 22 credit extended 30 may 1991

please airmail duplicate statement our account with you.

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

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

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

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

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

the word “stop” instead of of full stops.

Telexes are concluded with laconic expression of gratitude:

Thanks

thank you

(best) regards

thanks and regards

thank you for your cooperation

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

be made.

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

This is known as collation.

Abbreviations used in telexes:

ABS - absent subscriber, office closed ...
acct, a/c - account

amt - amount

asap - as soon as possible

attn, atten - attention

aug - August

b/c - bill of collection

b/e - bill of exchange

benef(y) - beneficiary

BK - | cut off

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

b/1 - bill ‘of lading

caf -.cost and freight

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

dept - department

der out of order

dd, ddt dated

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

dt date

earliest as early as possible
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eee error

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

tpr teleprinter
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urtel your telex

W words

wru who is there?
XXXX error

Telex details

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

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

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

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

Faxes

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

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

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

Faxes and letters are very similar. But information about the receiver
appears at the~top_of the fax message so there is often no greeting. Also people
often say “Regards” or “Kind regards” at the end.

On the\top of the title sheet one can see:

ZERO/SHEET or LEAD

SHEET or LEADER

SHEET or HEADER

SHEET or HEADING

SHEET or COVER

SHEET

At the end of the message one can see:

THE END

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

Pages to follow: 7 + cover sheet or

or 7 including cover sheet
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or 7 cover sheet excluded (included)
or Pages: Page 1 of 7 pages
or 1to7/
At the end of zero sheet there can be a footnote, for example:
“If you don’t receive all pages of this message, please contact Mr. X
Phone: ....
Fax:....”
or “In case of any troubles feel free to contact.. “
or “ For more information please contact...*
There are no full stops after titles. Commas are used only before “which” and

never before “that”.

Ordinal numerals, fractions and round brackets are written ingthe following

way: 1% 2" 3" 3.25; (This is what he said.) Variants 1-st, 2-nd, 3-rd and 3,25 and
(This is what he said) are avoided.

Sample of good fax.

This fax is an example of an informal message froma sales representative, who

needs something to be done urgently by his Head Offige."Notice that the fax is kept
brief and clear.

Perfect Office Suppliers Limited
Canal>Street, Manchester M14 2KQ

Fax transmission
From: Mike Wilson
To: Sue Franks

Sue

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

Also, just to-letyou know I’ll be in Norwich on Thursday 24" and Friday 25", and
back at the,6ffice on the Monday.

Thanks;.and see you next week.

Read this fax. What is it about?

NIHON INFORMALINK KK

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

TO: Darworth Enterprises Attention: Janet Jeffries

From: Masahiro Nakagawa  Re: My inspection visit

Date: 10 June Pages including this one: 1

Thank you for fax of 1 June.

| will be arriving on Flight n.o JL 401 at Terminal 3 Heathrow on 16" June.

Could you book hotel accommodation for three nights in the city centre? Also, |
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would be grateful if you could arrange a meeting with Data Link for me on June 17"
if possible. I look forward to seeing you on the 16" .

Kind regards.

Nasahiro Nakagawa

Practise writing some fax. Work in two groups

a) Information for group 1.

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

b) Information for group 2.

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

Telegrams and cables

The word telegram and_telegraph are usually associated with internal
communication, while cable generally refers to overseas messages.

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

Please telegraph/your reply.

A telegraph.line;

Cable can beused as a verb, a noun, or an adjective:

| cabled him yesterday.

Please'send a cable.

Wereceived a cable message.

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

- telegraphic address of the receiver

- major text

- telegraphic address of the sender

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

OVERLAYD BIRMINGHAM
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DO NOT REPEAT NOT PAY ORDER 258 STOP

LETTER FOLLOWS
CHABANK

Specimen telegram
Quotation of shipping rates

Here is a reply to an exporter from a shipping company telling him that a

vessel is available and quoting rates.

LEBATS HONG KONG

FREAST HONG KONG

SS ORIENT ACCEPTING GARGO 3 MAY WHEN SAILING
STOP DUE TILBURY 3 JUNE STOP RATES THIRTY
ONE POUNDS STERLING PER TONNE

Make comparisons of the following telegrams and corresponding senten-

ces from letters:

ONLY IRREVOCABLE
CONFIERMED

L/C ACCEPTABLE

CIF ACCEPTABLE STOP
PAYMENT B/E 30 D/S
PLEASE REPLY SOONEST

Only irrevoeable letters of credit which
have been_confirmed by a bank will be
acceptable.

Weare prepared to accept your offer on a
Cast Insurance Freight basis with a
payment by bill of exchange at 30 days'
sight.

We would be grateful if you reply as
quickly as possible

Numerals are spelled’in telegrams,

for example:

HAVE BEENy QUOTED TWENTY SEVEN THOUSAND POUND

STERLING STOR"SHOULD WE BUY

The ward stop

Although there can be full stops in telegrams and cables, sentences are often
broken wup with the word stop. Occasionally, however, the word stop can create

confusion if the cable is carelessly worded.

The word repeat

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

NOT SEND ORDER 18551

OR to emphasize an important detail:

SIX HOURS

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

Brief but clear

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

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

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

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

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

WILL SEND COPY CONTRACT MARCH FIRST

Participles or nouns can be used to replace clauses:

We have received the consignment you sent us lastweek to replace the damaged

goods.

HAVE RECEIVED REPLACEMENT CONSIGNMENT DESPATCHED
LAST WEEK

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

Words to remember

TenerpagHoe TpeOoBaHUe
3asiBKa
TesnerpadHbIi 3anpoc, HallQMUHAHKE

cable of request
application
cable-reminder

E-mail

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

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

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

Spelling

The spellings e-mail and email are both common. Several prominent
journalistic and technical style guides recommend e-mail, and the spelling, email is
also recognized in many dictionaries. In the original RFC neither spelling 4s used; the
service is referred to as mail, and a single piece of electronic mail is called @’message.
The plural form “e-mails” (or emails) is also recognised.

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

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

In society

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

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

In business

E-mail was widely accepted by the business community as the first broad
electronic communication medium and was the first ‘e-revolution” in Business
communication. E-mail is very simple to understand and like postal mail, e-mail
solves two basic problems of communication: logistics and synchronization. LAN
based email is also an emerging form of usage for business. It not only allows the
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business user to download mail when offline, it also provides the small business user
to have multiple users email ID’s with just one email connection.

Much of the business world relies upon communications between people who
are not physically in the same building, area or even country; setting up and
attending an in-person meeting, telephone call, or conference call can be
inconvenient, time-consuming, and costly. E-mail provides a way to exchange
information between two or more people with no set-up costs and that is generally far
less expensive than physical meetings or phone calls.

[Tonp30BaTensiM 3JIEKTPOHHOW MOYTHI HA AHIJIMHMCKOM SI3BIKE CIEAYeT 3HATh,
YTO B DJIEKTPOHHBIX COOOIIEHUSX UCITOIB3YETCs] OOJIBIITOE KOJTUIECTBO COKPANICHUH,
Hanpumep:

ASAP as soon as possible KaK MOXHQ CKopee

BTW by the way MEX Ty, TIpOYrM

FYI for you information JUTSL BALIIETO CBEIECHUS

RSVP respondez s’il vous plait (ppanit.) | mGxKaityiicTa, OTBEThTE

-2) smile yibIOKa

-( frown CABUHYThIE OpOBU
BbIpa)KEHUE HEJOBOJILCTBA

Mon Monday [MOHEIETbHUK

[Tosb3ysICh BJIIEKTPOHHOW MOYTOMW, YAUTHIBANTE CIECAYIOIINE PEKOMEHIAIMHN:

1. CBoeBpeMeHHO OTBeYANTE HA Bce MoayuYeHHbIe coodmenns (Respond to
all personal messages premptly)
Jaxxe ecniu Bam He4er@~OFBETHTH IO CYIIECTBY, MPOCTO HAIMMUIIKUTE, YTO BbI
MOJTYYMJIN OTHpaBIIEHHOE coo0mieHne (Message), HarpuMmep:

Thank you for your message. | will get to you ASAP.
Cnacubo 3a Baute cooowenue. A cesicyco 6 Bamu 6 bnudicatiuiee epemsi.

Thank yau for your suggestion. I am thinking about it.
Cnacu60 Ba saute npeonodicerue. ;1 060ymviearo e2o.

2./ByAbTe 0CTOPOKHBI HACUET PacChbUIKM JHYHBIX coodmennii (Be careful
about forwarding personal messages)
[Tomaute 0 TOM, 4YTO MonyueHHoe Bamu coobiienue Obu1o aapecoBaHo Bam
muyHo. [lpexxnme dyem mepecnaTh €ro KOMy-In0o, MOAyMaiTe, OomoOpws OBl 3TO
OTIPABUTEIH JAHHOTO COOOIICHMS.

3. IlpoBepsiiTe HANHCAHHBbIE COOOLIEHHUSI, MpeXkKIAe YeM OTHPABJATH HX
(Check outgoing messages before posting them)
OcoOennoctu 3JI€KTpOHHOI71 IMOYTBI COCTOAT B TOM, 4YTO, HA’XKaB HAa HKOHKY
(ornpaBuTh), BaM yke HeIb3s OTMEHHUTh 3Ty KOMaHy, YTOOBI YTO-JTMO0 UCIIPABUTb.
HOBTOMy HY’>KHO BHHUMATCIIbBHO BBIYHUTATb TCKCT COO6IH€HI/I}I, npexac 49em €ro
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OTIIPABJIATS.

4. HUcnoan3yiiTe cTpoky «Tema coodomenusi» (Use the subject line to indicate

the topic)

VYka3zaHue TeMbl COOOIIEHUs 0COOEHHO BaXKHO, Korja Bbl 0OMEHHMBaeTeCh ¢
HMapTHEPOM IO OW3HECY IENbIM psoM cooOrieHui. B atom cinydae Hu Bam, HE
Bariemy naptHepy He HNPUAECTCSA MCKATh HY)KHOE COOOIIEHUE CPEAr MHOTHX APYTHUX.
DTO TakKe IOMOTAeT BBIACPKUBATh KPATKOCTh M CXKATOCTh IPU HAIHCAHUU
COOOIIICHM S, HAPUMED:

Subject: Board meeting Tema: 3acenanmne CoBera

The next board meeting will be held on | Cnenyroriee 3acelaHue coBeTa

Thursday at 10:30 am. cocroutcs B yetBepr B 10'wac. 30 muH.

Please confirm your participation. [Tosxanyiicra, MOJITBEPANTE CBOC
ydacTue.

Thank you. bnaronapro Bac.

J. Morgan, JIx. Mopras,

Secretary CEKpeTaph

5. He 3ioynorpebJsiite pa3roBopHbiMH\ dpazamMu B Hayajle W KOHIeE
cooomenus (Do not overuse conversatianal openings and closings)
HecMoTpst Ha TO, YTO SI3BIK DJEKTPOHHON MOYTHI — 3TO THOpUI Ppa3 yCTHOU
peud W TPEJIOKEHUW TUCbMEHHOM (Jpeud, HEeOoOXOAMMO YYyBCTBO MEphl B
yNOTPEOJICHUH HENPUHYXIACHHBIX MPUBETCTBUI U 3aKIOYUTENbHBIX (pa3. B
AJIEKTPOHHBIX COOOIIEHUSX MOXKH@|BOQOIE 00OWTHCH 0€3 HUX (CM. MPEAbLAYIIUMA
pUMEp, T/I€ OTCYTCTBYIOT (POPMYIThI 0OpaIICHUS ¥ MPOIIAHUS).

