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NPEJUCJIOBHUE

VYuebHoe mocobue BKModaeT B cebs Tpu udactu — «Career and
Employment Letters», «E-Mail» u «Grammar Supplementy, kaxnast u3
KOTOPBIX, B CBOIO O4epe/ib, MOAPA3AENASTCs Ha MOIYIIN U OJIOKH.

[locobue npenHasHaueH A MaruCTPaHTOB, IMPOIICHIINX KypC
o0y4eHHs HMHOCTPAaHHOMY SI3BIKY B BY3€ IO 00IIe00pa3oBaTeiIbHBIM
MporpaMMaM B COOTBETCTBHH C ['0CyapCTBEHHBIM CTAaHAAPTOM BEICIIETO
npo(eCcCHOHATEHOTO 00pa30BaHMUS.

OCHOBHBIMH 3a/laqaMH OOYYEHHS HWHOCTPAHHOMY SI3BIKY U U3Y-
YCHUS €T0 MarCTPAaHTaMH SIBIISTFOTCS:

— (GopMupOBaHHE KOMMYHUKATUBHBIX KOMIICTCHIHHA JUIS TPAKTH-
YEeCKOTO BIIAICHIUS HHOCTPAHHBIM ST3BIKOM;

— pa3sBUTHE y MArUCTPAaHTOB YMEHHUH W HABBIKOB CaMOCTOS-
TeNFHON pabOoTHI IO TOBBIICHHUIO YPOBHS BIaJICHUS HHOCTPAHHBIM

SI3BIKOM C IIETBI0 €T0 HCIIONB30BAaHMS AJIST OCYIIECTBICHUS Hayd-
HOU U NMpodecCHOHATBHOM AeATEIBHOCTH;

— peanuzanus TPUOOPETEHHBIX PEYEBHIX YMEHHH B TMpolecce
MOWCKA, 0TOOpa W WCIIONB30BAaHMS MaTepHaia Ha WHOCTPAHHOM SI3BIKE
JUTSI HATIMCAHMST HAYIHON paboThl (HaydHOU CTATHH, AUCCEPTALUM) U YCT-

HOT'O TIPEJICTABICHUS UCCICIOBAHMS.

ITocoOue OCHOBBIBACTCS Ha CIEAYIONIMX KOHLENTYalbHBIX IO-
JIOKCHUSX

() BrmameHWe WHOCTPAHHBIM SI3BIKOM SIBIISIETCS O0SI3aTENbHBIM
KOMIIOHEHTOM TPO()EeCCHOHAIBHON MOJATOTOBKH COBPEMEHHOIO CIie-
[UAJIICTA;

[l KypC MHOCTPAHHOTO fA3bIKa AJIsI MaruCTpaHTOB MPCACTABJISICT
c000ii 3BEHO CUCTEMBI «BY3 — MTOCIICBY30BCKOE O0YUICHHUECY,

[ KypC MHOCTPAHHOTO SI3BIKA JUII MaruCTPaHTOB IPEAIONaraeT
JTOCTIKEHHE MPO(ECCHOHAIBFHOTO [EJIOBOTO YPOBHS BIIAJACHHUS HHO-
CTPaHHBIM SI3BIKOM.

ITocobue peanusyeT pa3BUTHE CIEAYIONIIX KOMIICTCHITHIH:

OK-1 — cmocoOGHOCTh K aOCTPaKTHOMY MBIIUICHUIO, aHAIH3Y,
CHHTE3Y,

OIIK-1 — TOTOBHOCTh K KOMMYHHKAITUH B YCTHOIH W NMHCHMEHHOM
(hopMax Ha PyCCKOM M MHOCTPAHHOM SI3BIKAX JUIA PEIICHHs 3a1ad mpodec-
CHOHATBHOM JIeATEIbHOCTH;

OIIK-3 — roTOBHOCTh HWCHOJIb30BATh HA TPAKTHKE yMEHHA U

4
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HaBBIKW B OpraHU3alii HAYYHO-UCCIICA0BATCIIbCKNUX U IPOCKTHBIX pa60T;

OIl-4 — crocoOHOCTh BeCTH HAydyHYI0 M IpodeccHOHAIBHYO
TIFICKYCCHIO;

OIIK-12 — ciocoOHOCTBIO OQOPMIISATH, TIPEACTABIATH M JTOKIA IbI-
BaTh Pe3yJbTAThl BBITIOTHEHHON PaOOTHI.

B mpouecce ocBOeHMS MUCHUIUIMHBI Y MaruCTpaHTOB pa3BUBA-
FOTCS CIICAYIONTHE KOMIICTCHIINH:

1. Jluneeucmuueckas komnemenyus — NPEAIONAracT BIaJCHUE CU-
CTeMOH CBeleHHH 00 M3y4aeMOM SI3bIKE IO €ro YpPOBHAM: (DOHETHKA,
JICKCHKA, COCTaB CJIOBAa U CIOBOOOpa3oBaHME, MOP(OIOrusl, CHHTaKCUC
MPOCTOTO ¥ CIOKHOTO HPEIUIOKEHHS, OCHOBBI CTHIIMCTHKH TEKCTa. Yda-
muiics o0nmagaeT JIMHIBUCTHUYECKOW KOMIIETCHIMEH, €ClIM OH HMeeT
MIPEICTABICHUE O CHUCTEME HM3Y4aeMOTo sI3bIKa M MOJKET ITOJIB30BATHCS
ATOM CHCTEMOW Ha mMpakThKe. Ha KadecTBO S3BIKOBOM KOMIICTEHIIUH B
M3y4aeMOM SI3BIKE BIMSIET HE TOJNBKO CTENECHb BJIAJEHUS UM, HO U ypo-
6€Hb KOMREemeHYUU MA2UCTPAHMO8 HA POOHOM 53bIKe.

2. KommyHukamuenas KomnemeHyus — TIPEATIONAraeT 3IHAHH
PEUEBBIX CHUTyalllii M YMEHHS B OOJIACTH YETHIPEX OCHOBHBIX BHUIIOB
peueBoii fpestenbHOCTH (TOBOPEHHUS], ayAMPOBAHUS, YTCHHUS U [TUCHMA).
KoMMmyHUKaTHBHAsT KOMIIETEHTHOCTh MOJApa3yMeEBaeT yMEHHE OCYy-
MIECTBISTH MHOSI3BIYHOE OOIICHHE BO BCEX Cpepax UEIOBEUECCKOU [e-
STETHHOCTH C COONIONEHWEM COIMABHBIX HOPM PEYEeBOT0O IOBEIE-
Hus. OHO M3 OCHOBHBIX YMEHHH, (OPMHPYEMBIX B paMKax KOMMY-
HUKQTHUBHOM KOMIICTCHIIUY, — 3TO YMCHHC NPOAYHHUPOBATH U BOC-
MPUHUMATE, TOHUMATh WHOS3BIYHBIC TEKCTHI, yCTHBIE U TUCHMEHHBIE.

KOMMyHI/IKaTI/IBHLIG YMCEHHSA W HAaBBIKU — 3TO YMCHUA U HABBIKU
peueBoro o0meHus, (OpMUPOBAHUE KOTOPHIX BO3MOXKHO TOJIBKO Ha Oaze
JIMHTBUCTUYECKOH WU S3bIKOBOM KOMIIETEHIIUH.

3. Mesckynomypnas KomnemeHyus: SBISIETCS BaKHBIM KOMIIO-
HEHTOM COBPEMEHHOW MOJATOTOBKYM MaruCTPAHTOB BCEX CIEUABHOCTEH.
3T0 00YCIOBICHO MEXKYIBTYPHBIM ACHEKTOM MPOPECCHOHATBHON es-
TEJIbHOCTH COBPEMEHHOI0 CIELUanucTa JI000H 0051acTd, BO3HHKAIO-
MM Kak CJIEeICTBHME WHTETpallMy Halleil cTpaHbl B MHpPOBOE 00pa3o-
BaTeIbHOE, MH(POPMALMOHHOE, SKOHOMUYECKOE MPOCTPAHCTBO U BEIy-
IIETO K PEATbHON MPaKTUIECKOH HEOOXOMUMOCTH I(PPEKTHBHO OCYIIECTB-
JSTh MEKKYTBTYPHYIO WHOS3BIYHYIO KOMMYHHKAIIHIO B MPO(ecCHOHAaTb-
HOW cdepe.
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1. CAREER AND EMPLOYMENT LETTERS

1.1. Cover Letters and Job Inquiries

A cover letter is a personal letter to a potential employer,

mailed along with a copy of your résumé. The objective is to con-
vince the reader that it would be in his best interest to hire you or,
more specifically, to at least invite you in for a job interview.
Below are examples of four basic types of cover letters: experience-
oriented, achievement-oriented, benefit-oriented, and creative. | include
guidelines not only on how to write each type of letter, but also how
to determine which is best suited to your situation based on your
work history and education.

We also provide models for such common job-hunting situa-
tions as responding to help-wanted ads, inquiring about job open-
ings, networking, and follow up. When in doubt about whether to
write and send a letter, err on the side of being proactive and send it.
As a rule, the more frequently you contact potential employers, the
sooner you will get a new job.

EXPERIENCE-ORIENTED COVER LETTERS

An experience-oriented cover letter stresses your work history,
and is a good choice when you have a long history of employment in
responsible positions with good companies in the industry where you
are seeking employment.

In writing the experience-oriented cover letter, play to your
strong points. For instance, if you are an experienced professional,
and your experience matches closely the position and the hiring or-
ganization, stress those strengths in your cover letter. If you are
highly experienced in the field, industry, or occupation for which you
are applying, stress your credentials — education, vocational training,
certifications, what you have done, who you have done it for, and the
results you have achieved.
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Dear Mr. Ha-Keim,

I saw in yesterday’s New York Times that you are looking for a
concierge for your new condominiums at Center Plaza. My back-
ground is so wonderfully matched with your requirement that I
am taking the opportunity to write to you immediately.

You ask for fluency in seven languages because people of all
nations occupy your buildings. | am of Danish birth, brought up by
a Danish father and Greek mother in Paris, and schooled in French. After
attending the French Lycee, | moved with my family to Italy and later to
Russia, where my father was employed in the foreign service of Denmark.

| was fortunate to be able to continue my studies in the United
States and have therefore an excellent knowledge of English. I studied
both Italian and Spanish and acquired fluency both written and spoken.
Thus | have good command of seven languages. | worked several
years as an «animateur» for the Club Mediterranean, and later as
manager of a small clothing boutique in Auteuil.

I enjoy working with different cultures. I am experienced with
budgets, schedules, and general coordination of routines, and I con-
sider myself to have good judgment of people and situations. I
feel confident that the position of concierge, which you describe, is
one for which | am suited and which would give me great pleasure.

I am enclosing some references for you, and | shall try to
contact you next week. | find your position challenging and exciting,
and | would like to talk with you about the feasibility of working at
Center Plaza.

Yours sincerely

Tips for Writing Experience-Oriented Cover Letters
* Reference the specific ad you responded to or the specific position
you are applying for.
» Show how your experience, background, and skills match the em-
ployer’s requirements.
» Demonstrate a high level of expertise and proficiency (e.g., you just
didn’t take courses in the skills; you have used them successfully in
previous jobs)

N
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EXPERIENCE/ACHIEVEMENT-ORIENTED COVER LETTERS

The combination «experience/achievement» cover letter com-
bines great qualifications for the job with great results achieved in
previous positions. Use this format when you are not only qualified
for the job, but have proven your ability to generate results while
working in similar positions for other employers.

Dear Mr. Fitzpatrick,

For the past five years | have been successfully handling con-
struction management in a very large general contracting busi-
ness. I am now changing positions, and | feel that your organiza-
tion might need my services.

I know both construction management and construction engi-
neering. Among my accomplishments are these:

» With Atlas Construction Co. during the past five years, |'ve
had personal direct charge at the job site for building construction
worth $50 million.

« | know the techniques of maintaining construction on schedule.

* | have years of contract administration success.

« | understand the value of cost control and the necessity for
profit in building construction.

If you will let me talk with you for about 20 minutes, | believe
I can assure you of my value. | am available upon normal notice. My
résumé is enclosed.

For your current or future need, may | come in? Very
truly yours,
Carl Messer
Tips for Writing Experience/Achievement-Oriented Cover Letters
» Show how your experience, background, and skills match the em-
ployer’s requirements.
* Talk about past accomplishments, that will give the employer
confidence that you can perform well in the position being offered.
» Talk about what is important to the employer and why you can meet
those needs
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BENEFIT-ORIENTED COVER LETTERS

What if you are a novice, a recent college graduate, or are
switching fields? You probably don’t have much relevant job experi-
ence. When you are a beginner, it is better to say what you can and will
do for the employer, rather than what you have done for others.

Dear Ms. Sevres-Babylon,

I would like to be considered a candidate for the position of Project
Coordinator in the federally funded program to increase the represen-
tation of women in technical education. This is an area that has long de-
served attention and it is an area which | have given much thought.

Recently, 1 assumed full directorship of a nonprofit agency
dealing with professional level career changers and job seekers. Pri-
or to assuming full, overall supervision of the agency, my specific
organizational responsibilities were coordinating, scheduling, super-
vising, staffing, planning, and evaluating a workshop program
geared to participants ranging from college to retirement age. In
addition, | have played a major role in outreach/publicity, editing the
agency’s newsletter and appearing on television and radio to impart
information concerning the organization and its programs.

To your project | can bring:

« A strong commitment to women’s concerns.

» Demonstrated ability in organizational administration.

« Solid experience in program planning and development.

» Familiarity with the structure of today’s job/career envi-
ronment.

+ A working knowledge of methods of outreach to business and

the community at large.

« Excellent written and oral communication skills.

I would be happy to meet with you in order to discuss my
background and experience relative to your needs, and will call your
office early next week to see if we can find a time.

Sincerely,

Jeannette Montparnasse Bienvenue
9
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Tips for Writing Benefit-Oriented Cover Letters
* Play up what limited experience or credentials you have now. Put
the most aggressive, positive spin on it that you can.
« List all the things you can think of that you can and will do for the
employer if you are hired. Spell these out in your letter.
« Do not volunteer that you are relatively inexperienced or apologize
for your lack of credentials in any way. If the employer is going to
conclude that you are not qualified, let her come to this conclusion on
her own; do not help her toward it

CREATIVE COVER LETTERS
A «creative» cover letter uses direct-mail copywriting tech-

niques to grab the reader’s attention. Typically, it stresses a need the
employer’s organization has and how you can help fill that need, ra-
ther than target a specific opening or position.

The advantage of a creative letter is that it may indeed succeed
in luring the reader in where a dry, conventional cover letter might
have failed.

The disadvantage is that it may come across as gimmicky,
making the reader think you emphasize style over substance.

Dear Mr. Peterson,

Time enough is still a problem, isn’z it? Not scarcity of printout

data, but time.

Has a corporate or division president anything more important to
do than taking the time for good decision-making? Can some of the
things he does, or wants to do, be handled by an assistant having
similar experience, maturity, and profit orientation?

This is what | can offer you to help build corporate profit:

» Comprehension of the essential elements in your business
with the ability to establish, improve, or implement programs that
contribute to corporate performance.

* Experience in saving sub-  stantial sums through operation-
10
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al and market analysis and the resulting improved management con-
trols.

* Intelligence and skill in working harmoniously and
productively with and through others at all levels.

My résumé is enclosed in great confidence, as my present company
is not aware of my decision to consider a change. May | talk to you?

Very truly yours,

Wayne C. Powell

Tips for Writing Creative Cover Letters
« Carefully craft an opening line designed to get the reader’s at-
tention. To do this, your lead must highlight a concern or problem
the reader has, but say it in a fresh and compelling way.
« Position yourself and your skills as the solution to this concern or
problem — a solution the reader can obtain only by hiring you.
« Suggest a next step, such as a meeting or interview

RESPONDING TO HELP-WANTED ADS

Traditionally, sending a letter to a post office box or street
address shown in a helpwanted ad is a usual method of response.
Enclose a résumé with your cover letter.