6. ByabTe BeKJMBBHI) \HPH BbIPAKEHUN <«1eJOBBIX» mpocbd (Express
“pbusiness” requests politely)

Wwmetite B BUIy, 9TO Aake B OM3HEC-KOMMYHHKAIIUU CTUJIb DJICKTPOHHBIX
CcOOOIIEHUN — CKQPEE HENPUHYKICHHBIM WJIM HEUTPAIbHBIA, 4YeM O(UIHAILHO-
JIeJIOBOM. ITO TIO3BOJISIET YCTAHABIMBATH U MOJAEPKUBATH JAPYKECKUE OTHOILICHUS
JIOSIM C pagHBIM CcOUMANIbHBIM cTarycoM. OAHAKO B ciy4yae, €CJlu, Hampumep,
CTylIeHT AMIW  MOJYMHEHHBIM  HampaBisieT  mpocedy  1podeccopy WU
aIMUHECTPATOPY, HENMPUHYKACHHBIN CTUIb HEYMECTEH. 37eCh CKOpee HeoOXOauM
HeHTpaiBHBIN WK OQHIIHATIbHO-IEJI0BON CTUIb. UTOOBI

(1) n36exaTh HaBI3YMBOCTH,
(2) nath mosydaresro BO3MOKHOCTh BEIOOpA,
(3) co3narh y Hero 0IaroNpUsATHOE BIICUYATIICHHUE.

7. Ucnoab3yiiTe o0meynoTrpeduTeabHble cokpamenust (Learn common
abbreviations)
MHorue TepMUHBI U BBIPQXKEHUS COKPAIIAIOTCS B 3JIEKTPOHHBIX COOOLICHUSIX.
Crucok cokpamieHuid 1ocTaTtoyHo Oousblioi. ['maBHOe, uyTOOBI aapecaT moHsu Bac.
JlommyckaeTcst HabupaTh TeKCT cooOmIeHus 0e3 3arjaBHbIX OYKB, OMYyCKaTh apTUKIIN U
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BcrioMoraTtesibHble Tarojibl. OpHako, ecnd Bam aHrmmiickuii (B 4aCTHOCTH,
rpaMMaTHKa) «XpoMaeTy», Jydllle H30erarb 3TOTrO W IOJb30BaThCA CTaHAAPTHBIM,
MOJIHBIM TeKCTOM. CpaBHUTE JIBa BUA OJTHOTO M TOTO JK€ COOOIICHUS:

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

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

E-mail style: Read yr message re john’s pres. will try to read his paper

ASAP and return it to yr mailbox. Thanx again.

Exercises:

Formal or informal?

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

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

Formal
and

Neutral/
Standard
Is

Informal

This is the style of an old-fashioned letter. Ideas are presented
politely and carefully, there ismuch use of fixed expressions and long
words. The language is impersonal. Grammar and punctuation are
important. This style is.not'common in emails, but you can find it if the
subject matter is serigUs (for example a complaint).

This is the most*common style in professional/work emails. The
writer and reader jare both busy, so the language is simple, clear and
direct. Sentences are short and there is use of contractions (I’ve for 1
have etc.). \The language is more personal. However, the style is not
similar tojspeech - it is too direct.

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

Informal Neutral/Formal

N =

What do you need? ...d... a) With regard to ... (or With reference to)
Thanks for the email of 12 Feb. b) | can assure you that...

3. Sorry, | can’t make it. ... c) We note from our records that you have

ook

not...

I’m sorry to tell you that... ... d) Please let us know your requirements.
| promise e) | was wondering if you could ...
Could you ...7.... f)  We would like to remind you that...
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7. You haven’t... ... g) | look forward to meeting you next week.

8. Don't forget... ... h)  Thank you for your email received 12
February.

9. Ineedto...... 1) lam afraid | will not be able to attend.

10. Shall I..2... J)  Would you like me to ... ?

11. But.../Also .../So... k) 1 would be grateful if you could ...

12. Please could you... ... I)  Please accept our apologies for ...

13. I’msorry for... ... m) It is necessary for me to ...

14, Re....... n) We regret to advise you that...

15. See you next week. .. 0) However ... /In addition ... / Thergfore ...

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

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

Email 1

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

Sorry I can’tmake it ON Friday...........cocee LA i

Email 2

Thank you for your email ‘ef\25 January where you requested assistance on how to
order on-line. It is necessary for me to know your a/c number before | can deal with
this. 1 would be grateful if you could also provide details of which version of
WINCAOWS YOU @FE USING . ..« e vetetet it et et ee et et et e e e e e eae eaeee e e aaenaenes

Email 3

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

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

Box A Box B

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

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

4 further 9 possess 14 reserve d) book (v) 1) give  n) needs (n)
5 inform 10 provide 15 verify e) check/prove j) have 0) tell

lk.2...3...4...5..6...7..8..9..10.. 11... 12....13..... 14..,..15.....

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

Missing words and abbreviations

4. Read the information below. Then match the sentences (a-1) to their
descriptions.

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

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

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

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

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

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

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

g) Just read (the) email about relocation.

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

1) (Are you) coming with us on Friday?

J) (1) hope you’re well.

k) (It’s a) pity we missed you yesterday,

[) Next week (would be) better than this
week.
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5. Put the missing words back into the email below.

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

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

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

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

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

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

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

1. i.e. (id est).... a) | am going to give.an example.

2. e.g. (exempli gratia)... b) |am going to explain what | mean using different
words.

3. NB (nota bene)..... ¢) |am adding’seme information at the end that |
forgot.

4. PS (postscript)..... d) 1 want you to give special attention to this next point.

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

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

1. using a letterto'stand for a sound (‘c’ = see)

2. making a shortform of a common word (“yr’ = your)

3. writing\thefirst letters of a well-known phrase (‘asap’ = as soon as possible).

Emaild

Subject: Yr order ref no KD654

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

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

news about yr interview. Hv 2 work now.

CU, Jane.

Subject: Options for Tech Help

Email 3

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

Bw, Alan.

Opening and closing

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

Beginnings ...

... Endings

. (I am writing with regard to your {ecent
email. We regret to inform you_that there
are no double rooms available, for the
nights you require. ...C....

a)

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

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

b)

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

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

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

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

d)

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

. (I am mailing this via the ‘Contact Us’
link on your website. 1I’d like to know a
few more details about the anti-virus

software that's listed on the site.

e)

It really is great news, and 1I’m sure
that it's only the beginning of our
work in the French market.
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6. [l am writing with reference to our order|f) [Please deal with this matter urgently.
number GH67. The goods arrived this| |l expect a reply from you by
morning, but you only sent 200 pieces| [tomorrow morning at the latest.
instead of the 300 that we ordered....
7.|Yes! Great! I’d love to come to the|g) [Thanks again for the gift, and give
party... my regards to your family.

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

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

1. The computer network will be shut down for maintenance¢ Beg/End Neut/Inf
at 5 pm on Thursday.

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

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

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

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

6. | hope that everything is okay, butido not hesitate to Beg/End Neut/Inf

contact me if you need any clarificatien.
7. Please find attached my report\as promised in Friday’s Beg/End Neut/Inf

meeting.

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

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

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

Complaints

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

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

entitled/replacement matter/inconvenience purchased/standard

Refund/further terms/treatment unless/cancel

1. lamwriting in with the negative of a member of your staff.

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

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

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

5. | am writing to draw your toa In your customer services section.

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

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

8. I believe that | am to an immediate

9. | amwriting to express my strong  with the goods 4 this morning.

10. I receive the goods by the end of this weeKl-will have no choice but to

my order.

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

12. linsist on a full , otherwise | will he.forced to take the matter

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

1. To write in connection( with 6. to be below the expected st................ d
sth.
2. toneedsth.ur.....y 7. to complain in the strongest possible te....s
3. totake the matter fu......... r 8. toexpressstrong diS ......cccccceevveeninne ion
with sth.
4. todemand.afulbre....d 9. todemand an immediate repl .................. t
5. todraw.shk’s at........ n to sth. 10. to cause sb. considerableinc................ e

¥23Linking words and phrases are used in complaints to explain your case
clearly-and carefully. Complete the table with the words/phrases from the box.

Above all As a result  Even though Finally Firstly Furthermore
However Inaddition Inconclusion Infact Inparticular Inreality In
spite of the fact  that

Nevertheless  Taking everything into consideration  Therefore

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

Giving the consequence (like so): D /.
Giving the most important example: B e /.,
Saying what the real situation is: T e, /.,
Introducing the final paragraph: 8 /.,

13. Underline the most appropriate words or phrases in the email.
I am writing to complain about the poor service we have received from your
company.
WFirstly/Therefore, the goods you sent were not the ones that we ordered. Qur order
dated 16 September clearly stated that we wanted 1,000 t-shirts.\ @ In
particular/However, we only received 800.
®)Nevertheless/Furthermore, we asked you to print our company logo in the top left
corner of the shirts and you have printed it in the centre.
To make matters worse, your staff were very unhelpful when'| called. “’Even
though/Above all, no-one took responsibility to sort out the problem -1 was simply
passed from person to person. ®In fact/In addition, after ‘80 minutes | gave up in
frustration and ended the call.
The whole matter was treated by your staff as though it was completely unimportant,
©) In spite of the fact that/therefore we have been‘yalr customers for more than five
years. ) In particular/As a result, we are considering stopping all future business
with your company.
®) Taking everything into consideration/fh reality, we must insist on an immediate
replacement order, to reach here within 24"working days, at no cost to ourselves.

Unit IV
YerpoiicTBo Ha padorty (Job application)

Ilaxem 0okymefimos 011 nooauu 3an6ieHus Ha pabomy

B BennkoOpuranuu u B Coemunennoix Illtatrax Bsl  moceutaere
MOTEHLHAILHOMY” pab0TOIaTeNI0 MAKET JOKYMEHTOB MJisl YCTpPOWCTBa Ha paboTy.
CocTtaB >THX YIOKYMEHTOB HE 3aBUCUT OT TOr0, oOpaniaerech 1 Bbl 10 cOOCTBEHHOI
MHUILMTUBE \WUIIU 10 KOHKYPCY Ha 3aMELICHUE BAKAHTHON JOJDKHOCTH.

[TakeT TOKYMEHTOB JOJDKEH COAEPKATH:

- ‘COIIPOBOIUTEIBHOE ITUCHMO,

- Bauie pestome,

- JaHHbIE O TIOPYYMTEISAX, PEKOMEHAATEIbHbIE IIMCbMa M, BO3MOXKHO,
cepTu(UKaThI.

[Tpu moAroTOBKE BAIIETO MaKeTa JOKYMEHTOB YOEIUTECh, UTO BCE TOKYMEHTHI
oopMIIEHBI €TMHOOOPA3HO.

PacrieyarpiBaiiTe BCce MOKYMEHTHI Ha OAMHAKOBOW OyMare M HaWauTe BpeMms
caenaTth konuu Bamux cepTudukaToB Ha 3TOM ke Oymare.
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Paznoxxure Bammm 1oKkyMeHTBI, HApuMep, 10 TUITY MPHQTa U €ro pa3Mepy, 1Mo
pasMETKe CTPaHUWI] M IIalKe JIOKYMEHTOB. Bce 3TM mapaMeTpbl TOJKHBI OBITh
OJTMHAKOBBIMH.

be3 pestome u compoBoauTenbHOro muchma (cover letter), Bac mpocto He
npuriacaT Ha codecemoanue (interview) ¢ paboromarenem (employer), a uMeHHO
OHO W SIBISICTCS TOCJICTHUM 3TalioM B Tpoliecce OWU3HEC-KOMMYHHKAIUU TEpe]
MOJYYCHHUEM JKEJIaeMOTo MecTa paboThl.

B »ToM pasgene mpeiCTaBIICHBI Pa3IHYHBIC THIIBI AHTJIO-aMEPUKAHCKOTO
pe3toMe, OCHOBHBIC TPEOOBAHMSI K UX COCTABIICHUIO, a TAKXKE MX Pa3jIMYHbIC BHJIBI B
3aBUCUMOCTH OT II€JIe 1 0COOCHHOCTEH TPY0YCTPOMCTBRA.

Jlis Hayama IO3HAaKOMBTECh C HaumOOJIee THUIMYHBIMUA OIIMOKAMY IPU
COCTaBJICHUH PE3IOME!

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

1. Too long (preferred length is one page).
Cruwkxom OnuHHOe npeodiodcerue (npeonoumumeibHbli_ 00vbeMm pestome — 00HA
cmpanuya).

2. Disorganized — information is scatted around the'page — hard to follow.
IInoxo npooymano (ungopmayus pazbpocana. no- cmpanuye, Ymo 3ampyousem
Cneoums 3a ee U3JI0AHCeHUueMm,).

3. Poorly typed and printed — hard to read > looks unprofessional.
IInoxo Ha6paH0 u pacnedamano. Taxoe pesrome miAaoicelo dumamos, U OHO
8b121510UM HENPODeCCUOHATILHO.

4. Overwritten — long paragraphs and sentences — takes too long to say too little.
Ilepebop ¢ onunou abzayes\iw’'npeonoxceruii. CIukom MHO20 8pemMeHU YX00um
Ha mo, 4moowvl cKa3anis CAUUKOM MAo.

5. Too sparse — gives-only bare essentials of dates and job titles.
Cruwkom manoHanucano, Oamsl 1udb 0amul U 3aHumMaemvle 00JHCHOCMU.

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

He _apuenmuposano na npedcmasnenue pe3yabmamos. He e6uono, umo

KOHKPEmMHO 00CMUSHYMO NPEemMeHOeHMOM Ha OAHHOE MeCmO.

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

Cruwrxom MHO20 HeHYdCcHbIX Oemaneu. Hem neobxodumocmu coobwame ceou

pocm, 8ec, NoJl, COCMosiHUe 300P08bsL U CeMelHoe NON0NHCEHUE.

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

Owubrku 6 opgoepaguu, oneuamxu, ciaboe 3uanue epammamuxu. Pezome

00DICHO Obimb KaK Cﬂedyem 6bIHUMAHO U NPOBEPEHO U JIUULL nNOCIE I3MOcOo
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pacnedamaHo u omnpaesjileHo no nouvme.

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

Cruwxkom MHo20 ycepous. BoiuypHultl wpugm c sunvemxamu, pomozpaguu u

JK3omu4decKkoe KaHyelspcKkoe O(ﬁOPMJZeHue AU omenekarom om ACHO2O

USTIOJNCEHUAL.

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

Hanpaesneno ne no aopecy. Mnoeue pesztome nocmynaiom pabomooamento 6e3

8CAKOU eocmpe506aHH00mu C €20 CMOPOHbL U HE UMENT NPAMO2O ORIHOUEHUS K

OanHoU opecaHusayuu. Conpoeodumeﬂbnble AUCOMA  NOMO2GIOmM® uzbedcamso

Mmaxkou cumyayuu.

Ecnu Bamemy paboroaarento moHpaButcs Baie conp@BOAUTENbHOE THCHMO,
TO OH TIpoudtactT W Bame pesome. Bame pespme) Hapsaany ¢ Bamum
CONPOBOAMTENIBHBIM IIMCBMOM — 3TO €JUHCTBEHHBIE/IOKYMEHTHI, COCTABIICHHBIE
Bamu, no kxoropeim Bamr paboromarens cocTaBisieT INepBoe BredarieHue o Bac.
TospKO HA OCHOBAaHMM 3THUX JOKYMEHTOB OH PEIIAECT, TIpUIVIACUTh Bac Ha MHTEPBBIO
win Her. CnenoBarenbHO, Bbl nOmKHBI 0QAYMaTh 3apaHee, Kak Bbl xorute
OpeICTaBUTh ce0s1 B NpoPecCHOHANbHOMY M JuyHOM IulaHe. [lombiTaiiTech
NpeICTaBUTh Bald NpodeccCHOHANbHbIE W JIMYHBIE KauyecTBa HauOoiee
OJIaroNpUsITHO U MPABIUBO.

Hcxoaute u3 peanbHbix pakTor. HazoBute Bamm npodeccronanbHbie U TNYHBIE
Ka4eCTBa, KOTOPhIE UMEIOT OTHAOLIICHUE UMEHHO K 3TOW BaKaHCHMU:

- [Touemy Bl siBnisieTech M icaibHBIM KaHAUAATOM HA 3TO MECTO?

- [louemy naHHast opraHm3aIus 10JDKHA IPUHATH Ha paboTy nMeHHO Bac?

- Kakue y Bac np@umyniectBa nepea IpyruMu KaHaugaTaMmu?

- Uto Bl MOKETE TIpeJIOKUTH pab0OTONATEIIO?

- Yero Bol yoke mocturin? Cmosxete 11 Bl cipaBUTHCSI ¢ HOBOM JTIOJAKHOCTHIO?

OTH BOIIPOCHI JOJIKHBI ObITb B Baieii rojioBe mocTOSSHHO - OT HaIlMCaHMS
COIIPOBOIUTCIIBHOTO IMTMChbMA N PC3TOMC /10 MHTCPBBIO.

Hocne Toro xkak Bel MMOJIYy4YHnJIN I/IH(bOpMaHI/IIO 0 OOJDKHOCTH MU OpraHU3allvu,
BbI MOXXeTe HaUMHATBL COCTABIATH Baiie PE3IOME.

Pazauuusi MeKIy aHIJIO-aMePUKAHCKHM U 3aMaHOeBPONelicKuM pe3oMe

B OpuranckoM aHrimiickoM pe3toMe HasbiBaetcs Curriculum Vitae (CV), B
aMEpPHKAHCKOM aHTIMHCKOM —I€SUME wiu resume.

Paznuune MEXAy aHIJI0-aMEPUKAHCKUM M 3amaIHOCBPOINCHCKUM pPE3IoMe
COCTOUT B TOM, YTO aHIJIO-aMEPUKAHCKOE PE3IOME COACPKHUT MEHbIIE JINYHOM
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unpopmanmu. B BenukoOputanun um B CHIA Oosbliioe BHUMaHUE YAENSETCS
NPHUHIKITY paBHBIX Bo3MokHOCTel (equal opportunity policy). Hanpumep, mnpexie
Bcero B CIIA, x AOKyMEeHTaM IO YCTPOHCTBY Ha pabOTy HE MPUKIAABIBAIOT
dororpaduu, dYTOOBI HCKIIOYUTH BO3MOXHOCTH JUCKpUMHUHAIMM. Taike He
COOOLIAIOT O CEeMEHHOM IOJIOKEHUH, BEPOUCIIOBEAAHUU, O POAUTENAX (BKIIOUYas
npodeccuto). Ecnu mpeTeHAeHT CYMTaeT, 4YTO €ro BO3pacT M HalMOHAJIbHAas
HPUHAAJIKHOCTh MOTYT MPEACTAaBUThH €r0 B HEBBITOJHOM CBETE, TO OH MOXKET UX He
yKa3bIBaTh. B aHMIHIICKOM pe3toMe He YKA3bIBAIOT JaTy M HE CTABSAT MOIIHCh.

JlanpHenmee — pa3auMyue — Kacaercs — pPEKOMEHJATENbHbIX  IhcemM. B
BenukoOpurtannu u B CIHIA pekomennatensHbie muchMa (testimonials) ve sBisitorcst
00s13aTeNTbHBIM KOMITIOHEHTOM TaKeTa MOKyMEHTOB. Ecnu paboromatenh BakHOE
JWIO WK Yy Bac oTIM4HBIE peKOMEHAANNH, HX BCE XKE LEIeCO00Pa3HO.JIPAIIOKHUT.
Kak npaBuito, yka3eIBarOT JIBYX-TPEX YEIIOBEK, KOTOPhIE MOTYT JaTh.pPEKOMEHIAIIHIO.
B OpuraHckoM aHTIHMIICKOM MX Has3biBalOT referees, B amepukanckom — references.
JIuna, KOTOpble TOTOBHI N1aTh BaM pexoMeHAanuio, JOJKHBL ‘OBITH 00s3aTEIBHO
NpeaynpexaeHbl 3apaHee, TaKk Kak padoTojaTellb 4acTo ISHCTBUTENBHO C HUMH
cBsi3bIBaeTcsl! XOpolnii BapuaHT, KOTOPBIM Bce Yalle UCIoIb3yeTCsl, 3TO MOMETKA B
pestome: References available upon request (=IIpedocrarimto pekOMEHIAIMK IO
TpeOOBaHUIO).

Kak npaBuiio, B aHI/10-aMepUKAHCKOM pesiome Bul He Halinere:
- (hoTorpadun

- IaThl U MecTa poxkaeHus (yka3biBaeTes B BE)
- yka3aHus Bo3pacra (ykasbiBaercsd B BE)

- CBEZICHUHN O POAUTENAX

- yKa3aHHs CEMEHHOr0 MOJI0RCHUS

- STHUYECKOTO MPOUCXOKACHUS

- BEpOUCIIOBEIaHUs

- HalmoHaIbHOCTH (yKa3biBaeTcs B BE)

- OT3bIBA C MIPEKHETO MeCTa pabOTHI

- yKa3aHuA XKeflaeMoil 3apab0THOI MIaThl

- TaThl ¥ TOATIHCH

Tunsl pesrome
(CYIEecTBYET TPU TUIIA AHTII0-aMEPUKAHCKOTO PE3IOME:
</Chronological CV (mmu Reverse Chronological CV)
- Functional CV
- Customized CV (raxke HaspiBaetcs Combination CV)

(Reverse) Chronological CV

B Chronological CV, tpaaguiinoHHOM THIIE pe3ioMe, TePEeUUCIIIOTCS JTHIHBIC
JaHHBIE COMCKATENs, ero 0Opa3oBaHKe W MecTa pabOThl, a TAK)KE €ro JTOCTHIKCHHS.
Bce 6onee monynspaeiM ctaHoButes reverse chronological CV, kotopoe HaunHaeTcst
C yKa3aHWs HACTOAIIEr0 MecTa paboThl M TMPOJODKACTCA B 0OpaTHOM
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XPOHOJIOTHYECKOM TMOPSAKE. DTOT THIT PE3OME MOYKHO IMOPEKOMEHIOBATH YiKE
HEMOJIO/IBIM COUCKATeNsIM. 371eCh TJIABHOC BHHMAHHUE YJCNSCTCS OIBITY PaOOTHI.
Chronological CV ocobenno momoiiger I Te€X, y KOro He ObUIO MEpPEPHIBOB B
pabote

Functional CV

Otor TUn pe3tome mnosBuiics B 70-e m 80-e rompl. OaHAKo, HEKOTOpHIE
paboromarenu B 3amanHod EBpome Bce eme OTHOCATCA K HEMY CKENTHUYECKH.
Functional CV npeacrasisier co00ii HE XPOHOJIOIHUYECKYIO ITOCIIEI0BATEILHOCTD, a
BUJIBI TPYAOBOM JESITENbHOCTH KaHAWAATa. 3JE€Ch IJIABHOE BHUMAHUE YJIEISETCS
KBaIUPUKaUU U paboTe TPyAOYyCTpaMBAIOLIErocs. DTOT TUI PE3IOME IMOHOUIET,
ecid ObUTM  ciaydan Tpo¢ecCHOHAIbHOW IepeopueHTalnN/IepeKBATUuKanuy,
CMEHBI MecTa padOThl WM TMepepbiBa B padboTe (KOTOpble MOTIH OBITH BHI3BAHBI
nmoTepeir  pabOThl, CEMEHHBIMH OOCTOATEIHLCTBAMH, OOJE3HBI), TBOPYECKUM
otmmyckom). Hanpumep, npodeccuonanbHas neATEIbHOCTh KaHAUAATa MOXKET OBITH
pa3buTa Ha TpyIIbL, o3ariaBieHHBIe Marketing, business\:management, sales.
TpynoycrpauBaronuiicss mepedyuciseT CBOM NPOPECCHOHAMABHBIE YCIEXH B 3THUX
o0JacTsX.