More and more ads include fax numbers or e-mail addresses
for response. It’s easy enough to fax your résumé with a cover letter,
but be careful about e-mail: Many people will not open an attached
file from someone they do not know, so if you attach your résumé as
a file, the recipient may not see it. Solution: Paste the résumé into
your e-mail.

Dear Ms. Bishop,

I am responding to the part-time marketing position that was
advertised in The Record newspaper on Nov. 17th. | had the oppor-
tunity to meet with you and Tom McKeon last November when this
position was previously advertised. 1 was very impressed with both
Thompson Industries and the Marketing Department and would like the
opportunity to reapply for this po-llsition.
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Enclosed is an updated résumé that highlights my job experienc-
es. | have progressively acquired and improved upon my market-
ing-related skills, many of which are in line with the require-
ments of this position. | produced brochures and flyers to pro-
mote training programs, which included writing copy and coordinat-
ing details with the printer, mail house, and list manager.

In addition, | was involved in the advertising process, which
included using various media such as bulk mailings, e-mail, telephone,
and fax campaigns. | developed all aspects of a company tour as a
marketing tool for the public. This tour later became the basis for a
company video used for public relations purposes. Through my ex-
periences | have developed exceptional organization and communi-
cation skills, the ability to juggle multiple tasks and work inde-
pendently with limited supervision. | have a high level of proficiency
in Microsoft Office (Word, Excel, and PowerPoint).

My salary requirements are within your stated range of
$17.00-$21.00/hour. When we first met last November, | was very
excited about the prospect of working for Thompson Industries in the
Marketing Department and | still feel that way today. Please re-
consider my qualifications for the part-time marketing position. |
hope to hear from you soon.

Sincerely,

Robyn Waage

In the letter above, the writer already has a relationship with
the reader, having previously applied for a job with the company. The
more common situation, as addressed in the letter below, is to re-
spond to a classified ad not knowing the name of the person to write
to — forcing you to use a job title instead of a name in the salutation.

Dear Human Resources Manager,

I am responding to the October 2nd advertisement in The Rec-
ord newspaper for the Administrative Assistant position. Based on the
job responsibilities listed, | feel that this is both an opportunity to use
skills that | have mastered through previous job experiences, as

12
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well as allow me to continue to grow professionally.

My position as Program Coordinator for 42°’s Conferences
and Seminars Department required exceptional organization and
communication skills and the ability to juggle multiple tasks. The
detailed nature of event planning requires a great deal of coordina-
tion and teamwork to insure that each program runs smoothly and
successfully. Additionally, there are elements of that job, such as
writing copy for collateral material to promote our programs,
that required the ability to adhere to deadlines and work inde-
pendently.

My most recent salary was $17/hour. | am very interested in
this position and would welcome the opportunity to explore how my
qualifications and skills can benefit Hunter Photo Imaging.

Sincerely,

Robyn Waage

Tips for Responding to Help-Wanted Ads
» Reference the specific ad: the newspaper, the day the ad ran, and
the position being advertised.
e Provide everything the employer asked for in the ad. If they ask
whether you can use a particular computer program, say so. If they
ask your current salary, give it.
« In addition to the information the employer asks for, include other
gualifications, education, experiences, and facts that make you seem
ideally qualified for the position being advertised

INQUIRING ABOUT A JOB OPENING

Not all positions are advertised. In fact, some experts estimate
that 80 percent of jobs are unadvertised. People find out about them
through referral, word of mouth, and proactively canvassing local
companies and inquiring about job opportunities. Naturally, much of
this canvassing can be done by letter.

13
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Dear Mr. Carter,

Nancy Kreeger of Green & Associates Advertising suggested
I contact you regarding a possible public relations opening in your firm.

As an editor/writer for Waterford’s city magazine, |’ve devel-
oped my talent and experience as a public relations writer. Because
the staff is very small, 7’ve worn a number of hats, including: develop-
ing the editorial format and individual story concepts, writing nu-
merous articles, editing copy, laying out the magazine, and super-
vising production.

Prior to my current position, | was highly involved in the pub-
lic relations industry, working for Jones & Jones, where | prepared
numerous press releases and media guides, as well as managed
several major direct-mail campaigns.

My previous employers who have quickly promoted me to po-
sitions of greater responsibility have recognized my high degree of
motivation; | was promoted from assistant editor to editor of Wa-
terford Monthly after only five months.

I am eager to talk with you about the contribution | could make
to your firm. I will call you the week of April 25th to see if we can
find a mutual time and date to get together and discuss the possibility.

Your consideration is greatly appreciated.

Cordially,

Mary Standish

Tips for Writing Letters of Inquiry
e If you know that the employer is looking to fill a specific job, say
what the job is and how you know aboult it.
» Highlight your qualifications for the position.
»  Ask for the job interview

NETWORKING LETTERS
14
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One strategy for job hunting is to write networking letters.
Instead of seeking employment with the reader’s organization, ask the
reader to share knowledge, contacts, and observations about the field
or industry into which you are moving.

Networking letters often get higher response than job applications
because there is less pressure: The person doesn’t want anything from
you except a few minutes of your time. At worst, you are granted that
time, and walk away with some tips or knowledge gained from the
meeting. At best, you impress the person enough to make him either
recommend you to someone for a job, or hire you himself.

March 15, 2001

Mr. Benjamin Tenney Curricu-
lum Design Department
InfoSoft

732 Fifth Avenue Kan-

sas City, MO 64100

Dear Mr. Tenney,

Barry Childers, whom | met at a recent meeting of the Asso-
ciation of Instructional Designers, suggested that | contact you
about my interest in entering the instructional design field.

I'm currently a systems analyst, but | did some instructional
design as the result of teaching a class at Permafrost Community
College. I am extremely intrigued by the field, especially the pos-
sibilities that Web-based instruction presents.

I would be very grateful for any suggestions you might have. I’d

like to contact you in the near future to «pick your brainy.

I won 't take much of your time and will greatly appreciate any
advice you can offer.

Sincerely,

John Philips

15
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Tips for Writing Networking Letters
* Tell the person where you got his name. Were you referred by a
mutual acquaintance? Are you both members of a club or the local
chapter of your trade association?
* Give a brief summary of who you are, what you have done, and
what you want to do now.
» Be clear that you are not after a job, but would appreciate any
information, advice, and guidance the person is willing to give. As-
sure them that you understand how busy they are, and that if they
offer help, you won’t abuse the privilege

FOLLOW-UP LETTERS
When you network, you will now and then uncover a hot, live
job opportunity. After talking to the right person in the company
about it, immediately follow up by mail, e-mail, or fax.

Dear Andrea,

As we discussed over the phone this morning, | am faxing a
copy of my résumé for your consideration.

I am interested in temporary or permanent employment in an
administrative assistant or project coordinator position. My back-
ground includes extensive experience with most Microsoft Office
programs with specific expertise in Excel and Word.

I would welcome the opportunity to meet with you so that we
may discuss my qualifications in more detail.

Sincerely,

Gail Leiniger

Tips for Writing Follow-Up Letters
» Remind the person of who you are, when you talked, and the posi-
tion you discussed.
« Say you are strongly interested in the position.
* Enclose your résumé and highlight the points on the résumé that
most closely match the requirements of the job
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1.1. Résumés

While a cover letter makes the persuasive case why the reader
should grant you an interview, the résumé presents the detailed facts
of your employment history in an easy-to-scan format. The four basic
types of résumé that this section provides are: executive, novice,
chronological, and functional.

EXECUTIVE RESUMES

For an experienced executive who has accumulated his or her
share of gray hair, the challenge is to compress a long job history into
a one- or two-page résumé. Two techniques work well here: clear
organization and concise writing.

JOHN WILSON
5555 Parkside Avenue New
York, NY 02166 Tele-
phone: (212) 555-5555

OBJECTIVE Regional Director or Vice President, Group
Sales
— Insurance Industry

AREAS OF Group Life Insurance Sales
KNOWLEDGE Individual Life Sales Management
Insurance
Accident and Health Sales Training
Insurance
Medical Care Administration
Insurance
EDUCATION DePaul University, Chicago, Illinois — B.S.

Degree: Business Administration
Minor: Marketing
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EXPERIENCE

1966 to Present NO-FAULT INSURANCE COMPANY,
one of the very largest in the United States,
offering complete coverage with all forms
of life, health, hospital, and medical care
insurance

1977 to Present Position: Group Account Executive (Region-

al Office) after promotion from Group Sales
Supervisor. Report to Vice President. Respon-
sibilities:

— to personally manage and serve the
extremely large group accounts annual
premium range from $250,000 to many
millions;

— to maintain and build Company relations
with Brokers And Insurance Consultants;
— to represent the Company at the highest
levels.

Achievements:

—successfully handled complicated claim
negotiations to the satisfaction of major
policyholders and the Company;

—assisted in the underwriting and
administration areas, involving the most
important clients;

—1in 1977, qualified as 4th leading Account
Executive, although in the position only

a few months
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1968-1977 Position: Group Sales Supervisor (Chicago,
Cleveland Offices) after promotion from
Sales Supervisor/Sales Trainee. Responsibili-
ties:
— initially, to develop Group Life Sales to
new accounts, substantially opening the
Illinois and Ohio areas;
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1967-1968

1966-1967

TRAVEL

LOCATE
AVAILABILITY

EMPLOYER CONTACT

—since promotion to Chicago (1972), re-
sponsible for maintenance of large and
vital Group accounts;

—to train and assist Company agents in
building Group Sales through prospect
development.

Achievements:

—in 1974, was 18th leading Company Sales
Representative in the United States;

—sold over $221 million of new life insurance
in 1975 climbing to No. 2 in the country;
—ranked first in the United States in 1976;
$102 million of life insurance and $863
thousand of disability premium produced;
— built a reputation for achievement in
personal sales along with an excellent
conservation record and underwriting
performance

Position: Service Supervisor/Sales Trainee
(Chicago Office), after promotion from
Insurance Agent

Position: Insurance Agent (Jasper, Indiana
Office)

Agreeable to any amount required to
handle the position effectively

Readily willing to relocate anywhere
30 days after final hiring commitment

Present employer is not aware of decision
to change. Do not contact before hiring
commitment
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REFERENCES Business and personal references
immediately available upon request

Tips for Writing Executive Résumés
» Find the organizational scheme that works best for your job history:
chronological, or by function or achievement.
« Hit the highlights. Save the detail for the interview.
« Use bullets instead of paragraphs for easy scanning

NOVICE RESUMES

When you are a recent college graduate or otherwise lack ex-
tensive job experience, compression is not your problem. Your
challenge instead is to make what little you have seem like a lot.
Unlike the 20-year veteran who has to shrink his experience to fit it
all on one or two pages, you have to elaborate and embellish on your
background and credentials to make the résumé seem solid.

JUDE LAWLER
6372 Breaker Street
Cleveland, Ohio 12345
Telephone: (216) 555-5555

STRENGTHS

 Finance: Finance emphasis in both graduate and under-
graduate studies. Broad base of knowledge and skills in a wide vari-
ety of finance applications. Strong desire to apply education to re-
al-world situations.

 Analytical Skills: Analytical by nature. Solid problem-
solving abilities. Research and investigation skills, including sourcing
and fact-checking.

* Personal Attributes: Strong leadership skills. Decisive and goal-
oriented. Effective in both individual and team competitive situations.

« Communications: Articulate, persuasive and quick thinking.
Trilingual English/Mandarin/Indonesian. Computers: IBM PC.
Experienced with DOS, Lotus 1-2-3, dBase, WordPerfect.
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EDUCATION

Norfolk State University, Norfolk, Virginia 1989—

1992

M.S.B.A., Finance Emphasis (GPA: 3.9/4.0)

Coursework included:

» Finance: Financial Management; Financial Reporting and
Analysis; Financial Markets and Institutions; International Corporate
Finance.

» Banking: Bank and Thrift Management; International Banking.

* Investments: Portfolio Management; Investments.

» Management: Business Development; Managerial Analysis
and Communication; Business Policy and Strategy.

Accomplishments/Affiliations

* Treasurer, Minority Student Association. Managed reve-
nues and funds. Developed and implemented programs to promote
cooperation and friendship between MSA members, the university,
and the community.

» Member, Asian Business Association.

» Member, Finance Student Association.

» Member, Phi Alpha Delta.

» Member, American Management Association.

Oregon State University, Corvallis, Oregon

1986-1989

B.A., Finance Emphasis in Banking and Investment, Minor

in Chinese (GPA: 3.8/4.0).

Coursework included:

* Finance: International Financial Management, Management
of Financial Institutions.

» Banking: Monetary and Banking Theory.

* Investments: Security Analysis & Portfolio Management;
Real Estate Investments.
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» Management: Business & Its Environment; Business Policy;
Management Information Systems.
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Accomplishments/Affiliations
Vice President, Permias (Indonesian Student Association).
» Member of team to unite Indonesian students.
* Helped create/implement programs to introduce Permias to
the University Community.
REFERENCES
Provided upon request.

Tips for Writing Novice Résumés

« Brainstorm. Think about your life. Make a list of every experience
and skill that will make you valuable to potential employers.

» College students should stress major and minor, extracurricular activities,
internships, part-time jobs held during school, and summer jobs.

« Point out the benefit of an experience if not obvious (e.g.,
«Dormitory resident advisor — managed housing for 300 students of
diverse cultural and ethnic backgroundsy)

CHRONOLOGICAL RESUMES

The most common method of organization for your résumé and
presenting your job experience is in chronological order. You begin
by listing your current job — company, title, job description — and then
go back from there, listing all jobs held since you graduated school.

The chronological method works well if you have been working
steadily for a long period, have not been unemployed between jobs,
and tend to stay in jobs relatively long rather than job hop.

SAMUEL TAYLOR
55 North Drive
Suburbia, Illinois 68301
Telephone: (312) 555-5555

Quality Control Manager Electronics, Northwestern States.
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PROFESSIONAL
EXPERIENCE
December 19 — to Present

June 19 — to December 19—

May 19 — to June 19—

August 19 — to May 19—

Department Head, Quality Control, Camfer
Electronics Company. Responsible for cus-
tomer acceptance of electronic components
and airframe for air-to-air missile. Plan,
schedule, and ensure timely completion of
tasks of 200 employees. Report directly to
Plant Manager

Supervisor, Quality Audit, Camfer Electron-
ics. 10 employees. Responsible for adequate
quality control procedures, all aspects of pro-
duction, from purchasing to shipping. Report-
ed to Head of Quality Control Department

Chief, Quality Control Procedures, Camfer
Electronics. Edited and directed the work of
five employees, providing all quality control
procedures. Reported to Head of Quality
Control Department

Technical Writer, Morrow Electronics Corpo-
ration Prepared, published, and distributed test
procedures for test stations and assembly op-
erations. Coordinated management proce-
dures.
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ROFESSIONAL Member, American Society for Quality
AFFILIATIONS Control since 19—, President local chapter
19—,

Member, Society of Technical Writers and Publish-
ers since 19—, Senior member since 19—, Presi-
dent local chapter 19—,

Secretary 19—.
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EDUCATION B.S. Industrial Management, Podunk
University, 19—.
Postgraduate studies include evening cours-
es in Quality Control Concepts, Manage-
ment Problems, Elements of Supervision,
Engineering Statistics, and Labor Relations
Problems.

PERSONAL Will negotiate salary. Available within 30
days. Résumé submitted in confidence

Tips for Writing Chronological Résumés
» Use a layout that allows the reader to see the entire chronology of
dates in advance. One good method is to put dates in the left-hand
column, with the company, your title, and job description to the right.
» Make sure there are no gaps in your timeline. You don’t want a
potential employer asking, «Well, what did you do from February 2002
to September 2002 if you were out of work during those 8 months»
(If you have such a gap, consider using the functional résumé below).
+ Use bold, italic, or all-cap heading to separate the sections (e.qg.,
AWARDS, PUBLICATIONS, EDUCATION)

FUNCTIONAL RESUMES

The functional résumé lists work experience by job title, job
description, or work performed.