Tperuii Tun pesrome, Customized uau Combination CV, cosmerniaer B cebe
npusHaku chronological u functional CV u moatomy HasbiBaeTcs Takke Chrono-
functional CV. 3mece B XpOHOJOTHYCEKOM  MOPSAKE  TEPEUUCIISICTCS
npodecCOHabHAs JEATCIBHOCTh COUCKATENsi M OMHUCHIBAIOTCS €ro YCIEeXH B
pa3IMYHBIX O0JIACTAX. DTOT THUIT PE3IOME IIOJONACT UMEIOIIUM COJIUIAHBIN OMBIT U
KEJIAIOIIMM BBIJICIUTh CBOM 0COOBIE YCIEXH U TaJaHTHI.

Bbl  nomKHBI OCHOBaTEbHO O00JayMaTh M PEIIMThb, KAaKOW THUIT PE3IOME
MoAX0oAUT MMEHHO Bam. Bailie) pemieHne JO0MKHO 3aBUCETh OT TOrO, ¢ MOMOIIBIO
KAaKOTO THIIa PE3fOME BBI (MOKETE HAMIIYYIIUM OOpa3oM MpoJaTh HAa PBIHKE TPyaa
BaIlli CITIOCOOHOCTH M KBATM(UKAITHIO.

Crpyxzypa Curriculum Vitae
JInunbie mannbie (Personal Details)

B~aurio-aMeprkaHCKOM pe3loMe, KaK U 3armagHOEBPOIEHCKOM, MPUBOIATCS
JUYHBIC W TpoQeCcCHOHANIbHBIE JaHHBIC KaHAWIaTa Ha JIOJDKHOCTh. Bce ke
HEKOTOpBbIC JIMYHBIC JIaHHBIe, Tnpexae Bcero B CoenmHeHHbix — IllTaTax,
HeoOs13aTebHbl. MOKHO HE YKa3bIBaTh BO3PACT, ATy M MECTO POXKJICHUS, CBEICHUS
O POIUTENIAX, CEMEHHOE IIOJIOKCHHWEe, TPaXIAHCTBO, NPOUCXOXKJICHUE W
BeponcnoBenanne. Dortorpadus Takke He 00s13aTeIbHA.

Personal Details JInuHbIe TaHHBIE

name (first name and last name) Wmst (umst 1 haMusust)

date of birth Jlata poxxacHust (MOKET OIyCKaThCSA B
aAMEPHUKAHCKOM PE3IoMe)

46




address Anpec

telephone number Tenedon (¢ MeXITyHAPOIHBIM KOJIOM)
fax number daxc

E-mail address E-mail

Ipodeccuonanvubie nean (Career-/Job Objective)

B amepukaHckux u Bce yaile B OpUTAHCKHX PE3IOME MOXKHO BCTPETHTh YETKOE
ompejnenieHue  NpodeCCHOHANBHBIX — Ielied  KaHmuaara  (career  objective).
Onpenenureck, kK yemy Brl ctpemurecs!

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

OopasoBanne wu mnpodeccuoHaabHble aamable (Education and
Quialifications)

Vkaxure Bamie oOpazoBaHue, Ha3BaHHE \yYCOHOI0O 3aBeleHUs, ITOpoja, AaTy
OKOHYaHMS ¥ MPUCBOEHHYIO YUEHYIO cTeneHb/(c mepeBogoM uimn oobsicHeHuem). O
CBOMX OIEHKaxX CJeayeT YMNOMSIHYTh, FONbKO B TOM Cily4ae, €CIId OHU OYEHb
xoporue. Ecnu y Bac ecTh MHOTOJIETHUMIL OTIBIT pabOThI, HAIPUMEP, PYKOBOSIIETO
paOOTHHKA KPYITHOTO MpEeanpusTHS, \WTorga Bbl MOXETE pacckazaTh o Barem
o0pa3oBaHUM KpaTKO — JAJis Bae. Oosee BakeH Bamr npodeccHoHanbHBIN OIBIT C
npucyuMu eMy ycrnexamu! HejaBHuil BBITYCKHUK y4eOHOTO 3aBEICHNUS, HATIPOTUB,
JOJDKeH Oonee MOIPOOHO), “pacckazaThb O CBOEM 00pa3oBaHUU: IpEaAMETax,
CrelUaIn3alii, TeME SK3AMEHAIMOHHOM PabOThl UM JHCCEPTALIUH.

JlononHutenbHe, HazoBuTe Bamm ocoOble  TOCTWXEHHsS, HalpUMep,
nyOJIMKaluu WK MAatpaabl. YIOMSHUTE O CBOEH AESITENbHOCTH B CBOOOAHOE OT
yueObl Bpemsi.

HNonotHuteanuble HaBbiku (Additional Skills)

[Tepeunicnure Bamm TOMOTHUTENBHBIE HABBIKU.
[Tpumepsr:

Languages (a3sixu)

Written and verbal skills in ... (a13bIk)

Native ... (s3b1K) Speaker

Good/basic knowledge of ... (s13bIk)

Fluentin ... (s3bIK)

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

JInunbie uaTepecsl (personal interests)

Xo006u (hobbies) gacto omyckarorcs B aHriio-amepukaHckux pesme. HMx Bce-
TaKd MOKHO Ha3BaTh, €CJIM ATO MOMOXKET BaM 3aHSTh JTOJKHOCTh, HA KOTOPYIO BbI
MpeTeHayeTe, WK peAcTaBUT Bac B OoJiee BHITOJHOM cBeTe. Bbl MOXeTe mpuBecTH
YIEHCTBO B Kpyxkkax (clubs), mnpodeccroHanbHBIX WM OJIArOTBOPHUTEIbHBIX
obrecTBax (associations) u yrmoMsHyTh IPYTyO HHTEPECHYIO S TEIbHOCTD.

OomecTBeHHas AesaTeabHocTh (EXtracurricular Activities)

CTyneHThl MOTYT JOMOJHUTEIBHO YIOMSHYTH OOIIECTBEHHYIO AEHTCIBHOCTD.
Crona oTHOCHTCS M100ast cepbe3Has BHEAyAMTOPHAs NEATEIbHOCTH, HampuMmep, B
MOJIMTUYECKON, OOIIECTBEHHOM c(pepe UM B CIIOPTE.

Iyoauxamuu (Publications)

Ecau Bel aBTOp MiM coctaBuTenb MyOnuKamuii Bel T0DKHBI yKa3aTh HX.
OcobenHo 310 Kacaercs HayuyHou cdepnl. CooOuiuTe Ha3BaHUE, TOj W3JAHUS U
U3/1aTeJIbCTBO WM Tra3eTy/>KypHall, r/ie Oblia myOJuKaIus:

The Development of Trade Fairs in ‘Duésseldorf, Duesseldorfer Zeitung,
December 1999

IMopyuurenn/JIuna, nawmue, peéxomengamuu (Referees [BE] / [AE]
References)

B aHrio-aMepruKaHCKUX\ JOKYMEHTaX 10 TPYAOYCTPOWCTBY, Kak IPaBHJIO,
OTCYTCTBYIOT CaMH OT3bIBBI\ (PEKOMEHIaIK). BMECTO HHUX MPHUBOISTCSA JTaHHBIC
nopyuureseid. Mo)KHO MQCOBETOBATh HA3BIBATH MOPYUUTENICH Ha AAJTBHEHIIIEM JTare
TPYAOYCTPOMCTBA U AeJaTh MOMETKY B pe3tome: References available upon request.
[TopyuuTteneit HyXHQ-0053aTEIILHO MPEAYNPEAUTh 3apaHee, Tak KaKk aMEepUKaHCKUN
WM aHTJIMACKUR paboToaaTenh 4acTo ISHCTBUTEILHO C HUMU CBSI3bIBaETCs1!

3agapme 1. Ilo3HakombTech ¢ oOpa3suamMm pe3oMe JIsi Pa3JIHYHBIX
npogeccui.
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OO0pa3ubl pe3roMe Uil Pa3JIHUYHBIX Npodeccuid

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

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

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

Professional Experience:

Senior Accountant, Boston Tax Co., Mass.

1995 - 2007

Head of tax department: Supervised 10 junior accountants Implementation of
new accounting software program successfully used in company;-reducing
accounting costs by $ 80.000 annually

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

Education: M.A. in Finances, 1994

Boston University, Bosten,.Mass.
Additional Skills:
Languages:
Excellent written and verbal skills/in Spanish
Computer:
Knowledge of various saftware programs

Further Activities;
“The Tax Society?\New York, N.Y., member since 1994, Vice
President sin¢e’1999

Other interests: Swimming

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

Janet Leigh
2222 Manatee Rd, Boston, Mass. 86534,
Phone: 683-888-222, Fax 683-888-221
E-mail: jleigh@internet.com

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

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

Management and Supervisory Skills:
Head of Tax Department in renowned tax company: Supervision
of 10 junior tax accountants
President of “The Tax Society”, New Yark, N.Y.

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

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

Education
M.A_in Finances, Boston University, 1994

Languages:
Excellent written and verbal skills in Spanish

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

Other Interests:
Swimming

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

Objective:
Summary:

Accounting
Skills:

Management
Skills:

Project
Work:
Work
Experience

Education:
Additional
Skills:
Further
Activities:
Other
Interests:

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

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

Concord, Mass., 1990 - 1995

Head of Tax Department: Supervision of 10 juniortax accountants,

1995 - 2000

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

1995 - 2000 Senior accountant, Boston.Tax Co., Mass. 1990 - 1995

Junior accountant, BBO & Assogiates, Concord, Mass.