It does not show chronology. Use a functional résumé when
there are large gaps in your employment history (e.g., you spent a
year hiking in Europe) or when you have job-hopped frequently (e.g.,
you worked for three dotcoms in two years).

SAMUEL TAYLOR
55 North Drive
Suburbia, Illinois 68301
Telephone: (312) 555-5555
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Quality Control Manager Electronics.
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EXPERIENCE

Quality Control Department Head,
Camfer Electronics Company. Man-
age 200 employees in a firm with a
gross sales of $3,5 million. Familiar
with all facets of quality control to
electronics industry, having served in
the present position for the past four
years. Joined Camfer in 19 —as
Chief Quality Control Procedures

*Eliminated inspection bottlenecks by procedures change, saving

$40,000 per year.

* Directed fabrication methods studies, reducing costs by 20 percent.
* Reduced inspection costs 20 percent while reducing rejection rate saved

$160,000.

PREVIOUS EXPERIENCE

OTHER QUALIFICATIONS

PERSONAL

Supervisor of Quality Audit, Camfer
Electronics, 19— to 19—. Chief of
Quality Control Procedures, Camfer Elec-
tronics, 19— to 19—. Technical Writer,
Morrow Electronics Corporation, 19—
to 19—

Received B.S. in Industrial Manage-
ment from Podunk University 19—;
graduated in upper third of class. Post-
graduate studies include evening
courses in Quality Control Concepts,
Management Problems, Engineering
Statistics, Labor Relations, and Su-
pervision. President on local chapter of
ASQC.

Enjoy outdoors. Available with in 30
days; do not contact employer.



A
tKM¢ praBﬂeHI/le AUCTAHIOUOHHOTI'O OGy‘ieHI/IH W IMOBBIILIEHU A KBEU]I/ICl)I/II(aL[I/II/I

A Hay4HO-JTUHIBUCTHUYECKHE KATETOPUU B KOHIIENLUU
JeJIOBOM KOMMYHUKalUU

Tips for Writing Functional Résumés
* Be consistent in how you organize and categorize work experience.
Is it by tasks performed? Job title? Industry? Department?
+ Keep descriptions short — two or three sentences per job.
+ Highlight what you did and the results you achieved

1.2. After the Interview

You might think that once your résumé gets you in the door for
an interview, the letter writing is done. On the contrary: There are
many more letters to write in search of a job. After the interview,
these can include a thank-you letter for the interview, a letter ac-
cepting or declining an offer, a letter notifying your boss about
your new job, or a letter to the interviewer to show you handle rejec-
tion well.

THANK-YOU LETTERS TO INTERVIEWERS

Sending a thank-you letter makes you stand out and creates a
strong, memorable impression. This is especially true and important
when you are job hunting. Only a fraction of candidates bother to
send a thank-you letter to the recruiter or hiring manager who inter-
viewed them.

What a mistake! That person has given up valuable time to
give you a valuable opportunity. They deserve to be thanked. Not
doing so is rude. Doing so raises you a notch or two in their minds,
giving you a better chance of becoming one of the finalists for the
position.

The first model letter is a thank-you letter sent to a Mr. Belfry
who granted the writer a networking interview — some time to benefit
from Mr. Belfry’s knowledge and experience in his industry, even
though no specific job opening was on the table.
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Dear Mr. Belfry,

Thank you for the time and consideration you extended to me
during my interview with you yesterday.

| greatly appreciated the opportunity to speak with you about
my experience in related fields and my future goals. Thank you again
for your courtesy. | look forward to hearing from you.

Very truly yours,

Sandy Brixton

In the following letter, the writer is thanking Alison, the re-
cipient, for granting an interview specifically to discuss employ-
ment with her firm.

Dear Alison,

Thank you for taking the time to meet with me last Friday to
discuss the opportunity for employment with Minnesota Bearings.

When interviewing for a job, it is always a challenge to try and
learn enough information about the company and its culture in a
short time to be able to determine if that job would be a «good
fity.Your explanation of the benefits was very thorough and the posi-
tive comments about your personal experience as a Minnesota
Bearings employee painted a picture of exactly the kind of company
that | am seeking.

It was a pleasure to meet with you and | thank you again for
your time and attention. | look forward to hearing from you soon.

Sincerely,

Grant Streit

The next example is also discussing an interview for a specific
position; however, in this letter the writer discusses the events of the
interview in more detail.
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Dear Charles,

Thank you for taking the time to meet with me last Tuesday to
discuss the details of the Administrative Coordinator position at
NYM, Inc.

The initial tour through the facility and your thorough ex-
planation of the job requirements provided me with a solid grasp of
the demands of this position. During the interview with you and Bri-
an, | came to understand that being part of your department would
provide a challenging and varied work environment, which is exactly
what | am looking for. | feel that my past work experience has given
me the necessary skills to be a valuable asset in meeting the chal-
lenges of your department for 2004 and beyond. | would welcome the
opportunity to help make the day-to-day operations run smoothly.

Once again, thank you for your time and attention and | look
forward to hearing from you soon.

Sincerely,

David Evans

Tips for Writing Thank-You Letters to Interviewers
» Remind them of when the meeting took place and the position you
were interviewing for.
» Thank them for their time and consideration.
* Express again your enthusiasm for the position.
* Restate why you think you are the right person for the job — and
they should, too

ACCEPTING JOB OFFERS

When you accept a job offer, confirm the offer and your ac-
ceptance in writing. Many companies do not use employment con-
tracts, so if you are not given a contract, or the offer is not made in
writing, your acceptance letter will document the terms and other
particulars. This way, you have written proof of your position in case
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a dispute should arise.

If the offer is made verbally, take notes on what is said. Repeat
back what you hear to make sure you have heard it correctly. Then
sum it up in a letter to your new boss.

Keep a copy for your files, and confirm both receipt of the
letter and agreement to its terms and conditions.

Dear Mike,

Thanks for your call the other night.

To get right to the point, | am thrilled to be offered the adver-

tising manager position and am delighted to accept.
To sum up our discussion:

| will be responsible for managing Kresge Engineering’s
marketing communications program, including trade advertising and
the content on the Web site.

« My salary will be $47,000 a year plus a performance bonus
to be determined after my 6-month review.

» My immediate supervisor will be you.

» Kresge Engineering will pay all my moving expenses from
Baltimore to Wichita.

« | will have a private office equipped with a PC and fast In-
ternet connection.

Mike, | am excited about this opportunity and looking forward
to working with you, beginning on May 1. Thanks again for your
confidence in me. I, too, am confident that together we can achieve a
significant increase in Kresge s return on its advertising investments.

Sincerely,

Wayne Roberts

Tips for Accepting Job Offers
* Express your gratitude multiple times.
« State all agreed-upon terms of employment that are important to you
(e.g., having a company car).
« Start the relationship off on a positive note.
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* Do not discuss specific work issues or problems. Save that for when
you start the job
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DECLINING JOB OFFERS

When turning down a job offer, do it in writing. This way, there
are no hurt feelings, awkward moments, or heated arguments. Also, why
burn bridges? Maintain a positive relationship with the recipient of your
letter. He/she may be a future employer, employee, vendor, or customer.

Dear Dave,

With regards to the Assistant Manager position within the STL
Group, | respectfully decline your offer for the new position.

I am thankful for the opportunity offered and for the confidence
in my abilities to support the STL business. However, after careful
consideration, | have decided to return to school full time in January
to finish my M.B.A.

Again, thanks for the consideration and opportunity afforded
me by Concord Industrial Industries.

I hope that after | attain my degree, you will consider me for

future positions within the company.

Sincerely,

Tim Sullivan

Tips for Declining Job Offers
« Say you are flattered they have offered the job, but after giving it
careful thought, have decided not to take it.
* Give the reason why you are passing on this opportunity. Is it that
the work really doesn’t interest you, or that you have a better offer, or
prefer not to relocate after all?
 Thank the person for the time and effort expended in considering
you for the position

NOTIFYING YOUR PRESENT EMPLOYER THAT
YOU ARE TAKING A NEW JOB

When you take a new job, you must break the news to those in
your current organization, particularly your direct supervisor who
should be notified first. Later, to avoid having to tell the same story
20 different times to 20 different people, you can recast the same text
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in a memo and distribute to all concerned.
To: John Ferguson, AC Department Manager

I am pleased to announce that | have accepted a position with
BulboTech Corporation’s Telecommunications and TV Components
Group effective February 10, 2004. My last day in the Air Con-
ditioning Department will be February 7, 2004.

I have enjoyed working with you during my 612 years in the
Air Conditioning Department, and it is not without regret that | move
on. However, | believe this is a positive change and will provide new
challenges and opportunities in my career.

Working with the AC department here has given me a great
deal of experience as well as pleasure. | have thoroughly enjoyed
working with you and would like to take this opportunity to thank you
for everything you have done to make my tenure successful. | also
wish you every success in your future endeavors.

I look forward to working with you again in the future.

Kindest personal regards,

Bill

Tips for Notifying Your Present Company That You Are
Taking a New Job
» Come right out and say it: You have accepted a new job as
a [POSITION] with [COMPANY] and your last day is [DATE].
* Be courteous. Say how much you enjoyed working with them.
* Do not take this as an opportunity to vent pent-up anger. Leave
them with a good feeling about you

RESPONDING TO A REJECTION NOTICE AFTER
AN INTERVIEW

Why would you write back to an employer who rejects you?
Not to argue — you’re not going to change their minds — but to build
goodwill and leave the door open for future opportunities. Since the
majority of rejected candidates are never heard from again, writing a
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gracious letter thanking the interviewer for his or her time makes you
stand out from the crowd in a positive, pleasing manner.



A
tKM¢ praBﬂeHI/le AUCTAHIOUOHHOTI'O OGy‘ieHI/IH W IMOBBIILIEHU A KBEU]I/ICl)I/II(aL[I/II/I

A Hay4HO-JTUHIBUCTHUYECKHE KATETOPUU B KOHIIENLUU
JeJIOBOM KOMMYHUKalUU

Dear Mr. Frisch,

Thanks for your letter.

While 7’m sorry | wasn't chosen for the opening in your pro-
duction department, | appreciate your taking the time to consider me
for the position. | still am very interested in working for WebCam
Limited.

During our interview, you said my work experience fit the job
well, but noted my lack of familiarity with the X-1500 Digital Pre-
Press Package — the system you use for your prepress work.

I want you to know | have signed up for training to become a
certified X-1500 operator. When | get my certificate this May, | will
recontact you to see if you still need a qualified prepress specialist
who can operate this package.

Thanks again for your time and consideration.

Sincerely,

Florence Rubin

Tips for Writing to an Interviewer Who Rejects You
* Never say the reader was wrong or that he made a bad decision.
« Do not disparage other candidates.
« If appropriate, let the reader know you want him to be successful in
filling the position, whether it is with you or someone else

1.3. Letters from Employers to Potential Employees

At times, the shoe will be on the other foot, and you will be the
employer in search of a candidate to fill a position. Your recruitment
effort will be accompanied by various documentation including job
descriptions, job offers, and rejection letters.

JOB DESCRIPTION

When you want to hire an employee, start by writing a memo
containing a job description for the position. You will use this to
communicate with internal staff, your human resources department,
headhunters, even job candidates. Such memos are often posted in
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company cafeterias and lounges to inform employees of the opening.
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TO: Terry Dawson

FROM: Pat Riley

SUBJECT: Job Description

POSITION: Securities Trader

DUTIES: To buy and sell various investments securities in-
cluding stocks, bonds, options, and commercial paper. Other re-
sponsibilities include:

 Maintaining a trade log.

+ Maintaining a brokerage commission budget.

* Recording pertinent market data on a daily basis.

* Preparing a weekly written report on market activity.

NATURE OF THE JOB: Extremely fast-paced and intense dur-
ing market trading hours. The trader is usually working on several
trades at any given time. Almost all work is done on the telephone.
The trader is constantly in contact with other traders, brokers, and
outside sources of information, conducting trades and maintaining an
overall picture of what the markets are doing and where they are
going. Can be very stressful at times.

POSITION WITHIN THE FIRM: Trader reports directly to
Chief Investment Officer. Because the firm’s portfolio managers and
analysts work closely with the trader, their evaluation of the trader is
weighed heavily in all performance reviews.

REQUIREMENTS: Candidates must have a Bachelor’s degree,
preferably in finance, and some experience in the financial markets.
Attention to detail, organization, and ability to work in high-pressure
situations are essential. Some experience with computers and pro-
grams such as Lotus 1-2-3 helpful.

COMPENSATION: Includes a competitive salary and benefits
package. Supplemented by an annual bonus based on individual per-
formance and overall firm profitability.
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Tips for Writing Job Descriptions
* Keep the description to one side of a sheet of paper (for posting on
bulletin boards).
* Explain what the job entails. What will the person be doing during
the 8 or 10 hours a day she is working for you?
* Outline the requirements the successful candidate must possess, in-
cluding experience, skills, knowledge, education, and licenses or
certifications

LETTER TO POTENTIAL CANDIDATE AFTER INTERVIEW

Another situation that calls for written communication is fol-
lowing up with the candidate after the interview but before you have
made a decision. You do not want to start off your relationship with a
potential employee by leaving him hanging about such important news,
so he should get a letter from you within a few days of the interview to
let him know where he stands and what the next step is.

Here is a sample of a letter sent to a candidate after an inter-
view. The company is still deciding who is still in the running for the
position.

Dear [applicant],

Thank you for your interest in the [insert position title here]
position. We have begun the process of screening applications re-
ceived and hope to complete the process by [enter date here], at
which time we will contact those applicants who we would like to
consider further.

Again, we appreciate your interest and will communicate with
you in the near future regarding the status of your application.

Sincerely,
Hiring Official (or designee)
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Tips for Writing Post-Interview Letters to Potential Candidates
» Thank the candidate for their interest in the position.
» Let the person know they are still being considered for the position.
» Spell out what is going to happen next

LETTER TO UNSUCCESSFUL CANDIDATE

People get their hopes up after a job interview, and when a
letter comes in an envelope with your company’s logo, they tear it
open with bated breath. If the news is negative, let them down gently.
There are two cases in which you write rejection letters. The first is to
someone who has sent a résumé, but based on your review of that
résumé, you deem is not qualified.

Dear Applicant,

I would like to express my appreciation to you for your interest
in our recruitment for [insert job title here].

We have identified candidates for interviews, and you have not
been selected for interview. Although your experience is impressive,
the résumés of other candidates more closely match the requirements
of our position, and will be considered further.

Again, thank you for your interest in our position, and for
taking the time to submit your résumé. If you wish to be considered
for other positions at the University, please contact ASU’s Human
Resources Department, phone (555) 555-2454 or fax (555) 555-5544,
office located at 1313 Ball Street, Albuquerque, NM 12345.

Sincerely,
Hiring Official [or designee]

The second case is when the person is being rejected after the
interview. This may be more painful, since the candidate may take it
as a personal rejection (e.g., they worry that you didn’t like them
based on your seeing and speaking with them — which may, un-
fortunately, be true but which you should never say).
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Dear Candidate,
Thank you for your interest in our current recruitment for a

[insert position title here], and for taking the time to speak with us
about your qualifications and interest in the position.

You have many skills and abilities to bring to an organiza-

tion. We had a number of qualified final candidates for the position
and our decision was a difficult one. We have selected another candi-
date whose experience, education, and training more closely matches
the requirements of the position and needs of our department.

If you wish to be considered for other positions at the
University, please contact ASU’s Human Resources Depart-

ment, phone (555) 555-2454 or fax (555) 555-5544, office located at
1313 Ball Street, Albuquerque, NM 12345.

We wish you the best in your future endeavors.
Sincerely, Hiring Official

Tips for Writing Rejection Letters

« Thank them for their time and interest.

* Praise their skills, credentials, poise, and whatever else about them
impressed you.

* Give the reason they did not get the job, which is typically that you
found someone who was a better fit for that particular position

OFFERING A CANDIDATE A POSITION

Although you may want to call the candidate to tell her the

good news in person, you should also send a letter; people like to
have job offers in writing.

Mr. Alan Rogers
1234 NW Springville Ct
Portland, OR 12345

Dear Alan,

On behalf of ABC Industrial Company’s Applied Technologies
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Group, | am pleased to offer you the position of Sales Engineer,

reporting to Bill Simmons, Business Unit Manager, beginning on May 1.
This position is to be compensated in the following manner:

« Monthly Exempt Pay Rate: $5,666,67/month.

* You will participate in the PIC Sales Incentive Program.

* You will participate in the Company Automobile Program.

*You are eligible to participate in the Company Benefit
Program as described in the literature provided to you.

This offer is contingent upon you satisfying the Company pre-
employment drug testing, education, and reference verification re-
guirements.

Please understand that this employment offer and any other
Company documents are in no way to be construed as a contract of
employment or any assurance of continued employment.

Employment is at will and can be terminated at any time by
either party. We look forward to welcoming you to ABC Industrial
Company.

Sincerely, Jon

Trautman

Assistant Manager, Regional Personnel
| accept the terms of employment and will start
Date Signa-
ture Date

Tips for Offering Someone a Job Via Letter
* Congratulate the person for beating a number of tough competitors
for the job.
* Be clear about the offer — salary, vacation, benefits, job description,
and starting date.
* Ask the reader to notify you either in person, by phone, or in writing
of their acceptance of your offer
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1.1. Letters of Recommendation and Introduction

You will invariably be asked sometime in your life to write a
letter of recommendation for someone seeking a job. If someone asks
you in advance whether she can use you as a reference or have you
write a referral letter, and you cannot in good conscience recommend
her, say so. People who ask you to be references or write referral
letters assume you will say positive things; after all, they are trying to
get a job. Intending to write a less-than-glowing letter and not in-
forming the person who asked you of your intention is like an ambush.
If you cannot write a good letter of recommendation, decline.

There are two specific types of letters of recommendation. In the
first type, a friend or colleague asks you to write a «generic» letter of
recommendation. It is not for a specific job or employer, but meant to be a
general reference she can show to interviewers if asked for such a letter.

In the second type, the employer asks the candidate for ref-
erences, and the candidate gives your name. The employer then
asks you whether you recommend the person, and why.

A letter of introduction works a bit differently. Let’s say Sally
asks John to help her get an interview with Marvin at Biotech Indus-
tries. John writes a letter to Marvin telling him about Sally. In
the letter, he asks Marvin to grant Sally an interview or consider
hiring her to work at Biotech.

GENERIC LETTERS OF RECOMMENDATION

If you have agreed to serve as a reference for a friend or ac-
guaintance seeking a job, you may not want to write a separate
letter for each position your friend is applying for. You can solve this
problem by writing a blanket recommendation that the job seeker can
show all potential employers.

Prospective Employer,

I am the Partner-In-Charge of Zephyr Industries, and am
writing to recommend Tracy Graduate. | have known Tracy Graduate
through her work experience with our firm during the past summer,
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when she served as an Auditor Intern in our New York office.
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Tracy became immediately involved in the annual audit of
Zephyr Industries, conducting much of the historical accounting re-
search required for the audit. In addition to gathering the financial
information, Tracy was instrumental in the development of the final
certification report. Tracy also participated in several other smaller
audits, including her instrumental role in the quarterly audit of ABC
Bank, where she developed several Excel macros to audit the inputs
at the PC level. She later further developed these macros for use in
future audits, which we have integrated into our Auditors Toolkit.

Tracy has shown the kind of initiative that is necessary to be
successful over the long term in the public accounting field. She has
excellent forensic skills, yet remains focused on the overall needs of
the client. | believe she will be a strong Auditor and has an excellent
future in the public accounting field. She is a conscientious worker
and has an excellent work ethic. We would gladly have hired Tracy
upon graduation if she were open to the New York City area.

I recommend Tracy to you without reservation. If you have any
further questions with regard to her background or qualifications,
please do not hesitate to call me.

Sincerely,
Terry Thompson Partner-in-Charge

SPECIFIC LETTERS OF RECOMMENDATION

Here’s another common situation: You agree to let someone
use you as a reference, and when she does, the organization to which
she is applying for a job contacts you for verification. To maximize
the person’s chance of getting the job, you want to write a letter of
recommendation that is specific, positive, and concise.
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Dear Mr. Villas,

This is in response to your recent request for a letter of rec-
ommendation for Maria Ramirez who worked for me up until two
years ago.

Maria Ramirez worked under my direct supervision at Exten-
sion Technologies for a period of six years ending in October
2000. During that period, | had the great pleasure of seeing her
blossom from a junior marketing trainee at the beginning, into a fully
functioning Marketing Program Co-Coordinator in her final two
years with the company. That was the last position she held before
moving on to a better career opportunity elsewhere.

Ms. Ramirez is a hard-working self-starter who invariably un-
derstands exactly what a project is all about from the outset, and
how to get it done quickly and effectively. During her two years in the
Marketing Co-Coordinator position, | cannot remember an instance
in which she missed a major deadline. She often brought projects in
below budget, and a few were even completed ahead of schedule.

Ms. Ramirez is a resourceful, creative, and solution-oriented
person who was frequently able to come up with new and innovative
approaches to her assigned projects. She functioned well as a team
leader when required, and she also worked effectively as a team
member under the direction of other team leaders.

On the interpersonal side, Ms. Ramirez has superior written
and verbal communication skills. She gets along extremely well with
staff under her supervision, as well as colleagues at her own level.
She is highly respected, as both a person and a professional, by
colleagues, employees, suppliers, and customers alike.

In closing, as detailed above, based on my experience working
with her, I can unreservedly recommend Maria Ramirez to you for
any intermediate or senior marketing position. If you would like fur-
ther elaboration, feel free to call me at (555) 555-4293.

Sincerely,
Georgette Christenson Director, Marketing and Sales
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Tips for Writing Letters of Recommendation
« Say how you know the person. Are you a former boss, colleague, or
employee?
* Base your letter on first-hand knowledge and personal observation
(e.g., the employer already knows from the résumé that the candidate
can use Word, but you can say how fast he got your correspondence
done).
« Cover hoth technical skills and people skills. The potential employer
wants to know: Is she good at her job? Will she get along with the
people | already have?

LETTERS OF INTRODUCTION

As discussed, a letter of introduction does just what its name
implies: introducing one person to another person, but for the specific
purpose of convincing the reader that the person being introduced in
the letter would make a good addition to an organization.

Dear Mr. Greenstreet,

Ann Morgan, a young engineer who took my process design
seminar given for AIChE last summer, has asked me whether | can
put the two of you together, so that you might consider granting her
an interview for a position in your process control department.

You know that | am a rather tough instructor, so it means
something when | tell you that Ms. Morgan has an exceedingly strong
grasp of process design and control — especially considering she is
just two years out of college. By the way, she showed me her tran-
script, and was a solid B+ student at Brightwater Tech, which, as you
know, has one of the best programs on the East Coast. My depart-
ment is overstaffed and, since the acquisition, half of our work is
being moved to the California location. If this were not the case,
and we were looking to add personnel, | would make Ms. Morgan an
offer tomorrow.
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Whether she would be an ideal fit with your group I cannot
say, although | know that technically she can handle a Process Engi-
neer position with extreme competence. As for whether she’d be a
good addition to your team (which I suspect she would), why don't
you give her an interview and find out for yourself?

Sincerely,

Tips for Writing Letters of Introduction
» Say how you know the person. Are you a former boss, colleague,
professor, or employee?
« Point out the candidate’s qualifications in a specific and enthusiastic
manner.
* Explain how you know what you know about this person. Why are
you so confident in your recommendation?

2. E-MAIL

In American business, the use of e-mail is exploding, with 110
million Americans having access to e-mail. The typical office worker
sends and receives an average of 40 e-mails daily, according to a
Gallup poll. Too few business people recognize that this revolution in
communication has resulted in a need to flush away old-fashioned
phrases, get to the point quickly, keep messages brief, and motivate
the recipient to read the message itself.

Suddenly R&D professionals, engineers, technicians, biolo-
gists, chemists, mathematicians and others are being asked to
«send an e-mail» rather than pick up a telephone. Without that greater
«bandwidthy of face-to-face communication, a technician may have
trouble letting his words speak for him.

Make no mistake: An e-mail message cannot replace the per-
sonal touch of a phone call. Use the telephone to judge the nonver-
bal clues your listener is giving you. On the phone you might be
able to recognize when a listener is resisting or rejecting what you
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have to say. Not true with e-mail.
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Many e-mails are filled with extra words; many could be cut in
half . . . if their writers were trained to write carefully and to care
about the reader’s attention span.

2.1. Differences Between E-Mail and Regular Letters

There are more similarities than differences between e-mail
and postal mail; at least as far as letter writing is concerned.

« Both are a form of correspondence between two individuals:
the recipient and the sender.

* Both are essentially letters and most follow the same structure
and format.

» Both are read by people who are accustomed to reading
standard written English, not Internet shorthand or jargon.

* Both often contain an element of persuasion. The goal is to
get the reader to take action.

But there are definite differences, too, when it comes to online
versus offline writing.

Readers who are online have a shorter attention span than read-
ers who are offline. Why? Text is more difficult to read on a
screen than in print, and also, attending to your e-mail forces you to
halt other tasks you want to do on your PC. Therefore, e-mails are
usually shorter than postal letters.

Another reason for the brevity of e-mail is that e-mails typi-
cally deal with a short, single subject (e.g., answering a simple
question, such as «Where do you want to meet for dinner?»). Letters,
by comparison, often address multiple and complex subjects — one of
the reasons the person wrote a letter in the first place rather than made
a phone call or sent an e-mail.

A third reason e-mails are concise is that they are more inter-
active than letters. When you answer someone’s e-mail, your an-
swer may contain the text of his or her previous message. There’s
no need to recap or remind them of what they said in the first place,
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as there is with postal mail.
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2.2. E-Mail Structural Components

E-mail and postal mail have similarities and differences. Let’s start
with the similarities.

Basically, e-mail has much the same structure and style as a busi-
ness letter. There is a beginning or introduction, a middle, and an end or
close. As for the major differences, e-mails have some requirements post-
al mail does not.

These include a «from» line, subject line, electronic distribution list,
embedded links, and sig files.

THE «FROM» LINE

ISPs (Internet Services Providers) set up customer accounts so that
every e-mail a user sends carries his particular «fromy line. Typically the
«fromy line is your name («Joe Schmoy») or more commonly your e-mail
address (joeschmo@joeschmo.com).

People tend to open e-mail from people they know, and delete e-
mail from people they don’t know. Therefore, your «fromy line will gain
the attention of people you already have a relationship with. If the
reader doesn’t know you, the only hope you have of him opening and read-
ing your message is a compelling subject line.

THE DISTRIBUTION LIST (CC AND BCC)

Your ISP’s e-mail account service probably allows you three op-
tions with regards to recipients:

* To: Specifies the main recipient.

* cc: Selects people who get a copy and are identified as getting a
copy. The initials «cc» stand for «carbon copy», back in the days when
duplicate copies of letters were made on carbon paper.

* bee: Selects people who get a «blind carbon copy» — that is, they re-
ceive a copy but their names do not appear on the distribution list.

Business-writing handbooks published a decade or more ago
stressed the importance of listing cc people alphabetically. The im-
portance of this in postal letters has diminished, and it is even a less
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common practice with e-mail.

The cc list not only distributes the e-mail to these other folks, but it
also lets the main recipient (the person named in the «to» line) know they
are getting the copy. So the cc list would include team members and
others officially involved with the project being discussed.

The bec list also distributes the e-mail to people, but the main recip-
ient is not aware of this transmission. So the bcc list would include people
who you want to get a copy of the e-mail without telling your correspond-
ent about it. For instance, when complaining about a problem to your
account rep at a vendor company, you might bcc his boss as extra insurance
that your complaint will be handled swiftly.

THE SUBJECT LINE

Next to the «from» line, the most important part of your e-mail is the
subject line. These are the words the reader sees when the e- mail hits
her in-box. Based on the «from» line and «subject» line, readers make a
quick decision whether to open the e-mail, save it for later reading, or de-
lete it. The less likely the recipient is to recognize your «from» line, the
more important your subject line.

The best subject lines contain a few words that arouse the read-
er’s interest or promise a reward for opening and reading the e- mail. A
worker with a suggestion on how to improve process efficiency might
send an e-mail to the plant manager with the subject line, «New idea for
cutting production costs».

Since e-mail programs cut off subject lines, keep your subject lines
short. Thirty to 40 characters is the recommended length for subject
lines, with 50 the absolute maximum (that count includes spaces). This
often necessitates encapsulating the subject of the message in a few short
words (e.g., «CTP/AP guidelines missing» or
«Need template for container designy).

THE MESSAGE AREA
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The message area is that big, blank area on the screen where, when
you hit the button to create an e-mail, you type the message you
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want to send. You will notice that the message area is limited, so that
when you type a longer e-mail, it often scrolls down onto two or more
screens. E-mail experts use the term «above the fold» to refer to the
part of your message visible on the first screen.

E-mail marketers always make sure they cover the most critical
information (i.e., what they are writing about and why you should
reply) above the fold. They know if they don’t, response falls off
dramatically.

Therefore, if you are writing longish e-mail messages, make
sure you lead with your most important points above the fold. A good
way to do this is to use the «inverted pyramid style» taught in jour-
nalism school.

A pyramid has the foundation at the base, which supports the
other parts of the building that rest on top of it. In the inverted
pyramid, the base or foundation of your document — the most im-
portant information — is at the top, or beginning. Subsequent para-
graphs present additional information, in decreasing order of im-
portance.

That way, if your reader only reads the first paragraph, she at
least gets all the key facts.

Salutations and Closes

Personalized salutations in the message area are optional. You
can simply begin your message in the message space. Or you can type
in «Dear Boby, first. Some people feel the latter warms up the mes-
sage.

The only exception we see is that people who would not be
reluctant to use «Dear Bob» as the opening of a letter are leery of
carrying «Dear» into the somewhat more intimate realm of e-mail.
And, although «Dear» has, traditionally, not carried any connotation
of extra intimacy in a business letter, it does sometimes seem a bit
chummy for e-mail style, so let the use of «Deary in your e-mail be
governed by what feels comfortable to you.
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A close is also optional. You can simply end your message
with the last sentence. Or you can type «Sincerely», leave a few
spaces, and then type your name. It’s up to you.

The Sig File

A signature (sig) file is an «electronic letterhead» that au-
tomatically appears at the bottom of every e-mail message you
send. A sig file contains information similar to letterhead: your name,
company name, street address, city, state, ZIP code, phone number,
fax number, and Web site, for instance. Some people like to add the
company slogan under the company name.

There are two reasons why you should set up a sig file for all
your outgoing e-mail.

First, it saves you from having to type all that information each
and every time. Second, the sig file makes it easy for the recipient to
contact you through channels other than e-mail — phone, postal mail,
fax — when you include that information on all your communications.

Your e-mail software likely has a feature to allow you to cus-
tomize your own sig file.

If you have difficulty understanding how the feature works, ask
your ISP for help. Here is a sample e-mail combining all of the
features discussed above:

From: somebody@somewhere.com
To: nobody@nowhere.net
Subject: Bob Walton contract
Date: Sat, May 3, 2003, 11:12 a.m.
Hi Merton:
I’m Bob Walton’s project manager. He asked me to send you a boiler-
plate copywriting project template. Below my signature is what we
use.
(Currently, we e-mail it to people as a regular text e-mail. I am
looking into converting it into a PDF and attaching it to an e-mail.)
Please call or e-mail me if you have questions.
Regards,


mailto:somebody@somewhere.com
mailto:nobody@nowhere.net

A
tKM¢ praBﬂeHI/le AUCTAHIOUOHHOTI'O OGy‘ieHI/IH W IMOBBIILIEHU A KBEU]I/ICl)I/II(aL[I/II/I

A Hay4HO-JTUHIBUCTHUYECKHE KATETOPUU B KOHIIENLUU
JeJIOBOM KOMMYHUKalUU

Ellen Fremont

Your Copy Needs

20 Fortieth Street
Hoboken, NJ 07030
Phone 888-888-8888

Fax 888-888-8889
assistant@somewhere.com

Attached Files

Be careful about sending attached files, especially to people
you don’t know. People worry about catching a computer virus from
files. If they don’t know you and your e-mail includes an attached
file, they are likely to delete the whole message without opening it.