M.A. in Finances, Boston University, 1994

Knowledge Excellent writtep*and verbal skills in Spanish of
various software programs

“The Tax Society” \New“York, N.Y.: Member since 1994, Vice
President since. 1999

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

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

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

Experience:
International School Frankfurt, 1991 to date
Teacher of German language and literature for 10 to 18 year.olds
Advisor and counsellor for students and parents
Successfully introduced new bilingual learning programme
Duesseldorf Evening School, 1989 » 4991
Teacher of German language, part-time
Trained foreign adult students in German language
Implementation of language évaluation tests

Education:
MA in German and English (linguistics and literature), 1988,

University

of Calogne, Germany

Studied abroad.for one term in London, 1986
Certificate: “DAF" (German as a foreign language), 1989
Languages:
Mother tongue: German
Excellent knowledge of English

Memberships:
Member ofthe “German Literary Society”, Cologne, since 1987

References:
Available upon request
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IIpumep 5: Reverse Chronological CV: Public Relations Manager (BE)

Joseph Bakker
Kastanienallee 80, D-60345 Frankfurt
Tel.: +49-(0)69-787 787, E-mail: jbak@internet.de

Objective:
A managing position in Public Relations which challenges my
communicational and organisational skills

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

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

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

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

Computer Skills:
Macintosh, Microsoft Office 2000

References:
Available upon request
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IIpumep 6: Reverse Chronological CV: Internship (BE)

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

Objective:

A Summer Internship in the Publishing Industry

Personal Profile:

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

Proofreading and copyediting

German mother tongue, fluent in English, intermediate level
French

Good writer

Computer Skills: Microsoft Word

Education:

Since 1997 - Bonn University: English and New American Theatre Summer
1998 - Drama Summer Course at UCLA, L0s\Angeles, CA

Work Experience:

1999 - Tutor for Evening Courses in,Writing

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

1995 - Military Service

1992 till 1995 - Shop Assistant at P & M Supermarkets, Bonn / Bad
Godesberg
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IIpumep 7: Reverse Chronological Resume: Pediatrician (AE)
Linda Montenario, M.D.
66 Pasadena Street
Bronxville, N.Y. 10701
U.S.A.
LindaMont@internet.com

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

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

Professional Experience

1996-2000:

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

1990-1996:

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

1987-1989:

St. Christopher’s Hospital, New York: Emergency room physician handled
emergency patient care and emergency_VAsits.

Education

1988:

Children’s Hospital, New York\€ity, N.Y.: Pediatric Internship/ Residency
1986:

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

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

Professional Assaciations and Activities
Member of Américan Medical Society
Member aof the’American AIDS Awareness Society

O¢opmiaenue pe3rome

bymaza

Eciu Bwl TpynoycTpauBaeTech B TpaauIlMOHHOW Cdepe, Bbl  10IKHBI
UCII0JIb30BaTh OyMary 0eyioro uim Apyroro HeMTpadbHOTO LBeTa. [[1s pykoBoasiei
JOJDKHOCTH WM B cdepe MNpou3BOJCTBA U CcObITA MPEAMETOB POCKOIIU
PEKOMEHIyeTCsl UCIOJIb30BaTh JOPOryl0 Oymary BbICOKOro kadectBa. Heobxoaumo
TIIATEJIBHO MTOAYMaTh, IEPE TEM KaK OTCTYIUTH OT 3TOro npasuia. Yero Bel xoture
M nobutbea? Kakoe Bneuatienue Bel xoTute octaButh 0 cebe? B onpeneneHHbIX
npodeccusix WIM  CHEUMATbHOCTAX, HAalpuUMep, B  WHHOBAIIMOHHBIX WU
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KPEaTHBHBIX/TBOPUECKUX MPOQECcCcusx, mojavya pe3roMe Ha IBETHOW Oymare Wwid B
npyrom ¢dopmare, Hanpumep, Ha CD-ROMe unu nmo HWHTepHeTy, MOXKET OBITH
MHTEPECHOM AJIbTEPHATUBOM.

Hnuna

O mmHe pe3toMe CyLIECTBYIOT IIPOTHBOIIONIOKHbBIE MHEHUA. OJITHU BBICTYIAIOT
32 MAKCUMAJIbHBIN pa3Mep [0 JIBYX CTPaHHIL, JPYIME PEKOMEHAYIOT OIIMCBHIBAaTh BCE
HaBbIKM MOAPOOHO. OnTUMaibHBIM OyAeT, HECOMHEHHO, TaKOW pa3mep, KOTOPbIH
Bam HeoOxoaum, 4TOOBI MpeACTaBUTh TO, 4TO Bbl MokeTe mpemnoxuth. M3naraiite
sacHO u 1o cyTu. [loctaBbTe cebst Ha MecTo monydarenss U uurtatend. i gurtarens
BAKHEE HE KOPOTKOE WM JUIMHHOE, a SCHOE pE3I0Me, B KOTOPOM \ JIETKO
OpPUEHTHPOBATHCS U KOTOPOE HAMMCaHO TOYHO M yOemutenbHo! Kpazkee'u scHoe
MEPEYUCIICHNE JTOCTIKEHUN MPUHECET OOJbIle MOJB3bI, YeM MOAPOOHOE OMHCaHNe
3aHMMAaEeMOU JTOJKHOCTH!

Opghozcpaghus

HecMoTpst Ha TO, UTO MPAaBWIIBLHOE HAINMCAHUE MOAPA3YMEBAETCS caMO CO0Oi,
paboTofaTesid CHOBA M CHOBAa MOJy4alOT HEOpexHO( COCTABICHHbIE PE3IOME WU
pestome ¢ opdorpadpuueckumMu omuOKamMu. Y cTaHOBUTE MPOBEPKY opdorpaduu Ha
Bamem kommeroTepe wuinm nompocute Bammx, J apy3er  npocMoTpers  Bamm
JTOKYMEHTHI eI1e pas.

daexTponHoe pestome (Electronic/Resume)

OnekTpoHHas 00paboTKa TaHHBIX MTpaeT Bce Oosiee BaXKHYIO POJIb B IPOIecce
TpyROyCcTpoucTBa. Pe3roMe Bce (Hale OTHNPaBISIIOT IO DJJEKTPOHHOW IOYTE H
00pabaThIBAOTCS B OpTraHU3AINd Ha KOMIIBIOTEPE.

VY mHorux ¢upm Ha gOMairHed cTpaHuuke B MIHTepHETE ecTh crenuaibHas
CTpaHUIIa M0 TPYAOYCTPOMEIBY. 3/1eCh TPYAOYCTPAUBAIOIIUNCSA MOXKET yYKa3aTh CBOH
nanHpie B onekTpoHHOW,* ankete (fill-in-the-blank resume) u ormpaBute ee
HETIOCPEICTBEHHO B OpraHm3anmio. [lakeT TOKyMEHTOB MOXHO TaK)Xe OTIIPABUTH I10
AJIEKTPOHHOH TIOYTe W MOTCHIIMATLHOMY pab0TOAATEIIIO.

B CIIIA. opramu3anus mo kitodeBbiM cioBaM (key words) ckanupyet pesrome
U COPTHPYESH UX Ha kommbroTepe. Key words vare Bcero 0003HayaroT KauyecTBa WU
OIIBIT COMCRATENs, KOTOPBIE OPraHM3allUsl XOTeNa Obl BUIETh B PE3IOME HKEIAeMOTO
KaHz#1aTa. Pesrome, KOTOphIe MI0X0 MOIXOMAT JJIsi CKAHUPOBAHUS I HE COIEPIKAT
HEOOXOMMMBIX KIIFOUYEBBIX CJIOB, BOOOIE HE pPAacCMATPUBAIOTCS M OCENAIOT B
AIIEKTPOHHON «KOP3UHE IJIs1 Oymar.

Pe3tome, nooxoosauiee 011 CKAHUPOBAHUA

Pe3toMe MOxkeT ObITh Ha TIEPBOKJIACCHOM Oymare M MpU 3TOM ILIOXO YHUTAThCS
B 3JICKTPOHHOM BHJIE. TakkKe U 3JIEKTPOHHOE PE3IOME MOXKET COJEPKATh KIHOYCBHIC
ClIOBa, HO HE MOAXOAWTH s ckanupoBanus. Kak odopmuts scanner-friendly
pestome?

B scanner-friendly pesioMe M0KHBI OBITH SICHBIE TPAHHUIBI M XOPOIIO
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pas3sIMInNMbIC 3HAKH, TAKHC, YTOOBI KOMIIBIOTCPp CMOI' HX pPacClio3HaTb Ha CTO
ITPOLICHTOB.

bymara v mpudr:

- Ucnonw3yiiTe cBeT/Iy0 Oymary M medyaTaiTe YepHBIMU YEpPHUJIAMU C OJHOMN
CTOPOHBI JIUCTA.

- [leuats qo/mKHA OBITH MAKCUMAIBHO YETKas (1a3epHas evarh).

Tun u pazmep mpugra:

- llpudt gomkeH OBITh YETKUM M Jy4Ylle Bcero Oe3 3aceuek (Hampumep,
Arial).

- OtaenbHble OyKBbI UM 3HAKU HE JOJKHBI CITUBATHCS.

- Uneanbubiit pazmep mpudra 12 nr. Cnepyer uzberats mpudra 10 nT. u
14 nt., MOTOMy YTO CKaHEpy TpYyJIHEE UX MPOUYUTaTh, TaK K€, KaK{U CIelUaJIbHbIE
CHUMBOJIBI.

Pa3mertka:

- U30eraiite  TaOymnsuuw, KapTHHOK, NOJAEPKUBAHMS, BBIJICJICHUS,
TOPU30HTAIBHBIX U BEPTUKAJIBbHBIX JIMHUN, CKOOOK U TaOJuII.

- Crenaiite mpoCTyIO SICHYIO Pa3METKY C IMPOKUMU TOJISIMH.

- BuumarensHO cienute, 9TOOBI TEKCT YOBII CIUIONIHOM, TaK KaK CKAaHEp He
MOKET MPOYHUTATh, HAPUMED, CTOJIOIIHI.

JdnvHa cTpaHMubl M BHEITHU I BU:
- OIHOM-IBYX CTpaHUIL JOCTATOYHO JIJISl BAILLIETO PE3IOME.
- JIokyMeHTBI HE JOJKHBI (ObITh CKPEIICHBI UM CBEPHYTHI.

HNwmsa u aapec:
- IIpuBenure Bamy WiMsl U aapec MO OTAEIBHOCTU M YKAaXKWUTE UX HA KAXKJIOH
NOCJEAYIOIIEH CTpaHMIE.

CoxpaneHus:

- Ilpubsiable cokpamenus, Hanpumep, M.A. wm MBA, pacno3HarTCsA
00JBIIMHETBOM CKaHepoB. HecMOTpst Ha 3T0, peKOMEHIyeTCs H30eraTh COKpaleHui
Y NIACATH\IPI CIIOBA MOJHOCTHIO.

Opdorpadus:
- OOpamaiiTe BHUMaHUE Ha MPABWIbHOE HANKMCAHUE, MOTOMY YTO CKaHep
MOKET HE Pacro3HaTh CIOBO M3-3a OJTHON MaJICHHKOM OITHOKH.

Knrouesvie cnosa (Key Words)

Ecmm Bam wusBectHo, uto Bamm nokymeHThl OymyT oOpabaThiBaThCS Ha
KOMITbIOTEpE, TO BBI JTOJDKHBI BKJIIOYHTH COOTBETCTBYOmue Key words B Barme
pestome. Key words u key phrases - 1o Tak Ha3bIBaeMble KJIIOYCBBIC CJIOBA WU
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MPELJIOKEHUS, Yalle BCEro CYILIECTBUTEIbHBIE WM KOPOTKME MNPEIJIOKEHUS,
KOTOPBIE CKaHEP CIENHANIbHO MIIET B Bamux nokymeHTax. Bel onuceiBaeTe OmbIT,
oOpa3oBaHMe U 3HAHMS, KOTOpPhle OCOOCHHO Ba)KHBI NIl JAHHOW JOJKHOCTH. Bam
MOTYT MPUTOJAUTHCS CIAEAYIOIIUE TPUMEPHI KIIFOUEBBIX CIIOB!

- marketing executive

- MBA

- knowledge of Word and Excel

- good communication skills

Ecnu B Bamem pe3tome ecTh KIIIOU€BBIE CI0BA, KOTOPBIE UILET AaHHAsA QupMma,
T0 y Bac ectp manc, uto Be1OepyT nMeHHO Bac.

MOo3kHO TIOCOBETOBATh TIATEIBHO BHIOMpATh KIIOYEBBIE CIOBA. TaK KaK Bce-
TaKW HeJb3s NPEeNyralaTb HICKOMBIE KIIFOUEBBIE CJIOBA, UMEET CMbICT TOYHO Y3HATH O
npodeccHoHaNbHBIX TAHHBIX U HaBBbIKaX, 00s3aTeNbHBIX B JaHHOU cepe, a TakKe O
TpeboBaHUsIX K BakaHcuu. OAMH W3 BapUAHTOB - 3TO MPOAHAIUZMPOBATH TEKCT
OOBSBIICHUS: KAKHE CJIOBA UCIOJIb3YIOTCS 3/1€Ch?

B Bamewm pesrome Bbl MoxkeTe, HanpumMep, Mociie yKa3aHus UMEHHU U ajpeca
caenath myHKT key-word summary, T.e. CIHCOK KJIIOMEBBIX CJIOB, MEPCUUCIIUTH
COOCTBEHHbIC HABBIKU U 3HAHMUSI.

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

Auf der Schanze 28

60256 Frankfurt am Main

Germany

Phone: +49 (0) 69 238 4574

E-mail: jmueller@internet.de

Objective

A position in Computer Pregramming in the U.S.

Key Word Summary

Computer Programmetywith three years of experience in office settings.
Precise, accuratgand highly motivated. Good time management, implementation of
diverse projects:\Excellent degree in Computer Science.

Hardware

Compag, Apple Plus Il, IBM 678, 386

Software

Cobol I-111, Pascal, Basic, D++, BGH

Career History

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

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

Abitur (Final School Examination comparable to High School

Diploma), Goethe-Gymnasium, Frankfurt, 1989

Further Activities

Member of the German Internet Society

Baoicnennuasn nexcuxka k meme «Pezrome

achievements

YCIIEXu, JOCTHKCHUSA

additional skills

JOITIOJIHUTCIBbHBIC HABBIKK

applicant KaHJIUJIAT, COMCKATEIb

association o0BbeTMHEHHEe, KOPIIOpaIHs

business Oun3Hec, KoMMepyuecKast e TEIbHOCTD
career objective npohecCHOHATBLHBIC ‘UesH

citizenship I'PaXX1aHCTBO

Curriculum Vitae (BE), resume, résumé | pesrome

(AE)

department oTzen

documents in support of an application

nakeT\JIOKyMEHTOB ISl YCTPOKMCTBa Ha
pabeTy

education o6pa3oBanue

electronic resume AJIIEKTPOHHOE PE3IOME

email E-mail (anextpoHHas moura)
equal opportunity policy IIPUHIIAIT PABHBIX BO3MOXHOCTEH
experience OIIBIT

extracurricular activities

BHEy4eOHas (BHEAY IUTOPHAS
JEATEIIbHOCTD )

internship CTaKHPOBKA, MPAKTHKA

key words KJIIOYCBBIC CJI0BA

key word summary CIIMCOK KJTFOUEBBIX CJIOB
knowledge 3HAHMS

language SI3BIK

link cceuika (B MHTEpHETE)
membership YJICHCTBO

military service BOCHHAs CITy)KOa

nationality HAI[MOHAJIbHOCTD, IPAKIAHCTBO

occupation, job

npodeccus

personal details

JINYHBIC JaHHBIC

personal profile

npodecCuoHaNbHBIE TAHHBIS

position

JOJIZKHOCTB, MECTO

publication

yOJIUKaIUSI

qualifications, skills

HpO(i)CCCI/IOHaJIBHBIG JAaHHBIC, HABBIKN
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referees (BE), references (AE) YeJIOBEK, JAIOUIMA  PEKOMEH/AIHIO,
HOPYYHTEIh

to be responsible for OBITh OTBETCTBEHHBIM 32

stamp TIOYTOBAasI MapKa

trade 3aHsTHE, IpodeccHs

unemployed, jobless 0e3pabOoTHBIH

vocational training npodeccuoHanbHasi HOArOTOBKA

vocational, professional, occupational po(heCCHOHATLHBIN

working, employed

paboTaromuii, TPYyA0YCTPOCHHBIIN

writing paper

I1ouyroBas 6YM8,I‘8,

KoHTpobHbIE BONPOCHI U 3aJaHUS
UYro Takoe pe3toMe U B YEM COCTOUT €r0 OCHOBHASI (PYHKIIMS?
B yem pazmawme pestome u CV (Curriculum Vitae)?
Kakue popmatsl pe3rome BaMm U3BECTHBI?
Kakoit dopmar pe3tome 00JbIEe TOIXOMUT JIJIST YEIOBEKdy KOTOPBIA MHOTO JIET
npopaboTaj B OHOU cepe AesTeTbHOCTH?
Kakoii hopmat pesrome moomesn Obl CIEeUATUCTY ¢ HPEPBAHHBIM CTaXKeM?
Kakoii ¢opmar pesrome BbIOpaTh HYETOBEKY;KOTOPOMY HYXHa KOHKpETHAs
paboTa B onpeiesieHHOU upme?
7. B xakoMm mopsike B pe3roMe JODKHBI OBITH PACIION0KEHBI AaThl, OTHOCSIIUECS K
00pa30BaHUIO U OTBITY PAOOTHI?
8. CocraBbTe HanboJIeE MOAXOASAIIMIL I BAC BAPUAHT PE3IOME.

W

A

Unit V
ConpoBomnreanrHoe mucbmo (Cover Letter)

Covering Letter (BE) wmm Cover Letter (AE) - 3T0 mOKyMeHT, KOTOpPBIH
NPHUJIATaeTCs K Pe3IOMe.

Xoporiree, COIPOBOIUTEIHLHOE MUCHMO SBJISIETCS TapaHTHEH Toro, 4to Barmre

pestome npountaiot. Covering letter momkHO OBITH SICHO W KpaTKO HamucaHo (He
6onee ogHOM (eTpanunbl hopmara A4).
He pexkoMeHmyeTcsi TepeBOANTHh COMPOBOAUTENBHOE MHCHMO HA AHTIMHCKUI C
poaHOre “s3eika. Covering letter momkHO oTBeuaTh TPeOOBAHHMSAM CTHIUCTHKH U
BHEHIHEMY BUIY aHTIUHCKOTO AeloBOro muchMa. OHO JOJDKHO OBITH XOPOIIO
chOpMYJIMPOBAHO, & HE Ka3aThCs HECKJIATHBIM TIEPEBOJIOM.

OcHoBHas uHpopMauus

IL1an

ITo cBoeii pazmerke Covering letter moBTopsier OpuTaHCKOE WITM aMEPUKAHCKOE
JIEJI0BOE MTUCHMO.
- Anpec OTHpaBUTENSA, €CIM OH €IIe HE yKa3aH B IIAIKE, yKa3blBaIOT B IPAaBOM
BepxHeM yruty. [lox HuM nara.
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- Huxe, ¢ neBoil CTOPOHBI, YKa3bIBAIOT aJpec MOJydaTeliss, KaKk OH yKa3aH Ha
KoHBepTe. TpeMs cTpokaMu HWKe cieayeT oOparieHue. [lo KemaHWio TEpBYIO
CTPOKY IIepBOTrO ab3ama MOXKHO HaOpaTh € OTCTYIIOM, Ha)XaB Ha KIIABHIILY
TaOyIISAIUHN.

IIpumepHbIH MIaH

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

ABS Recruiting Centre
354 Knightsbridge

London SW1 6ZT GB
JlaTta

Dear Madam or Sir (oOpammenue),
ITepBriit ab3ar11 (BBeieHUE)
Btopoii a63arr (pacckas o cede)
Tpetuit a63air (1MOJAE3HOCTH I PUPMBI)
UeTBepThiii a03all (JIOTOBOPEHHOCTH O JATBLHSUNINX I1arax)
Yours sincerely (popmynupoBka B KOHIEIIHCHMA),
Horct Felke

Horst Felke
Enclosures (mpuioxenmue)

- B koHIe muchMa ABYMA-TPEMs CTPOKAMHU HIKE B MPABOW WIJIM B JIEBOW YacTd
CTPaHUIIBl HMCTOIB3YIOT MPHUHATYIO (DOPMYIHPOBKY C TMOAMHUCHIO YEPHBIMU HITH
cuHuMHU yepHuiaMi  Eciu y Bac pa3bopuunBasi moanuck, To €e OAHON JOCTaTOYHO.

- B neBOM HIKHEM) YIJIy YKa3bIBAlOT coKpaiieHue ENCl wiau muiryT mojgHOCTHEO
cinoBo Enclosures (npunosxenue).

BHeluHUH BU/ CONPOBOINTEIBHOI0 MUCHMA

Tax'9Ke Kak U MpU COCTaBICHUM PE3IOME, IIPU HAITUCAHUU COMPOBOIUTEIHHOTO
nuckma ~(Covering Letter) Bbl g0/mKHBI OOpaTUTh BHHMAaHHE HA HEKOTOPBIC
MOMEHTHI:
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- CocraBnaiite Bame coOnpoBOAUTENBHOE NHCHBMO Ha KOMIIBKOTEPE, €CIIH,
KOHEYHO, CIIEHUaIbHO HE TPEOYETCsl HAMCAHHOTO OT PYKH, U paclieyaTblBaiTe,
VICITIOJIb3YsI YEPHBIE YEPHUIIA.

- Ilocemaiite  Tonbko  opuruHanbl. Kcepoxomust  Oyner  BBITISAETH
Henpo(eCcCUOHAIbHO. JTO MOXET CO3[aTh BIEYaTIEHHE, YTO Bbl moceuiaete
OJIHO U TO K€ COIIPOBOJUTENBHOE MMHUCbMO B HECKOJIBKO (PMPM OJTHOBPEMEHHO.

- Hcnons3yiiTe kauecTBeHHylo Oymary dopmara A4 (90-95 r/m°), mo
BO3MOKHOCTH C BOJSIHBIMHU 3HAKAMH.

- Ucnonb3yiite 1yia Bamiero nmakera JOKkyMeHTOB KOHBEpT A4, 4ToObI HE cruOaTh
Bamm 10KymMeHTHL.

-ConpoBOAUTENBHOE TMHCHMO JOHKHO COOTBETCTBOBATH PE3IOME,HQ CBOEMY
0hOpMIICHUIO.