Be sensitive, also, when it comes to sending large, multimedia
files — such as big PowerPoint presentations — as attachments, even if
the person is a coworker or colleague. Some people do not like to
open, store, and print these large files, and would rather get your
presentation mailed to them as hard copy.

Also, the recipient’s computer might not have enough memory
to download the files easily. The download could take a really long
time and tie up the recipient’s computer such that you really tick them
off big time! When in doubt, ask people whether they mind getting
large files before sending them.

Another thing to remember is to make sure that the people at
the other end of your communications have similar programs for
opening and understanding your messages.

If you write your attachment in Lotus WordPro and the re-
cipient does not have this program installed on his computer, he
won’t be able to read your attached file.

2.3. Writing E-Mail Messages that get Opened and Read

The following suggestions are designed to help you improve
your e-mail style, make sure that your e-mail is clear, and ensure that
the recipient reads and opens your important message.


mailto:assistant@somewhere.com
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« Use the Subject line to capture attention and motivate the
reader to read on. The Subject line should not only summarize what
you are about to say, but should, when necessary, motivate the reader
to take action. Very short «Re» lines can be mysterious or mean-
ingless (e.g. «Training»). Instead, be more specific — e.g.,

«Subject: Ideas for new training coursey.

» Summarize your message in your first paragraph. Answer
the question «What do | want the reader to know, do, or believe as a
result of this e-mail?» in the first paragraph. With e-mail being tradi-
tionally short, readers expect a first paragraph to do more than just
introduce a thought. They expect it to summarize why you are
writing — what you want the reader to know, do, or believe. E-mail
messages often ramble; they work up to their main subject, and, in the
process, alienate readers. Note: If you get the reputation of being a
«rambler», people are going to put off reading your e-mails until they
have more time — which means they may never get to them at all.

» Keep your message short. While letters should, in general,
be kept to one page, e-mail — because of its volume, the scrolling
involved, and the expectation of brevity — should almost never be
more than a few paragraphs.

Anything longer can and should be sent as a separate file.

* Use standard, grammatical English. Avoid the «staccato»
style of incomplete sentences and other shortcuts. As a carryover
from when computer memory was scarce, some people still write e-
mail in «Saw sub. Sank same» prose.

There’s no need to write in phrases or half sentences.
Grammar, punctuation, and clarity still count.

* Resist the temptation to «dress up» your e-mails. Most
business correspondence e-mails are simple text messages. But as
regular users master HTML and other graphics programs, they are
tempted to dress up their e-mails with visuals — banners, borders,
animation, flashing lights, pictures, video, and audio (an e-mail
message with audio or video is called «rich media»).
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Adding a lot of special effects to your message is like putting
glitter and gold stars on your report cover in grade school to impress
the teacher and get an A. The teacher, of course, was more interested
in the content and how you expressed yourself in grading — the gold
glitter ploy never worked.

Avoid «gold glitter» in your e-mail. Not only does it irritate
some readers, but it also means slow downloading for users with
older systems and slower Internet connections. Remember, just be-
cause you are in a big corporation with T1 lines doesn’t mean your
customer has the same level of technology.

Always write and design e-mail so the widest number of re-
cipients can read it.

* Proofread every e-mail. Use your e-mail program’s spelling
checker before hitting «Send». As in the early days of television, we
are still a bit awed by the fact that we can send e-mail so quickly and
easily around the globe. Often we tend to forget that e-mail messages
define us in the same way other communications do.

That being the case, don’t allow a single misspelling or typo in
your e-mail. Use the spelling checker and also recognize that spelling
checkers are far from perfect. They cannot read your mind, so if you
write «hear» and you meant «here», you need to proofread your work
to catch the problem.

2.4. Reply Wisely

The discussion so far applies to all e-mails, both those you send
out as well as your replies to e-mails you have received. Here are a
few extra considerations to keep in mind when replying to the mes-
sages in your in-box.

DON’T REPLY TO A CORPORATE GROUP

Be careful when replying to a message sent by someone from an
organization. Even though your reply may be meant for his eyes only,
if you hit the Reply button, you may send your reply both to him as
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well as everyone on his cc list (the bcc list does not get your reply).
One solution: Send a sanitized reply, suitable for everyone on the cc
list, when you hit the Reply button. Then compose a separate outgoing
e-mail, with additional detail, and send it only to your main recipient.

BE CAREFUL WHO YOU INCLUDE ON A STRING

Within large organizations, e-mail messages are often routed
back and forth between various team members. This creates a long
string of back-and-forth replies, since all previous e-mails can be
included in each new outgoing one. Confusion can result:

Sometimes it’s difficult to tell who’s asking what, and whether
you are supposed to reply or are just getting a copy «for your infor-
mationy.

There are two solutions: First, think about whom you add to
e-mail cc and bcc lists.

If they don’t absolutely have to see it, don’t put their name on
it. Being cautious in this manner will cut down on the length of e-
mail strings (also known as threads or «threaded discussions») and
the number of contributors to the discussion. Also, everyone already
gets too much e-mail, and you don’t want to add to his or her burden.

The second solution is to break the thread by composing a new,
original e-mail rather than simply hitting Reply. Hitting Reply con-
tinues the thread automatically, carrying along the carload of all
messages. Composing a new message allows you to jettison the past
messages as well as drop unnecessary recipients from the string.

THINK BEFORE YOU PRESS «SEND»

If you receive an inflammatory message, resist the urge to
«return fire» with a hasty (or angry) response.

Be diplomatic. E-mail’s convenient reach can be a drawback
because it can memorialize your hurt feelings instead of giving you
time to calm down and regain your objectivity. Remember that e-mail
is permanent and irrevocable. Don’t write in anger, and stay away
from profanity.
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Reread your response to make sure that none of the phrases
you’ve written inadvertently reveal testiness or impatience. In particu-
lar, avoid sarcasm, annoyance, and rudeness.

Moreover, reread your work aloud because your ear will catch
a negative tone faster than your eye will.

Cool down before pressing the Send key! One effective tactic:
Compose your reply and save it as a draft. Reread it the next morning
when you are in a Ocalmer state of mind, and you’ll quickly catch
and eliminate any phrasing the reader might find offensive.

Tip: Beware Being Too Personal

E-mails, more so than letters, are easy to distribute widely and they
also have a habit of being stored in computers long after they are
written. For these reasons, be careful that you don’t indulge in writing
personal e-mails on the job or that you don’t insert too many personal
comments in business e-mail. More than 50 percent of America’s
corporations keep some track of — or watch over — employee e-mails.
There is a fuzzy line between an employer’s right to keep tabs on e-
mail usage and an employee’s right to privacy. It’s best to be cautious
and not to write anything that you wouldn’t want seen by your whole
department, your manager, or by an outsider

2.5. Know the Emotional Connotations of Punctuation and Grammar

Punctuation adds body language to writing. While we all use
punctuation to construct our sentences, we rarely think of these marks
as adding emotion to our message. But they do.

An em dash ( —) can add special emphasis to a thought, guid-
ing the reader to what you feel is most important. Ellipses ( . . .)
shows hesitation or omission. And parentheses ( ) can show your
reader what you consider to be a secondary thought.

Just as punctuation conveys shades of emotion, emoticons
(symbols such as :) the popular smile face) and acronyms (e.g., BTW
for by the way) also add breadth to your messages. Appendix B
contains a list of popular e-mail acronyms.



A
tKM¢ praBﬂeHI/le AUCTAHIOUOHHOTI'O OGy‘ieHI/IH W IMOBBIILIEHU A KBEU]I/ICl)I/II(aL[I/II/I

A Hay4HO-JTUHIBUCTHUYECKHE KATETOPUU B KOHIIENLUU
JeJIOBOM KOMMYHUKalUU

While some users are not given to using the types of ab-
breviations and acronyms popular in on-line chat rooms, they should
at least be familiar with emoticons and acronyms that can, on occa-
sion, add levity, lighten the tone of a message, or merely under-
score the urgency or lack of urgency in an e-mail.
«Emoticons» help communicate someone’s mood or indicate when
someone’s joking.

The most typical smiley is :), which, if you tilt your head to the
left, is two eyes and a smiling mouth. Although they are not used
frequently for business dealings, they are used frequently online and
should be recognizable to e-mail users.

While your high school teachers may frown, you should know
that certain points of grammar previously forbidden are okay in e-mail:

» Occasionally, one-sentence paragraphs are acceptable and can
rivet the reader on a particular idea or provide a transition between
lengthy paragraphs.

« Contractions (I’ll, don’t, we’ll) add a certain warmth to writ-
ing and should be encouraged in informal messages like letters or e-
mail.

» Long paragraphs (more than ten lines) usually turn online
readers off, even if each idea belongs in the paragraph.

« Starting the occasional sentence with «and» or «but» is not a
hanging crime. Starting with a conjunction adds a natural flow to
your writing.

Despite e-mail’s informality, letter-writing style considerations
continue to hold:

Keep sentences and paragraphs short, and eliminate wordiness,
redundancy, and oldfashioned words. Write to express, not to impress.
E-mail has even less tolerance for phrases like «pursuant toy,

«enclosed please find», and «under separate cover» than do memos or
regular letters.
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2.6. Consider the Look of Your Message

In cyberspace, as in written communication elsewhere, you
need to be aware of anything that can influence a reader’s perception
of you and your message. Use appropriate type styles, sizes, formats
and colors to reinforce your message. Increasing the size of the type
adds importance to a phrase, while decreasing the size sends a mes-
sage of demoting a particular thought or section. ALL CAPS
CONNOTE SHOUTING. Too much boldface can come across as
stern and schoolmarmish.

Each typeface has its own personality, connoting everything
from businesslike (use Arial or Times New Roman) to playful (use
Braggadocio or Benguiat Frisky). Look at each typeface offered by
your PC software and decide whether a new typeface will epitomize
the tone you are trying to convey. If you are creating a message on
replacing antiquated phrases with more modern equivalents, for ex-
ample, you might want to put each old-fashioned phrase in Algeri-
an to convey «old fashioned». The substitute phrase could be in a
more modern face, such as Desdemona.

Colors also can influence people’s perception. While most people
stay with black for messages that are strictly business — black having a
«bottom-line» concreteness to it — be aware that colors can create moods.
Blue, for example, can connote serenity; green sends off a signal of «go»
or «money»; and red can imply passion, danger, or «stop».

2.7. Internet Direct-Mail Marketing Messages

Internet direct mail, also known as «e-mail marketing», is the
sending of promotional e-mails to prospects and customers. («Direct
mail» refers to promotional postal mail, or advertising mail, sometimes
known as «junk mail» —a term frowned upon by industry insiders).

E-mail marketing messages typically generate a response rate
between 1 and 10 percent, although some do better and a few do
worse. The copy in your e-mail plays a big role in whether your
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e-marketing message ends up at the bottom or the top of that range.
How does Internet direct mail work? You send the reader an
e-mail message advertising your product. The e-mail contains an

embedded link the reader can click on (e.g., «for more information on
Product P, click on www.PPP.comy).

Clicking on the link takes the reader to a Web site or page
containing more information on the product, and also a form the
reader can submit to either buy the product or request a quote, pric-
ing, or other details.

E-mail marketing is measured in terms of «click-through»
rates. The click-through rate is the percentage of people who received
your e-mail who clicked on the embedded link to get to your Web site
or page. A click-through rate of 1 percent means out of every 100
receiving the e-mail, 1 clicked to get more information.

E-mail marketing to prospects whom you don’t know is rela-
tively expensive, because you must rent an «e-list» (a list of opt-in
names with e-mail addresses). This can cost anywhere from $100 to
$400 per thousand names, and there is usually a 5,000-name minimum.

So how do you make money? When the people who click
through either order your product or request more information by
completing and submitting the online reply form on your Web page,
you automatically capture their e-mail addresses. Now you can e-mail
to these leads or customers again and again, as often as you like,
without paying a dime in list rental fees.

It is repeat marketing to the «house listy» (your list of customers
or leads and their e-mail addresses) that makes the bulk of the profits
in e-mail marketing, for two reasons. First, your marketing cost is
close to zero. And second, the response rates from e-mailing to this
house e-list are typically two to ten times higher than you get from e-
mailing to a cold rented e-list.

HOW LONG SHOULD AN E-MAIL MARKETING MESSAGE BE?
What works best in e-mail marketing — long copy or short


http://www.ppp.com/
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copy? It’s a quandary for direct marketers much more so than general
marketers. Here’s why:

There’s a widely held viewpoint that, on the Internet, the less
copy the better. Web marketing experts tell us that the Internet is

faster-paced than the «snail mail» world, that attention spans are
shorter, and long messages get zapped into oblivion with the click of
the mouse. «Keep it short!» they extol in countless advisory e-zines.

General advertisers, for the most part, also believe that when it
comes to copy, the shorter the better. Often their print ads have large
pictures and only a handful of words. So they have no trouble em-
bracing the «people don’t read» mentality the Web marketing gurus
say works best.

But traditional direct marketers — newsletter publishers, semi-
nar promoters, magazines, book clubs, insurance, audio cassettes —
whose products are typically sold with long copy direct mail
packages and self-mailers have a problem. It goes something like this:

«In print, | have to use long copy to make the sale . .. or | just
don’t get the order. We've tested short copy many times — who
doesn’t want a cheaper mailingpiece with less ink and paper? But it
has never worked for our product.

Now my Web marketing consultant says the e-mail should be
just a few paragraphs. If a few paragraphs won 't convince people to
buy offline, why should things be any different online?»

And these marketers are right: Just because a person buys
online doesn’t change the persuasion process. If he needs the facts to
make a decision, he needs them regardless of whether he is ordering
from a paper mailing or a Web site.

Yet the Web marketing gurus have at least a clue as to what
they are talking about.

You might intuitively sense that your four-page sales letter, if
sent word for word as a lengthy e-mail, wouldn’t work. People would
click away long before they got to the end. So what’s the answer?

First, you need to quantify what is meant by «short» versus
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«long». When a Web marketing guru talks about «short» e-mail, she
probably means only three or four paragraphs. So when she says long
copy doesn’t work, she is against e-mails of more than a few para-
graphs. If, in this context, a traditional marketer says, «Long

copy does work», he’d mean long compared to the typical e-mail —
not compared to the typical direct mail letter on paper. A «long»
e-mail, which may fill several screens, is closer in length to a two-
page letter — «short» by direct mail standards — than to a four-page
letter. And it doesn’t even come close to an eight-page letter.

Second, you need to quantify how much shorter online copy is
than offline. Should you translate your entire package, word for word?
Should you compress it to half its length? Less? Kathy Henning, who
writes extensively about online communication, says, «In general,
online text should be half as long as printed text, maybe even shortery.
Not a precise formula, but a good starting point for estimation.

Third, and most important, we need to remember that the copy for
e-mail marketing campaigns is not wholly contained within the e-mail
itself. It is really in two parts. The first half of the message is in the actual
e-mail. The e-mail contains a link to a page on a Web site or server.
When you click on that link, you jump to the page, where the remainder
of the message is presented, along with the online order mechanism.

In a traditional direct-mail package, on the other hand, the
message is unevenly split.

Consistently, 98 percent of the copy is in the letter and bro-
chure, with the remaining 2 percent on the order form. In e-mail
marketing campaigns, the division is less balanced and more varied.

The bottom line: E-mail marketing can work without having e-
mails competing with War and Peace in word count. By strategically
splitting your copy between the frontend e-mail and back-end re-
sponse page, you can get your message across without having time-
pressured Web surfers fleeing in terror.

TECHNIQUES FOR EFFECTIVE E-MARKETING MESSAGES
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Here are a dozen or so proven techniques for maximizing the
number of your e-mail recipients who click-through to your Web site
or page.

* At the top of the e-mail, put a «<FROM» line and a
«SUBJECT» line. The «FROM» line identifies you as the sender if
you’re e-mailing to your house file. If you’re e-mailing to a rented
list, the «FROM> line might identify the list owner as the sender.
This is especially effective with opt-in lists where the list owner (e.g.,
a Web site) has a good relationship with its users. Some e-marketers
think the «fromy» line is trivial and unimportant; others think it’s
critical. Internet copywriter Ivan Levison says, «l often use the word
"Team" in the "FROM" line. It makes it sound as if there’s a group of
bright, energetic, enthusiastic people standing behind the product.
For instance, if you are sending an e-mail to a rented list of computer
people to promote a new software product, your «SUBJECT» and
«FROM» lines might read as follows: «FROM: The Adobe PageMill
Team / SUBJECT: Adobe PageMill 3.0 limitedtime offer!» Your ISP
can show you how to change subject lines for different messages.

The «SUBJECT» line should be short, attention-grabbing, and
curiosityarousing, compelling recipients to read further without being
so blatantly promotional it turns them off. Example: «Your input
needed by Thursday», «Do grid circuits work?».

« Lead off the message copy with a killer headline or lead-in
sentence. You need to get a terrific benefit right up front. Pretend
you’re writing envelope teaser copy (see Part VII) or are writing a
headline for a sales letter.

* In the first paragraph, deliver a miniversion of your
complete message. State the offer and provide an immediate re-
sponse mechanism, such as clicking on a link connected to a Web
page. This method appeals to Internet users with short attention spans
as well as users who are busy and can give each e-mail only a second
or two get the whole story.

« After the first paragraph, present expanded copy. This
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copy should cover the features, benefits, proof, and other information
the buyer needs to make a decision. Expanded copy appeals to people
who need more details than a short paragraph can provide.

* Close by repeating the offer-and-response mechanism, as
in a traditional direct-mail letter.

« Limit the number of click-through links in your e-mail to
three. John Wright, of the Internet marketing services firm Medi-
aSynergy, says that if you put multiple response links within your
e-mail message, 95 percent of click-through responses will come from
the first two. Therefore, you should make three click-through links
your limit. An exception might be if you are writing an e-newsletter
or «e-zine» broken into five or six short items, where each item is
on a different subject and therefore each has its own link.

 Use wide margins. You don’t want to have weird wraps or
breaks. Limit yourself to about 55 to 60 characters per line. If you
think a line is going to be too long, insert a character return. Internet
copywriter Joe Vitale sets his margins at 20 and 80, keeping sentence
length to 60 characters, and ensuring the whole line gets displayed on
the screen without odd text breaks.

* Take it easy on the all-caps. You can use WORDS IN ALL
CAPS but do so carefully. They can be hard to read — and, as men-
tioned previously, in the world of e-mail, all caps give the impres-
sion that you’re shouting.

* Shorter is better. This is different from classic mail-order
selling where as a general principle, «The more you tell, the more you
selly. E-mail is a unique environment. Readers are quickly sorting
through a bunch of messages and aren’t disposed to stick with you for
a long time.

Get the important points across quickly. If you want to give a
lot of product information, add it lower down in your e-mail message.
You might also consider an attachment, such as a Word document,
PDF file, or HTML page. People who need more information can
always scroll down or click for it.
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The key benefits and deal should be communicated in the first
screen, or very soon afterward.

» Make your message’s tone be helpful, friendly, informative,
and educational, not promotional or hard-sell. «Information is the
gold in cyberspace», says Vitale. Trying to sell readers with a tradi-
tional hyped-up sales letter won’t work. People online want infor-
mation and lots of it. You’ll have to add solid material to your
puffed-up sales letter to make it work online.

* Refrain from saying your service is «the best» or that you
offer «quality». Those are empty, meaningless phrases. Be specific.
How are you the best? What exactly do you mean by quality? And
who says it besides you? And even though information is the gold,
readers don’t want to be bored. They seek, like all of us, excitement.
Give it to them.

THE «4 U’S»: 4 WAYS TO SPICE UP YOUR SUBJECT LINES

When prospects get your e-mail marketing message, they make
a quick decision, usually in a couple of seconds, to open or delete it
based largely on the subject line. But given the glut of promotional
e-mail today, how can you convince a busy prospect — in just a few
words — that your message is worthy of attention?

The «4 U’s» copywriting formula — which stands for urgent,
unique, ultra-specific, and useful — can help. Originally developed by
copywriter Michael Masterson for writing more powerful headlines,
the 4 U’s formula works especially well with e-mail subject lines.
According to this formula, strong subject lines are:

* Urgent: Urgency gives the reader a reason to act now instead
of later. You can create a sense of urgency in your subject line by
incorporating a time element.

For instance, «Make $100,000 working from home this year»
has a greater sense of urgency than «Make $100,000 working from
home». A sense of urgency can also be created with a time-limited
special offer, such as a discount or premium if you order by a certain
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date (e.g., «Free home appraisal: this week only»).

» Unique: The powerful subject line either says something
new, or if it says something the reader has heard before, says it in a
new and fresh way. For example, «Why Japanese women have
beautiful skin» was the subject line in an e-mail promoting a Japanese
bath kit. This is different than the typical «Save 10% on Japanese
Bath Kitsy.

* Ultra-specific: Boardroom, publisher of Bottom Line Per-
sonal and other newsletters, is the absolute master of ultra- specific
bullets, known as «fascinations», tease the reader into reading fur-
ther and ordering the product.

Examples: «What never to eat on an airplane», and «Bills it’s
okay to pay late». They use such fascinations in direct mail as enve-
lope teasers and in e-mail as subject lines.

« Useful: The strong subject line appeals to the reader’s self-
interest by offering a benefit. In the subject line «An Invitation to Ski
& Saven, the benefit is saving money. In «UNIX data recovery —
once difficult, now easy», the promise is to simplify data recovery in
UNIX environments.

When you have written your subject line, ask yourself how
strong it is in each of these 4 U’s. Use a scale of 1 to 4 (1 = weak,
4 = strong) to rank it in each category.

Rarely will a subject line rate a 3 or 4 on all four U’s. If it
doesn’t rate a 3 or 4 on at least three of the U’s, however, it’s probably
not as strong as it could be and can benefit from some rewriting.

A common mistake is to defend a weak subject line by point-
ing to a good response. A better way to think is as follows: If the e-
mail generated a profitable response despite a weak subject line,
imagine how much more money you could have made by applying
the 4 U’s? Here’s an example:

4 U’s Example
A software marketer recently sent out a successful e-mail
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marketing campaign with the subject line «Free White Paper» (see
glossary in the appendix). How does this stack up against the 4 U ’s?
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« Urgent: There is no urgency or sense of timeliness. On a scale
of 1 to 4, with 4 being the highest rating, «Free White Papery is a 1.

* Unique: Not every software marketer offers a free white pa-
per, but a lot of them do. So «Free White Paper» rates only a 2 in
terms of uniqueness.

« Ultra-specific: Could the marketer have been less specific
than «Free White Paper»?

Yes, he could have just said «Free Bonus Gifty. So we rate

«Free White Paper» a 2 instead of a 1.

« Useful: | suppose the reader is smart enough to figure the
white paper contains some helpful information he can use. On the
other hand, the usefulness is in the specific information contained in
the paper, which isn’t even hinted at in the headline. And does the
recipient, who already has too much to read, really need yet another

«Free White Paper?» | rate it a 2. Specifying the topic
would help, e.g., «Free White Paper shows how to cut training
costs up to 90% with e-learning.

Go through this exercise with every e-mail subject line you
write. You can also apply the formula to other copy, both online and
offline, including direct-mail envelope teasers, ad headlines, letter
leads, Web page headlines, subheads, and bullets.

Rate the line you’ve written in all four U’s. Then rewrite it so
you can upgrade your rating on at least 2 and preferably 3 or 4 of the
categories by at least 1. This simple exercise may increase readership
and response rates substantially for very little effort.

2.8. Where to Get Your E-Marketing Lists

Your customer-and-prospects lists can come from one of three
sources:

» House files. As with traditional direct mail, e-mail marketing
works best when sent to your house list of customers and prospects.
If your house files don’t have e-mail addresses, there are several ways



YnpaBJieHHe JUCTaHLHOHHOT0 06y4yeHUs Y NOBBIIIeHHsT KBaTUPUKALUU

Hay4yHO-JIMHIBUCTUYECKHE KATETOPUU B KOHLIENILIUU
JleJI0BOM KOMMYHUKaLUU

to obtain them. You can run your file through an e-mail address
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appending service, and expect to find e-mail addresses for between 10
percent and 30 percent of the records. You can also make e-mail
address collection part of your ongoing marketing and customer ser-
vice records. For instance, one of my vendors that awards gifts
based on bonus points offered to add 300 bonus points to my account
in exchange for my e-mail address.

* E-zine subscribers. Theoretically you will get high response
rates mailing to people who have signed up for your free e-zine.
However, these folks are often freebie seekers, and may not be quali-
fied prospects. Therefore, results vary. Some e-zine lists are pure
gold. Others generate less sterling results.

Another option is to run classified ads in other people’s e-zines
with a link to your landing page or micro site. This lets you get your
message to people at a far lower cost per thousand than solo e-mails.
However, the circulations of many e-zines are unqualified and
unaudited; therefore the quality of the audience you reach can be
guestionable. Again, you have to test. To run short ad in someone’s
e-zine typically costs $20 to $40 per thousand subscribers.

* Rented opt-in e-lists. You can rent e-lists for e-mail
marketing campaigns at costs ranging from $100 to $300 per
thousand. As with traditional direct mail, test lists in small quantities
before expanding your e-mail campaign to the entire list.

E-mail Marketing Warning

* Be careful about e-mailing people you do not know. If you e-mail
strangers, make sure the content is informational or conversational, and
contains no sales pitch or commercial message. Sending an unsolicited
promotional e-mail to an individual whom you do not know, and who
has not agreed to receive such messages, is called «spamy. It is illegal
and can have many negative consequences, from a nasty response to
having your ISP shut down your account. Avoid spamming.

» When renting e-mail lists, make sure the list is an «opt-in» list. That
means people on the list have agreed to receive promotional e-mails.
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* How is this done? Have you ever registered on a Web site or
submitted a reply form where you checked a box that said, es-
sentially, that you give permission for the Web site to send you
occasional e-mails of interest? If so, you have opted in, and the Web
site owner is likely intending to rent your name on the commercial
list market.

By the same token, avoid «spamy lists. These are lists of e-mail
addresses collected from the Web without the recipient’s permission.
How can you tell the difference? One way is price. If you see a list
advertised as «millions of names for $25», it’s a spam list. Don’t buy
it! Legitimate opt-in lists rent for $100 to $400 per thousand names.
Include an opt-out statement in order to prevent flaming from recipi-
ents who feel they have been spammed by stating that your in-
tention is to respect their privacy, and making it easy for them to
prevent further promotional e-mails from being sent to them. All they
have to do is click on Reply and type «UNSUBSCRIBE» or
«REMOVEY» in the subject line. Example: «We respect your online
time and privacy, and pledge not to abuse this medium. If you prefer
not to receive further e-mails from us of this type, please reply to this
e-mail and type "Remove" in the subject line» (Flaming is when
recipients of promotional e-mail express their displeasure by replying
and sending you nasty messages).

*E-mail privacy also is a delicate issue for anyone on the receiving
end of «spamy» and other unwanted e-mail messages. When you re-
spond to an e-mail message from someone selling something, you
run the risk of becoming a permanent part of that person’s database
and may receive time-consuming, unwanted e-mails far into the fu-
ture. It’s best to follow instructions for removing unsolicited e-
mails, despite the hassle, so that you save yourself from endless fu-
ture e-mails from people who pitch to you solely because you haven’t
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2.9. Online Acronyms

BFN bye for now

BTSSOOM beats the [stuffing] out of me

BTW by the way

CUA commonly used acronym(s) OR common user
access

FAQ frequently asked questions

FU [fouled] up

FUBAR [fouled] up beyond all recognition

FUD (spreading) fear, uncertainty, and disinformation

FWIW for what it’s worth

FYI for your information

GR&D grinning, running, & ducking

HTH hopes this helps

IAE in any event

IANAL I am not a lawyer (also IANAXxX, such as
IANAMD or IANACPA)

IMCO in my considered opinion

IMHO in my humble opinion

IMNSHO in my NOT so humble opinion

IMO in my opinion

IOW in other words

LOL lots of luck or laughing out loud or (sometime) lots
of love

MHOTY my hat’s off to you

NFW no [bleeping] way

NRN no reply necessary

oIC oh, | see!

O0TB out of the box (brand new)

OTOH on the other hand

OTTH on the third hand

PITA paininthe[...]

PMFJI pardon me for jumping in

ROTFL roll(ing) on the floor laughing (also, ROF, L,
ROFL)

RSN real soon now (which may actually be a long time
away)
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| RTFM | read the [full] manual (or message)




B 4T
> KM¢ praBﬂeHl/Ie AUCTAHIIUOHHOTO O6y‘{eHI/IH W NMOBbIIIEHHUA I{BafII/I(bI/IKaL[I/II/I

Hay‘{HO-JII/IHFBI/ICTI/I‘{QCKI/IQ KaTeroprum B KOHL MU

JleJIOBOU KOMMYHUKaI WU

SITD still in the dark
SNAFU situation normal, all [fouled] up
TANSTAAFL there ain’t no such thing as a free lunch
TIA thanks in advance
TIC tongue in cheek
TLA three-letter acronym (such as this)
TTEN ta ta for now
TTYL talk to you later
TYVM thank you very much
WAW (WPAW, etc; all the various products, such as...)
WYSIWYG what you see is what you get
7124 all day long, seven days a week, 24 hours a day
3. GRAMMAR SUPPLEMENT
3.1. Noun
1. CymiectBurenbubie (Noun)
Cnocob [Ipumepst Hckmouenns
o0pa3oBaHUsA
a cat — cats

1) +-s a table — tables -

a book — books

2) -s, -ss, -sh, -ch, -tch,
-X + -€s

a bus — buses

a glass — glasses

a brush — brushes
a torch — torches

a match — matches
a box — boxes

3)-y—>-i+-es

a fly — flies
an army — armies -
a lady — ladies

4) -0 + -es

a piano — pianos

a kilo —kilos

a photo — photos

a video — videos

a flamingo — flamingos (es)
a volcano — volcanos (es)

a hero — heroes
a potato — potatoes
a torpedo — torpedoes
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Crocob IMpumeps! Hckmouenus
o0pa3oBaHusl
a day — days
5) -ay, -ey, -0y + -5 a key — keys -
a boy — boys

a wife — wives
a knife — knives

a life — lives a scarf — scarfs (ves)
a leaf — leaves a wharf — wharfs (ves)
P a sheaf — sheaves a dwarf — dwarfs (ves)
6) F—-v+-es athief— thieves a hoof — hoofs (ves)
a calf — calves But: chiefs, roofs, safes,
a half — halves cliffs, beliefs

a shelf — shelves
a wolf — wolves

2. CymiecTBuTeNbHbBIE, M3MEHSIOMIHECs He 1o npaBunam (lrregular nouns)

a man — men
a woman — women

a child — children

a brother — brethren

a foot — feet

a tooth — teeth

a goose — geese

a mouse — mice

a louse — lice

an ox — oxen

a fish — fish

a deer — deer

a sheep — sheep
®opma He MeHsieTcd | a trout — trout

a swine — swine

an aircraft — aircraft a
means — means

3. CyH_IeCTBI/ITeJ'H)HBIe JIJATUHCKOTO IMPOUCXOKIACHUSA

a fish — fishes (pazmuu-
HBIE BUIBI PBIO)

a bonus — bonuses

a virus — viruses

a circus — circuses

a radius — radiuses (radii)
a cactus — cactuses (cacti)
a nucleus — nucleuses
(nuclei)

a stimulus — stimuli

a) -us — -i ; -
a genius — genii
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Cnoco6

[Ipumepnt Hckimouenus
00pa3oBaHUsg
b) -a — -ae alarva — larvae a formula — formulae (formulas)
-3 > - X
an alumna —alumnae But: areas, diplomas, arenas
a symposium — sympaosia
(simposiums)
a datum — data a memorandum — memoranda
c)-um — -a . .
acurriculum—curricula | (memorandums)
a medium — media (mediums)
But: albums, chrysanthemums
an index — indices
. (B MaTeMaTHKE) an index — indexes (B kHurax)
d) -ex, -ix — . . .
ces an appendix — an appendix — appendixes

appendices (B kuurax) | (B MeOUIMHE)
a codex — codices

4. Cy1ecTBUTENbHBIE TPEYECKOTO IPOUCX 0K ACHUS

a thesis — theses
acrisis — crises

an analysis — analyses a
basis — bases

a criterion — criteria

b) -on — -a | aphenomenon —
phenomena

a) -is — -es a metropolis — metropolises

a demon — demons
an electron — electrons

5. CoXHbIE CYIECTBUTENILHbBIE

1) Eciu B cocTaB BXOIHT NpeJIor:
a mother-in-law — mothers-in-law
a passer-by — passers by

2) Ecum epBoe ciioBo man

a schoolboy — schoolboys | wu woman:

- a housewife — housewives | a man-servant — men-servants

a postman — postmen a woman-doctor — women-doctors
3) Eciu B cocTaBe HeT
CYH.IGCTBI/ITGJ'II:.HOFO:

a forget-me-not — forget-me-nots
a merry-go-round — merry-go- rounds
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Crroco6

[Tpumepst HckmoueHus
o0pazoBaHUsA

6. CyHleCTBI/ITeJ'II)HLIe, UMCIOIIUEC TOJIBKO (bOpMy CAVMHCTBCHHOI'O YHCJIa

advice education hair
information knowledge
luck luggage money music
- news progress seaside -
shopping traffic trouble
weather work

etc.