- Covering Letter momkHO ObITH 0€3 ommOOK. IlompocuTe KOro-HUOYIb,
IIPOYUTATh €r0 Ha TPAMOTHOCTH eIIle pa3?

Oopamenue

Eciu KOHTaKTHOE JIMIIO HEU3BECTHO, TO MUChMO HauMHAIOT cioBamu Dear Sir
wi Dear Sirs. Taxke ynorpedutenbhsl popmbl obparierns Dear Madam umu Dear
Sir or Madam. Eciim uMs KOHTaKTHOTO JIMIla M3BECTHO, MMUCHMO HayuHaroT ¢ Dear
Mr. ...

[lncpkMa K HE3HAKOMBIM >KEHINMHAM¢ HAa BCAKHW ClIydyall HAQYMHAKOT C
HedTpabHON (QopMmbl obparenus: Dear-MSY;, Mrs. ucmonas3yeTcss UCKIIOYUTEIBHO
npyu OOpalieHuu K 3aMyKHUM >KkeHmyHam, MisS - k He3amyxHuM. MS. - 310
HelTpasibHast (opma, KOTOpass MOXKET HCIOJIb30BAThCSA MPU OOpalllEeHUH Kak K
3aMy>XKHUM, TaK M K HE3aMyXHHM' KeHIIHHaM. llucbma K XOpomo 3HaKOMOMY
JIEJI0OBOMY MapTHEPY (MM HagalbHUKY OT/eJa KaapoB!) HAYMHAIOT C 0OpalIeHus 10
umenu (Dear David nan Dear-Karen, etc.). ITociie oOpaiiieHust CTaBUTCS 3amsras, u
cieayromiee 3a Hel clIeBQ ‘Bcerja mnuiercs ¢ 0ombinoit Oykeel. B CIIIA BMecTo
3amsATOM MOXKET CTABHTBCS JBOETOUHE.

Anpec

B anrnfitckom ampece HoMep IoMa BCeTAa MUIIETCS Mepe]] Ha3BaHUEM YIIUIIHL.
AHTIMCKHE \IOMa WHOTJIa UMEIOT COOCTBEHHOE Ha3BaHme 0Oe3 Homepa. [losTomy
BaXHO Ma3BAHUS BCETJa YKa3bIBaTh MOJHOCTHIO. [ToutoBbiid mHaekc (postcode wim
zipcode)Bceraa mureTcss B MOCACIHEH CTpOUKe, B AHIIIMH MOCIE HA3BaHUSA ropojia

(marmpumep, London W1 6YT), B CIIIA - nmocne ropona u mrata (Hampumep, New
York, N.Y. 10010).

Jlara

[Ipyn ykazaHuu AaTbl HY>KHO OOpaTUTh BHUMaHUE HAa TO, YTO aMEpPUKAaHIIbI
YKa3bIBalOT Mecdl nepen aHeM. To, uro Mbl numiem kKak «27 uwoHsg 2000», B
Awmepuke muryT June 27, 2000. To ke TpOUCXOIUT U B KpaTKou hopMe: Mbl MHUIIIEM
«27.06.00», amepukanenr muirer 06/27/00. B OpuTaHCKOM MHCbME MOXKET

62



MCIIOJIb30BaThCS MPUBBIYHASI HaM KpaTkas (hopma mim rpocto 27 June 2000.

Ipunsitas ¢popmyaupoBka (B KOHIIE 1eJIOBOT0 MICHhMA)

- Eciin anpecar Bam He 3HakoM u Bel ncnosnb3oBanu obparnienne Dear Madam
or Sir u T.11., MMCbMO OOBIYHO 3aKaHYMBaeTcs cioBamu Yours faithfully.

- Ecniu Bel oOparanucs k konkpetHomy iy (Dear Mr. Jones), To Ber
3aKaHYMBaeTe MUChbMO ciioBaMu YOUrs sincerely.

- Eciin pedpb mueT o AemoBoM mapTHepe, KoToporo Bel maBHO 3Haere (Wiid O
HaYaJIbHUKE OTJENIa KaJpOB, C KOTOPBIM BBI yXe mapy pa3 TOBOPHIIHU IO TelIe(oHy),
T0 BBI Takke MokeTe 3aKOHYMTH MUChMO ciioBamu Best regards v Kind regards.

| [Tocne 3akI0YUTENbHON (POPMYTUPOBKH CTABUTCS 3aIATasi, 3aTEM MOANHCH.

To, 4To MUIIyT MeXay oOpamieHHeM M 3aKITYHTEIbHOM- (OPMYITUPOBKOA,
3aBUCHT OT THIIAa COIPOBOJMTENIBLHOTO MuchMa. Kak u Be3je,,B @HIJIMICKOM SI3BIKE
CYIIECTBYET JBa THIIA TPYAOYCTPOKWCTBA: TPYAOYCTPOMCTBO IO COOCTBEHHOM
unuiatue (exploratory wmm introductory letter) qu\/TpyaoycTpoicTBO IO
oObsiBiieHuto (response to advertised openings). Jlanee mbl paccMoTpuM 00a THIIA.
OxonuarenbHast popma octaeTcs 3a Bamu.

TpynoycrpoiictBo mo codcrBenHoiD), \viinunuatue (Exploratory or
Introductory Letter)

Yacrs 1:

Tak kak nmucbMa He KAYT, YKC TIEPBOC MNPCATIOKCHHUEC JOPKHO 3aMHTCPECOBATD
ajapecara. Ectb pa3HbIC MPCIFOKCHHA, KOTOPBIC MOI'yT IIPpHBJICYb BHHUMAHHC
AHTJIOA3BIYHOI'O YUTATECIIA:

a) ITncemo HanMeaHO 10 PEKOMCHAAIIWMKY 3HAKOMOTI'O JIMIIA:

Mr. Jones suggested that,I'should make an application...

Hnu:

Mr. Petersomstiggested that | should apply for...

b) Nudopmanvsa o HenaBHEH ACSITENbHOCTH WM IMOCIEIHUX PE3yJbTaTax
I/ICCJ'IGI[OBaHI/Iﬁ {IOTCHOHUAJIBHOT'O pa6OTOI[aTeJ'I$I, Ha OCHOBAaHHMH KOTOPBIX ITOAACTCsA
3as1BJICHUE Q TPYAOYCTPOUCTBE:

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

c¢) Jlnunbiii unu npodeccuoHanbHbIN yerex (myOauKkaius, NpakTuka, padota
10 CIICOUAJIbHOCTH U T.H.), KOTOpBIfI MOXKCET 3aMHTCPCCOBATL YUTAIOIICTO:!

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

d) BapuaHT, KOTOpBII TpeOyeT HEMHOTO CMEJOCTH, - 3TO IOKa3aTh (QUpMe
HEMOCPEACTBEHHYIO BBITOAy OT mpuema Bac Ha paborty:

Here's what | will bring to/ can offer ... (ma3Banue ¢pupmsl) as a... (Ha3BaHHE
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JTOKHOCTH).

Haneimie nepeuucnsaiite! IlogxoauT Takxke W 9 TPYJAOYyCTPOHCTBA IO
0OBSBIICHUIO.

e) Ilocne 3axBaThIBaIOIIErO Hayasa clielyeT OCHOBHAsI MH(OpMAaIus:

Hacrosias uiam nocneaHss 3aHATOCTh UM OKOHYaHHE y4eOHOTO 3aBEACHUS U
CIEHHUAIBHOCTb.

Orta 4yacTh 3aBepliaeTcs 0003HAYeHHEM Kpyra oO0si3aHHOCTEH H  cdepbl
JNEATENbHOCTH:

I am currently employed at...

Wnu:

Presently, | am employed here in Berlin by TeleData as ProductiManager..,
Wnu:

In my last position as Customer Care Advisor | was responsibleifor...

Yacrtp 2:

HonyMaﬁTe, KaKHE€ Ka4ueCTBa Tp€6y}OTCSI JJIs1 BBITIOJTHEHU A YKaBaHHOfI B KOHIIE
HCpBOfI qaCTu pa6OTI>I. ]_IOKa}KI/ITe, qTo y Bac ectb »TH KadueCTBa, MCPpCUUCIIMB CBOU
HpO(I)CCCI/IOHaJIBHBIC JAHHBIC WU HABBLIKH. Bama 3agada - y6CI[I/ITI> pa6OTOILaTeJIH B
Bameit npurogHoctd B mnpodeccHOoHANIBbHOM IUTaHe, B IulaHe oOpa3oBaHUS U B
JINYHOM IU1aHe. B LEJIOM 3TO MOXKET BEITJIAACTE, TaK:

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

Yacrs 3:

COCpCZ[OTO‘IBTCCB Ha'CBOMX ITOJOXKHUTCIIbHBIX CTOPOHAX U HpOHHH}OCTpprﬁTe
X BCEM TEM, YTO Bbui\He YIIOMAHYJIN BO BTOpOﬁ JacTH. 3aKOHYUTE TPETbIO 4YaCTb
yBEpEHUEM, UTe-upMa MOJYyUUT BBITOY OT Baiiero cotpyqnuuecTna:

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

Wnu:

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

Yacrs 4:

Kak u B 11000M pe3rome, B MOCIEAHEH YacTH pedb HJIET O TOM, KaK MOXKHO
CBSI3aThCs C ajpecaToM Wiu Gupmoi (BcTpeda win TesedoH). MOXHO CrpocuTh 00
sToM Hanpsmyio, Harmpumep: Naturally, | would welcome an interview to discuss the
background | have outlined on the enclosed CV.

Nnu:

| realize that as a head of the personnel department your time is limited,
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however, | would appreciate meeting you in person to discuss my application.

Taxke BO3MOKHO:
| am planning a trip to New York next month and | am anxious to talk with you

further about the job vacancy. | will call you during the first week of July to see if we
can set up a mutually convenient meeting time.

VYkaxute Ha Bame pestome, Hanpumep:

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

Tak>xe MOKHO HAaIKUCaTh.
If there is any further information you would find helpful.teward making a
decision regarding my employment, please contact me.

JTa 4yacTh qaiie BCECro 3aKaH4YnBacCTCs CJIOBAMMU:
I look forward to hearing from you.

HekoTophbie JIt0[1, Y KOTOPBIX MaJIO BPEMEHH, B KOHIIE MPUOABIIAIOT ... IN the
near future. 3arem cnexyer wiam Thank yOu\wmnum oxHa W3 3aKIFOYNTEITBHBIX
dbopmymuporok. (Yours faithfully/ Yours singerely)

Oébpaszey: Introductory Letter

IIpumep 1: Introductory Letter(BE)

Janine Grim
34 Hampstead
Gardens
London NW5 97T GB
Mr. Austin Hart
Gordonson Telecommunications Ltd
Bavariastr./28
D-80766'Miinchen 1 December 1999
Dear. Mf."Hart,

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

| took great interest in an article which | read in a paper about the recent opening
of your office. I am currently employed at AP&P in London as an assistant sales
manager. As a native German | would like to work in a German speaking
country again some time in the near future. | see the combination of working for
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a British company in Germany as an ideal option for me.

| graduated from Cologne University in 1996 with a degree in Economics. Since
my graduation | have had the chance to gather experience in many different
fields of the financial world, international trade and stock markets. | am
proficient at speaking to large groups of people, and have taught University
tutorials in Business Studies and first year Economics. | have also had several
articles published in economic journals.