7. Cy1iecTBUTEIbHBIC, HIMCIOIIHE TOJIHKO (HOPMY MHOKECTBEHHOTO YHCIIa

barracks billiards clothes
contents goods optics

- physics politics riches -
scales scissors spectacles
trousers wages works, etc.

3.2. The Article

APTHKITP — YacTh pe€YM B AHIJIMHCKOM S3BbIKE, HCIOJb3yeMas
B OCHOBHOM II€pe], CYLIECTBUTEIBHBIMUA U XapaKTEPU3YIOLIasd UX IO
CTETIEHH OIIPENENIEHHOCTH — HEOIIPEIEIEHHOCTH.

THE INDEFINITE ARTICLE (A/AN)

OObIYHO UCNOTL3YEMCSL NEPeO UCHUCTSIEMBIMU CYUYECBUMETbHBIMU
6 eOUHCMBEHHOM HUCIe.

1. Ilpenmer yrnmoMHHAETCS KaK HEONpPEeICHHbIH, 0e3 neTaeii:

I bought a book yesterday — Buepa s kynun xnuecy (kakyio —
TOYHO HEU3BECTHO).

2. CyIIeCTBUTELHOE — YaCTh COCTABHOI'O MIMEHHOT'O CKa3yeMOro:

This is a pen — Omo pyuka; He is a doctor — On epau.

3. [lepen cymectButensHbM cTouT onpeneneuue: We live in a
small flat — Mot orcusem 6 manenvroti keapmupe.

4. B 3nauenuu «1o00iiy, «Beskuii». A child can do it — JTio6ou
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5. B snauenun «ommm». A week or two passed — Ilpouwa ne-
Oest unu ose.
6. B 3HaueHNH «eIlle OJHH» C MOPSIKOBBIMHU YHUCIUTSIBHBIMU:

A bullet flew by, then a second — Ilporemena nyns, 3amem ewe
O0Ha.

7. B Bockmumanusax: What a nice day! — Kaxoit npexpacnbiii
oenv! (Ho: What nasty weather! — Kakas nenacmmnas no2ooa!

«weather» — HercumcIsIEMOE CYIIIECTBUTEILHOE)

8. TTocne such, quite, rather: He’s such a clever man! — On
maxou ymuwiti!

9. B Beipaxkenuu a most — ouens: It’s a most funny film! — Omo
OUeHb CMEUWHOU hUuibM.

10. O 1iene, paccrosianu 1 yactotHocTH: 80 p a kilo — 80 nencos
3a kunoepamm; 100 km an hour — 100 xkuromempos 6 wac; once a day —
pas 6 OeHb.

11. C memomoranusmu: get a cold — npocmyoumscs, get a
headache — 6ozems (0 2on086¢).

12. C HEUCUYHUCIACMBIMH CYIIECTBUTEILHBIMHU B 3HAYCHUH

«moprusi»: Would you like an ice cream? — Xomume (nopyuio)
MOpodICcEH020?

13. C uMeHamMu COOCTBEHHBIMHM B 3HAYCHUHU «KaKOH-TO». A
Mrs. Smith is waiting for you — Bac xouem eudemv Hexas muccuc
Cmum.

14. C numeHaMu COOCTBEHHBIMU B 3HAYCHHH «OAHMH W3». | was
met by a Burton — Mens ecmpemun ooun uz bépmonos.

15. C umeHamu COOCTBEHHBIMH B 3HAYCHHUHU <IIPOU3BE/ICHHE
uckycctay: | sold him a Monet — A npooan emy kapmumny Mome.

THE DEFINITE ARTICLE (THE)

Hcnonw3yercs nepes MOOBIME CYIIECTBUTEIHHBIMHU.

1. TIpu pasroBope o 4em-to ompexaeneHHoM: The book | like
most is «War and Peace» — Knuea, komopyto s 060 6onbute sceeo,
—amo «Botina u mupy.
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2. Kak mpasuno, nepen coueranusimu ¢ Of: The title of this book
is «War and Peace» — Haseanue smoii knucu — « Boitna u mup».

3. Iepen mpemMeTamu, eMHCTBEHHBIMU B cBoeM pojie: the Universe
— gcenennas, the Earth — 3emaa.

4. C npuaratebHbIMH, TISPEIISIIAMI B Pa3psiil CYIICCTBUTEIBHBIX:

the rich — 6ocamuie.

5. C mpeBOCXOIHON CTemeHplo mpuiaratebueix: He'’s the best
dancer — On ayuwuit manyop.

6. C same — mom arce camvitl, Wrong — ne mom, right — mom,
very — camwiti, Next — credyiowuii, last — nocneonuu, only — edun-
cmeennoit, Whole — eseco, yenwii: He is the only child — On
€0UHCNBEHHbIU PEOEHOK.

7. C My3bIKaJIbHBIMH HHCTPYMEHTAMH, TaHIAMH (B Tporecce):

I like playing the guitar — 4 rro6m0 uepamo na cumape.

8. C pekamu, 03epaM, OKeaHaMH, KaHAJIAMH, MOPSIMH, TIPOJTUBAMH,
3aJMBaMH, MYCTHIHSAMH, I'PYIIIaMHd OCTPOBOB M T'OPHBIMH IIETISIMH:
the Baikal — haiixan, the Black Sea — Yeproe mope, the Sahara — Caxapa,
the Bermudas — Bepmydckue ocmposa.

Ho 6e3 apTukis ynorpeOsistoTes:

— OT/IeNIbHBIE OCTPOBa K BepiiuHbL: Everest — Deepecm, Sicily —
Cuyunus,

— o3epa co cioBom Lake B nauane: Lake Ladoga — Jladoorcckoe
o3epo.

9. C cocTaBHBIMU Ha3BaHHSIMH PECIyOHUK, (eaepariuii, Kopo-
neectB. the Czech Republic — Yewckas Pecnyb6auxa, the Russian
Federation — Poccuiickas @edepayus, the United Kingdom — O6%-
edunennoe Koponeecmso.

10. C my3esmu, TeaTpamu, KHHOTEATPaMH, ra3eTaMH, KypHAIaMH,
TOCTMHHUIIAMH, Kiaybamu, xopabismu:. the Hermitage — Opmumaorc,
the Bolshoy — boawwou meamp, the Coliseum — Konuszeu, the Times —

«Taiimey.

11. C cemeitabiMu pammmusivu: the Ivanovs — Hearoser.
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12. B smauenmu «roT camerii»: IS he the Sheldon who is a
writer? — Omo mom camutii Illendon, komopolii nucamens?

13. Ucropuueckue smoxu, cooerrus: The Middle Ages — cpeo-
neeexoswe, the Crimean War — Kpwsivckas 6oiina.

14. C gactamu s, ecnm mepen HuMHA — in: in the morning —
ympowm, in the afternoon — duem, in the evening — seuepom, in the
night — Housro.

THE ZERO ARTICLE

C aOCTpakTHBIMH M HEUCUHCISIEMBIMH CYIIECTBUTCIBLHBIMH,
HEOTIPE/ICIICHHBIMU B KOHTEKCTE CYIIIECTBUTEIILHBIMU BO MHOYKECTBEHHOM
quCIie, ¢ OOJNBIINHCTBOM UMEH COOCTBEHHBIX.

1. C HEeHCUYHCIIIEMBIMHA ¥ UCYHCISIEMBIME CYIIICCTBUTEIBHBIMU
BO MHOXECTBEHHOM YHCJIC B BBICKAa3bIBAHUSAX OOIIEr0 Xapakrepa:
I like tea. — A mo6mo uaii. Men like hunting. — Mysicuuner no6sm
oxomy.

2. C aOCTpakTHBIMH W BEIIECTBEHHBIMH CYIIECTBUTEIbHBIMH:
They walked in silence — Onu wnu ¢ muwune. Blood is thicker than
water — Kpoeb niommee 600bL.

3. C wnasBanusimu mpuema nmiu (0e3 konkperuku): | have
breakfast at 9 in the morning — A zaempaxaio ¢ 9 ympa.

Ho: Do you remember the breakfast at Maurizio’s? — Tet
nomuuws mom 3aempax «Y Maypuyuo»? (cosopumces o Konkpemmom
3aempaxe).

4. C cymectButensHbiMu SChool, college, university, hospital,
prison, church, court, work, home, bed, table, xorna oxu ucmomns-
3yIOTCsI [UIsl 0003HAYCHUs ONpeeNIeHHbIX AeicTBuii: t0 go to school
— XOJIUTH B ILIKOJY YYHUTHCS, @ HE C KAKUMHU-TO ApyruMu nessimu. Ho
€CIIM JICWCTBUE HE CBS3aHO C XapaKTEPOM ITOTO MECTa, UCIOIb3yeT-
csi onpeneneHHblii aprukibs the: They went to the church to see
icons — Mot nouwiu 6 yepkoeb, 4Umodbl ROCMOMPENTb HA UKOHDL.

They were sitting at table eating — Onu cudenu 3a cmonom u enu.
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Ho: I sat down at the table to do my homework — 4 cen 3a cmon
coenamv OOMAUIHIONW padbomy.

5. C nazsanusamu 6omesneit: He died of cancer — On ymep om paxa.

6. C uMeHamMH COOCTBCHHBIMH, KOTOpPBIC HE HCIONB3YIOTCS C
the: Tolstoy is my favourite writer — Torcmou moii nr06uMBbIL nUCA-
merb.

Hcknrouenus:

o crpausl: the Netherlands — Huodepnanowl, the Senegal — Ce-
nezan, the Cameroon — Kauepyn,

e ropoza: the Hague — Iaaea;

o yiuiisl: the Strand, the High Street.

7. C Ha3BaHMSIMH y4eOHBIX 3aBEJCHMMU, €CJIM B HAadaje CTOUT
Ha3BaHWE MECTHOCTH, TAe OHM pacmonokersl: London University,
Trinity College.

Ho: the University of London.

8. C wactaMu nHS, ecnu Tepel HUMU CTOWT mpemior at: at
night — nousio, at lunchtime — 6 o6eo, at sunset, at dawn — na zaxame,
at sunrise — na pacceeme.

9. C nusamu Henenu, Mecsaiiamu: on Sunday — 6 sockpecenve, in
May — g mae.

Ho: We met on a Sunday. — Mur nosnaxomunucy 00nasicowl
6 BOCKpeceHbe.

TROUBLESOME NOUNS AND PHRASES

Singular in Russian — Plural in English | Singular in English — Plural in Russian
CANHCTBEHHOC YH1CJIO B PYCCKOM — CANHCTBCHHOC YHUCJIO B AHTJIMHACKOM —
MHOKECTBEHHOE UHCIIO B aHTJIMHCKOM MHOKECTBEHHOC YH1CJIO B pPyCCKOM
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police (momumus)
clothes (omexma) py-
jamas (mmxama)
stairs (yiecTHua)
outskirts (okpanna)
binoculars (6uHOKB)

ARE

news (HOBOCTH)

hair (sonocer) fu-
neral (moxopoHsr)
money (IeHbrH)
wallpaper (o6owu)

5 minutes (Bpems)

5 miles (paccrosiaue)
5 pounds (cymmer)

5 kilos (Bec)
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3.3. Prepositions of Time: AT, ON, IN
AT | ON | IN
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1. TouHoe BpeMms: 1. {uu, nater: 1. C MecsuaMu, rogaMu,
e at 6 o’clock; ¢ on Monday BEKaMH, JICCATHICTHSIMY,
e at midnight (B mosHoOUb); (B IOHENIENBHNK); | THICSICICTUIMH:
at noon/ midday e on the 25 of July e in April,
(B monzieHs); (25 urons).  in 1987,
e at sunrise / dawn 2. Tlepen yacTaMu JHs, ¢ in 1950s;
(na paccBere), €CITH TIepe]] HUMHU e in the 19" century.
at sunset (ua 3akare); crout onpesienieHue: | 2, C qacTsIMH JHA, eCITH
e at the moment. e onapeaceful night|  nepen HuMu cTour the:
2. YacTu nHs: (THX0¥f HOUBIO); e in the morning
e at night (Hous10); ¢ on Monday (yrpom);
e at lunchtime (8 06en). evening e in the afternoon
3. Ilpa3nHuku: (B MOHEACTTBHUK (nmem);
e at Christmas BEUEPOM). e inthe evening
(na PoxxaecTBo); 3. Ilepen Ha3BaHMEM (Beuepom);
e at Easter (ua ITacxy). Mpa3HUKa, eCIIN « inthe night
4. Bexomusle: at the weekend B €r0 Ha3BaHUe (HOUBIO).
(but: at weekends). BXOJUT 3. C BpeMeHaMu roja:
5. Hauaso u koHely yero-moo: CYIIIECTBUTENBHOE in winter (3uMoi).
e at the beginning of ... day: on Christmas |4 in+ BpeMst roja +
(B Hauane); day. holiday: in the summer
e at the end of... 4. Ycroituusble Gpassl: holiday (ka reTHIx
(B KOHIIE); e onthe eve KaHUKYyJax).
o at first (cnauana); (nakanyHe); 5. in = uepes : in two
o at last (makonen); e ontime years’ time (uepes
e at conclusion (TouHo BOBpeEMsI); JIBa roJ1a).
(B 3aKITIOYCHHE). o on holiday, on leave| 6. ycroitunseie Gppassr:
6. O xommuecTBe pas: (Ha KaHUKyIaX, e in no time (cpasy)
e atonce (({pa3y); B OTIIyCKE); e intime (BoBpems)
e One atatime o day on day e in free / spare time
(110 oxHOMY); (meHb 32 1HEM); (B cBOGOTHOE BpEMsI).
e at two sittings o cash on delivery e inthe end (B koHLE
(3a iBe BCTpEUH). (oruata mpu j1o- KOHIIOB);
7. Ycroituussie Gpasbr: CTaBKe); e in good time

e at the age of

e onatrip (s moesxke, (3apanee);
(B BO3pAcTe...);

BO BpeMsI TOE3KH);
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e at the same time

e on the stroke of

e all in good time

(omHOBpEMEHHO); two (TouHO B JBa) (Bcemy cBOE BpeMst);
e at no time (uukorma); e in the dead of night
e attimes (ryxoit HOUBIO);

(BpeMsi OT BpeMeHH);
e at the time (Torma);
e at the right / wrong
time (BoBpems /
HE BOBpEMS);
e at the last minute;
o at the turn of the
century (ua pyoexe
BEKOB);

NOTE. Kak mpasmio, mepen cioBamu this, last, next, every u cremyro-
IIAM 32 HUM CYLIECTBUTEIBHBIM, 0003HAYAIOIINM BPEMS], [IPEIOTH HE CTABSITCS.

e in a jiff (Murom)

3.4. Verb Groups in English

B aHrnuiickom si3blke NPUHATO CIEAYIOLIee AEICHUE ria-
r'OJIOB Ha TPYIIIbL:

1. Cmblcia0BbBIE TJIAr0Jbl — TJAroiibl, KOTOpbIe HAa3bIBAIOT
nevictBue (to sit — cumets, t0 100k — cmotpetsh, 10 Wish — xenath
u ipyrue). CMBICIIOBBIE TJIAr0Jbl MOTYT OBITh:

e MHAMHYECKUMHU (MOXXHO Ha3BaTh TaK IJIAroJjbl, 0003Ha-
Yaolie BUIUMBIE JEHCTBUA) M CTATHUYECKHUMH (TJIArojibl, BhIpaska-
IOIIMe HAllM YyBCTBA, JKEJIAaHWS, COCTOSHHUS, (PH3MUYECKHE BO3MOXK-
HocTH). Himke mpuBeaeHbI IPUMEpPBI I1arojos.