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

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

Yours sincerely,

Janine Grin
Janine Grin

TpynoycrpoiicrBo no oobsipiiernio (Response to Advertised Openings)

3asgBlIcHHE O TPYﬂOYCTpOﬁCTBC 10 OOBSIBJICHUIO OYEHD ITOX0KE Ha 3asIBJICHUE O
TPYAOYCTPOMCTBE MO COOCTBEHHON wuHunMatuBe. Yactn 2, 3 u 4 mocieaHero
MOBTOPSIIOTCS U B 3asBJICHUM "0 TPYJIOYyCTPOUCTBE MO OOBsBICHUIO. [lepBas dacTh
A0JDKHAa COOTBETCTBOBATL), HOBOMY THIIY 3asBJICHHA, W IIO3TOMY Hadallo 6y,Z[€T
HEMHOT0 M3MeHEeHO. MO0KHO 100 Ccpa3y MepexXOoAUTh K OMHUCAHUIO BaKaHCHH, JIMOO
COCTaBUThH OpOCAIM¥ACS B TJla3a 3aroyioBOK. Eciu ccplnatoTcs Ha OOBSIBICHHE, TO
9TO BBITJIAOUT HpI/I6J'II/IBI/ITeJ'IBHO TaK:

I am writing in response to your advertisement in last Saturday’s edition of
“The Times”,

WMo

l.read your company’s description in “The Job Paper” and would like to
enquire about employment opportunities in your management training programme.

Eie onuu BapuaHT:

I am writing with regard to the advertisement you placed in the “Evening
Standard”.

U emnte:

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

Ecnu Ber 3atem usnoxkute yactu 2-4, Kak 3TO ONMKCHIBAJIOCH paHee, TO y Bac
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BCE MOJIyuuTCs!

Oébpaszey: Response to Advertised Openings

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

Mr. Peter Lemons Director of

College Recruiting Paterson

Mercantile Company 4622

Rowland Ave. Chicago,

IL 60601 July 16, 2008

Dear Mr. Lemons,

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

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

I enclose my resume forwyaQur consideration. In addition to my education and
work experience which™d™ feel match the qualifications you seek in your
management traineesy I also possess the interpersonal skills and motivation to

succeed.
| realize that you/must be very busy, but | would appreciate a few minutes of

your timeywill call you during the week of July 26 to discuss employment
possibilitiesi Thank you very much for your time and consideration.

Yours.sincerely,

Oscar Fleeman

Oscar Fleeman

Hoeanvnwuii kanouoam (Perfect Match Letter)

Ocobas hopma obpareHust mo oobsiBieHuto - 3to Perfect Match Letter. Dror

THII COITPOBOJUTCIILHOT'O ITNCbMa Tpe6yeT CMCJIIOCTU U YBEPCHHOCTH B cebe.

HCpG‘H/ICJII/ITe B BamemM nmcbMe KiIrOYEBBIE Tp€6OBaHI/I}I U3 OOBSBICHUA H
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KpaTKoO O6'[>}ICHI/ITC, InmouemMy 338 I/II[CaJ'IBHBIIjl KaHIuJaaT Ha 9Ty JOJKHOCTD.

Yacrs 1:
HCpBOC MNPpCIIOKECHNUE MOKCET 3BYydaTh TaK:
I have read your advertisement for a Marketing Consultant in the “Financial

Times”. | feel my qualifications match your requirements.

Yacrs 2:
Hanee Bbl Moxere comocTaBuTh TpeOOBaHMs Opranuzanud ¢ Bamwmmun
3HAHUSIMU U YMEHUSMU:

You need | offer
Excellent Marketing skills Degree with First Class Honours-in, Business

and Financial Studies (1,4) \“from the
University of written Herdecke{Germany
An in-depth understanding of 7 years experience in  .trade shipping and
Asian market marketing with Sim Star ‘& Co., Singapore
Highly refined leadership qualities supervised
the Marketing Dept:, Of Paul & Peters CmbH,
Cologne, Germany

Yacrp 3:

HOCJ’ICI[H}I}I YaCTb MOXKCT 3By4aTb TaK:

I enclose my CV for your information.*l would like to meet with you to speak
more in depth about my qualificationsiand experience.

3atem dacTh 4, Kak ObLTO TTOKA3aHO paHee:

Oébpasey: Perfect Match Letter

IIpumep 1: Perfect Match Letter (AE)

Julia Heinemann

Konig-Karl-Str. 12

D-80456 Minchen
0 89-4 56 67 87

January 8th,
2007

Ms. Fiona Temple

Director Human Resources

Patterson Media & PR

46 New Port Avenue

Naples, FL 34102
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Dear Ms. Temple,

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

- Experienced in the development of public relation strategies

- Excellent interpersonal and communication skills

- Experienced in budget management

My professional experience and skills match your requirements perfectly:

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

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

- Successfully handled annual budget of $500.000

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

Yours sincerely,

Julia Heinemann

IIpumep 2: Perfect Match Letter (BE)

Stephanie'Sezzlar
265 Bartholomew Lane
Brighton BN1 7JA

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

Your advertisement in the “Brighton Journal” indicated your search for a person
who possesses:

- Highly refined office supervisory skills

- An in-depth understanding of Microsoft Word computer operations

- Excellent skills in public relations work
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software.

Yours sincerely,
Stephanie Sezzlar

Stephanie Sezzlar
Enclosures

My qualifications match your requirements precisely. | have:

- Supervised a staff of 12 clerical workers and medical personnel

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

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

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

Basicnenuasn nekcuka Kk meme «Conpoeodumeﬂbuoe nUCbMO)).

advertisement 00BsIBIIEHHUE
background KBan(UKaIKs, (10Ar0TOBKA
challenge BBI30B, TPEOOBAHHUE, IPUTI3AHNE

company description / profile

KpaTKasd XdapakTCPHUCTUKa KOMIIAaHUN

covering letter (BE) /
cover letter (AE)

COIIPOBOJAUTCIIBHOC ITMCBbMO

documents in support of an

I[NIaKET JTOKYMCHTOB

application
enclosures IPHUIIOKEHUE
experience OIIBIT

exploratory/introductery letter

3asBJICHUE O TPYAOYCTPOMCTBE IO
COOCTBEHHOU MHUIIMATUBE

highly refined

OTJINYHEBIN

in-depth understanding

OYCHb XOPOUINC 3HAHUA

innovative

HOBAaTOPCKHH, IEPETOBOU

leadership qualities

CIIOCOOHOCTH K PYKOBOJICTBY

offer

MNPCIJIOKCHHC

opportunity

BO3MOKXHOCTB, IIaHC

personnel department

OT/IeJ1 KaJpOB

postcode/zipcode UHJCKC
proposal PEII0KCHUE
requirement TpeOoBaHUE
response OTBET

sample of one’s work

obpaserr paboThI
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skills HaBBIKH
to apply for a job as... 110/1aTh 3asBJICHUC HA BAKAHCHIO/MOKHOCTb . . .
to be employed padoTaTh, OBITH 3aHITHIM
to employ NPUHUMATH Ha paboTy
to match COOTBETCTBOBATH, ITIOAXOIUTh
to suggest rpemiaraTtb, COBETOBaTh
with regard to B OTHOIIICHUH, OTHOCHTEJILHO
Exercises:

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

PLAN

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

2) Particular position, company (job objective)

3) Experience (achievements, skills)

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

5) Personal data

RESUME
Mr. Paul Green

112 Kingston Road October, 12, 2000
3377 London,

Great Britain

Phone 22335 -,65

fax 22335,~70

JOB OBJECTIVE: Finance and Administration Manager

COMPANY: Jaar International Inc.

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

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

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

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

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

1983 - 1985 Computer systems for Finance and Economy

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

Travel history: France, Belarus.

Profound computer skills: WinWord, Excel, Finance programs.

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

writing your job application, remember the following simple rules:

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

- Your sentences and paragraphs should be short.

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

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

- You must indicate how you can be’reached.

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

application!

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

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

Work experience

September 2001 - present: Center City Supermarket, Main Street, Center City
(state and zip)
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Job: Part-time assistant (after school, on Saturdays, and during vacations)

Duties: Maintain stock and replace inventory, receive cash, check register, bag
merchandise.

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

Job: Counsellor and waterfront specialist.

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

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

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

request.

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

Suite 1200

2000 Madison Avenue

New York, NY 100032

Dear Sir or Madam:

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

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

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

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

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

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

Boston, Massachusetts 02107

Dear Mr. Stone:

......... , my Secretarial Studies teacher, has told me that a vacancy exists in your
stenographic staff for the summer months. Please consider me an applicant for this
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position.

lam....... years old and a student in the........... class at........ High School. | have
taken the....... course of study. I have had classes in ...... e ) eereees peerees e , and
........ | can take dictation at the rate of ......wpm.

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

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

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

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

the fall.

I have permission to give you the following references:

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

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

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

Very truly yours,
(signature)
(typed name)

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

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

(b) as a Word document. You will noticethat | have supervised children on a range
of sports and cultural activities as well\as dealing

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

(d) as I enjoy working withsyoung people. I have a lot of energy and enthusiasm and
am also responsible and reliable. | have attached my CV

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

(f) the travel industry. During the last few summer holidays I have

(g) for thepast of tour leader for Italian school students. | am 26 years old and am
currently Studying

(h) .me ©Or telephone me on the number below. | look forward to hearing from you
soony, Yours faithfully

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

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

(k) to do something more varied and challenging, and for this reason I am interested
(I) with transport arrangements and tickets. You will also notice that my English is
good and | have

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

Application for Study

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

The application form wusualy includes the folowing.Sections: general
information about the institution, benefits, responsibilities,( applicants’ criteria,
closing date for applications.

The application form contains usually:

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

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

Sex (male, female)

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

Place and date of birth

Marital status (single, married, divorced, widowed)

Military status

- ACADEMIC BACKGRQUND

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

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

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

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

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

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

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

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

Permanent home address:.......

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

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

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

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

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

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

Name: WesSt ......cccoevveiieviecieenn, Relationship: father

Last  First Middle

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

City: Laredo... State....... Zip code....q. A, Country: The USA

Telephone-home....... Office: 44595 421...

b) Tell us about your plans:

Will you seek teacher certification from TAMIU? ...+... Yes .No

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

... Summer

Are you enrolled at.another University/College?........ Yes...... No

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

c) Tell us about yeur educational background:

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

.. .Alabama Finance University Alabama. ............... 1999 - 199%..........

..................................................................... Degree in Finance and

Economy
-~ Texas Administration College...........cccccevurnnnnn. 1994-199%...........
What exams have you taken?
Exam Date Taken Mark
1) Economy and Finance ... Excellent
2) it e,
3) e s

Please attach photocopies of all relevant academic certificates or transcripts, with
accompanying translations into English, if they are written in another language.
d) Residency Issues:
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L) e Are you a US Citizen?...+...

YES (GO 10 2).uiiiiiiiieiiie et No (Complete 1) Do you have
U.S. Temporary Resident status? ............ccceevverveennnnnn Yes No If Yes, Visa type:
Date ISSUBH: ...ccveeierieiesie e
2) e e ae e nre e Are you a resident of the
State Of TeXas?...t.. .YES oo No

3) Will you have been residing in Texas for 12 consecutive months prior to
your first enrollment at TAMIU? ...+... Yes No.. .(go to 4)
4) Upon whom are you basing your claim for residency:
.................. Parent/Legal Guardian
..................................... Spouse
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