JNHAMUYECKUET'JIATOJIbL CTATUYECKHUETJIAT'OJIbI
to run OexaTb to wish XKeJaTb
to look CMOTpeTH to see BHAETDH
to listen to caymarh to hear CABIATH
to play Urparth to hate HEHABUJIETh
to write HCcaTh to believe BEPUTH
to sleep CraTh to understand MOHUMATh
to study YUUTBCS to be OBITH
to climb B30MPATHCS to know etc. 3HATH H T.JI.
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3HaHME CTATHYECKUX TJIarojoB IO3BOJIUT HM30€XKaTh TpyObIX
rpaMMaTHYECKUX OIIMOOK TIIPH KCIIOJIb30BaHUM BHJIOBPEMEHHBIX
(hopM B aHIIIMHCKOM SI3bIKE. DTH TJIaroiibl HE MOTYT YHOTPEOIAThCS
B CTPYKTypaxX, XapaKTEepHBIX JUIS JUIMTEIBHOTO aclekTa JIo00ro
rpaMMaTHYECKOTO0 BpPEMEHH. PaccMOTpuM pa3HHIly YHOTpeOICHHS
TUHAMHYECKUX U CTAaTUYECKUX TJIar0JIOB Ha XapaKTEePHBIX IPUMeEpax.

— Caria, ouemy Ber cMotpuTe — Why are you looking through the window,
B 0kHO? UTo BEI BUauTE? Alexander? What do you see there?

— Benukonenssie ropsl, mokpeiteie | — Magnificent mountains covered with
CHEI'OM. snow.

51 3nakoM ¢ HuM ¢ centsiopst. C toro | | have known him since September. He has
€aMoro BPeMEHH OH TUIIIET KHHTY. been writing a book since that time.

® [PaBWIBHBIMUA W HENPAaBWIHHBIMU. DTO JICJICHHE OCHOBAHO
Ha oOpa3oBanuu (opMm riarosia. JIx00OH CMBICIOBOH TIjIarojl UMeeT
4eThipe (HPOpMBI II1aronia 1 4eTeipe GopMbl HHOUHUTHBA.

OOPMBI TJTATOJIA (ymoTpe6stoTes ¢ BCIOMOraTeIbHBIMHE IIarojaMu,
00pazyroT (hOpMBI CKa3yeMoro)

dopma
@opma npunacmus
@opma npoweduieco npuyacmusi
UHQUHUMUS npoweouie2o
8pemeHu Hacmoswezo
6pemeH
8pemenu
to play — played played playing
npaBWIbHEIH (Mrpatek)| (urpai, ceirpai) (ChIrpaHHBIA) (urparoruii)
to write* — . o
o wrote written writing
HENpPaBUIbHBIH . .
(mucan, Hamucan) (HamucaHHBII) (rmmry i)
(rtrcats)

OOPMbI UHOUHUTHUBA (ynoTpe6isroTest ¢ MOAaIbHBIMH TIIAr0JIaMH
M B 0COOBIX KOHCTPYKITHSIX)

neonpenenennsii (Indefinite) to play to write

mmurensHbId (Continuous) to be plying to be writing

coBepireHHbIH (Perfect) to have played to have written
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COBEPILIEHHBIN TTUTEIbHBII

(Perfect Continuous) to have been playing |to have been writing
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VYnotpebnenne unduuuTrBoB Indefinite u Continuous otHOoCHT
JISiCTBUE K HACTOSIIIEMY BpeMeHH; yrotpednenue ¢opm Perfect u Perfect
Continuous mopa3ymeBaeT ASHCTBHUSI, COBEPIICHHBIC B POIILIOM.

2. BenomorartebHble IJIAroJibl — HE HMMEIOT CMBICTA, HE
MEPeBOISATCSA, BCErIa CBS3aHBI CO CMBICIOBBIMH, YKa3bIBalOT Ha
BPEMsI BBITIOJTHEHHS ICHCTBUS.

Bbynymee-
Bpewms Hactosmee | Ilpomenrmee bynyuee B-TIPOLLEIIEM
(tense) Bpems (present) | Bpems (past) SPEMA (future-in-
(future)
the-past)
Heomnpenenennoe do* did* shall (I, we) [should (I, we)
(Indefinite) does*(he, she, it) will would
HmutenbHoe is (ha:ams(t:()a it was shgll be should be
(Continuous) are (e, you. they) were will be would be
CoBepliieHHOE have had shall have | should have
(Perfect) has (he, she, it) will have | would have
JurensHoe have been should have
COBEPIICHHOE has been (he had been shall have been been
(Perfect Contin- she, it) ' will have been| would have
uous) ’ been

* BernomorartebHbIe IT1aroiibl, KOTOpbIE He YHOTPEOIAIOTCS B IOBECTBOBATENIBHBIX
HPEI0KEHHSAX.

3. MOI[a.leHI)Ie rjaaroJjibl — rjiarojibl, KOTOPBIC BbIpaXXarOT
Halme OTHOIICHHE K ,Z[efICTBHIO KaK pcajibHOMY, HCPCAJIIbHOMY,
JKeJlaeMOMYy, 3alIPpCIICHHOMY U T.J., BCErJa CBiI3aHbl CO CMBICIIOBBIMM
rjarojaMy, UX 3HA4YCHUEC 3aBHUCUT OT COFJ'IaCYGMOfI C HUMH (l)OpMLI

VH(QUHUTHBA.

Coocmeenno mooanvhble 21a20.1bl

PopMa HaCTOSALIETO BPEMEHU

|  ®opwma npourenmero BpeMenn
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can do

can be doing
can have done
can have been
doing when smb
did sth

MOT'Y JIeNaTh
(umero cnocobrocm);
MOYET OBITh, JEJIAET,

MOKET OBITh, CENAI,

MOJKET OBITH, Jeall,
KOTJia KTO-TO CeJIal

YTO-TO

could do
could be doing

could have done
could have been
doing when
smb did sth

MOT, IMEIT
CITIOCOOHOCTB CZENaTh;
MOT OBI CIeIaTh,
MOKET OBITh, JE/IAET;
MOKET OBITE, CIENIAT,
MOT OBl U CIEJIaTh
(ynpex), MmoxeT OBITD,
Jienai, Koraa KTo-To
CJIeN1aJ1 UYTO-TO
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dopMa HACTOSALIETO BPEMEHU

dopMa MpoLIeAUIETO BpEMEHHU

may do

may be doing
may have done
may have been
doing when smb
did sth

may have to do

MOTY JIeJIaTh
(paspeweno, umero
603MOICHOCTD);
BO3MOXHO, JICTIACT;
BO3MOYKHO, CIIEJIAT;
BO3MOYHO, JIeJIal,
KOTJIa KTO-TO CJie-
JIaJ 9TO-TO; BO3-
MOJKHO, OY/IeT BBI-
HYKJIEH

might do

might be doing
might have done

might have been
doing when
smb did sth
might have to do

MOT, IM€T
BO3MOYXHOCTb CJIe-
J1aTh; BO3MOJXKHO,
JIeJaeT; Mor OBl U
cnenathb (ynpex);
BO3MOXHO, JeJIal,
KOT'/Ia KTO-TO CeJIal
YTO-TO,

BO3MOYKHO, OBLT
BBIHYXJICH

must do

must be doing
must have done
must have been
doing when smb
did sth

JIOJKEH J1e1aTh
(c mouxu 3penus
2080pse20); Be-
POSITHO, JIeTIaeT;
BEPOATHO, CIENIAT;
BEPOSITHO JIeyTall,
KOTJ1a KTO-TO CJie-
JaJ 94TO-TO

Hekxomopuie séonpocumenshsle U ompuyamensHle Qopmul

C MOOANbHBIMU 2/1420]1AMU U UX 3HAYCHUE

Canl...? He can’t (couldn’t) do/be 1 5
May I ..? | Mosxso mue ...? | doing/have done/have been | M%mT HT‘”
Might ...? doing...! HTOOBL OH ...
Canyou..?

Could you ...?| He moruu Obl ,
Will you...? Bbr ...? Mustn’t do anperneHo
Would you ...?
Shall I... ? | Mue cpenarts ... ? Shouldn’t do He cnenyer
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r?:\g()(/(;)()eu(;g)_ Hert/une 6bin0/
. Don’t(doesn’t)/didn’t/won’t He Oyner
ing/have Heyxemnu ...?
have to do HEOOXOUMOCT
done/have o TeTATE
been doing...? A
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T'nazonvl c mooanvHvim 3HAUEHUEM

JetictBue Hactosiiero (OyyIero)

JleficTBUE NpoIIEIIer0 BpeMeH!

BpPEMEHH
should have done | cnenoBasno cnenats;

should do CIIe/TyeT JIeNaTh shouldn’t have | He cnemoBano nenats
done
would have done | cieman Gbr;

would do caenan obl wouldn’t have | He caenan 6b1
done

I (we)willdo | (cbewarue coenamy);

I (we) won’tdo | (omxasz om deticmeust); - B

You (he, she,

it, th((ey) do (veposa) - -
needn’t have He GpLto

need do HY’KHO CJIeJIaTh done HEOOXOIUMOCTH

JenaTh

dare do CMETD JIeJIaTh - -

tobetodo/ was (were) to do | moKHBI ObLIH

| amto do... He | noimkeH nenare clienaTh; JOJK-

(she)istodo... (no nrany, was (were) to HEI OBLIX ClIE-

We (you, they) | no docogopennocmu) | have done JIaTh, HO HE CJie-
aretodo .../ Janu
to have to do | BeiHyX/IeH nenath BBIHYSKICH GBUT
(no obcmosmermcmeam), Y
. clenarh
will have to do | Oyxet BeIHYKIEH had to do
(no o6cmosimens-
crenarhb (no o6-
cmeam)
CIMOSTIMETILCMBAM)
to be able to do /| MmoxeT caenars;
lamabletodo ...

He (she) is able
to do... We (you,
they) are able

to do

will be able to do

CMOXKET caciiaTb

was able to do
were able to do

CMOT CIIENaTh
CMOTJIU CIEIaTh
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to be allowed | mo3Boneno cnenate; | was (were) OBLJIO II03BOJICHO

to do allowedtodo |cmenars
will be allowed | Gyner nmossoneno

todo crenaTh
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4. CioxkHble TJaroibl (9ma epynna 6 epammamuke He

8bl0eAIENCA, HO, HA HAWL 83271510, YO He0OX0OUMO) — 3TO TIIATOJbI,
KOTOPBIC B MPEIOKEHHH MOTYT BBITTOIHATH (DYHKIIHH CMBICIOBOTO,

BCIIOMOT'aTCJIbHOT'0, MOJAJIBHOTO TJIaroja.

anazon to be to have to do
He is ateacher| Hehasacar | He does hisjob well
CMBICIIOBOM V Hero ecThb
OH yuutenb OH xoporo paboTaer
MallliHa
He is teaching | He has got his | Dges he do his job
. students salary well?
BCIIOMOTaTEIbHBIN
OH o0y4aeT OH nonyuun OH xopo1o
CTY/ICHTOB 3apIuiaTy paboTtaet?
He is to take | He has to work | He does do his job
three exams much well
MOJaJbLHBIN [lo many, on o
OH BoIHYeH | OH JeHCTBUTENBHO
JIOJDKEH TIPHHATH
MHOTO paboTath | Xopomio paboTaer
TpPH SK3aMeHa

3.5. Simple Sentences

AHIJIMACKHE TPEATIOKEHHST MOTYT OBITh CTPYKTYPHO MPOCTHI-
MH (C OZHOM OCHOBOM, TO €CTh OJHHUM IOUIIKAIINM U OJHUM CKa3y-
€MBbIM) WM CIOXHBIMU (CIIOKHOMOMYMHEHHBIMA U CIIO)KHOCOUH-
HEHHBIMH).

ITpocTbie MpeUIoKEeHHs! IOIPA3ICIISIOTCS Ha TIOBECTBOBATEIIbHBIC
(yTBEpIUTENBHBIC Y OTPHIIATENIBHBIC) H BOIIPOCHTEIHHBIE.

[ToBecTBOBaTeNBHBIC MPEIIOKEHHS YHOTPEONISIOTCS TOT/A,
KOT/]a TOBOPSIIMKA COOOIIAeT HE3HAKOMYIO CIYILIATET0 HH(OPMAIHMIO.
KonnuecTBO mpeuioKeHUH 3TOro Tuma OSCKOHEYHO, HO CIIeIyeT
BBIZICJIMTh HECKOJIBKO HAMOOJIee YacTo yrnoTpedisieMbIx o0pasioB, B
JOTIOJIHEHUE K M3YYCHHBIM paHee.
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Here / There comes
our bus

Here comes our bus.
There’s your brother

Bort Hamr aBTo0yC.
Bon 1BOI1 Opat

Here/ There it is

Here he comes.
There they go

Bot on nzer.
Bon onu uayr

Here you are.
Here we are.

10 AJ19 Teds
BoTt MBI M IPULILIN.

Idioms There you are Bot moarBep:knenne
MOHX CJIOB

There is a book on the table. | Ha crosne nexuT kuura.
There’s a bus coming. ABTOOYC ombe3xaet. Be-
There must be something | positHO, 4TO-TO CITy4HIOCE.
wrong. Hudero He nojenaens.
There’s nothing to be done

There + be + about it. Hawm ne ¢ xeM ObLIO

+ a noun-phrase

There was no one for us to
talk to.

There’ a man (that) lives
in India.

| don’t want there to be
any misunderstanding

ITOTOBOPHTE.
DTOT YEJIOBEK JKUBET

B Uuaumn.

S He X0Uy HEIOHUMAaHHUS

Idioms

There’s no telling what
he’ll do.

There isn’t any getting
away from it

Huxoraa He 3Haemb, 4T0
OH c/1eJIaer.
Ort 3710r0 He yiizemsn

There + be +a
noun-phrase

There + appear, live,
come, stand, occur +
+a noun-phrase

There lived a man named ...

There came a laugh.
There seems to be something
wrong with the engine

JKu-0b11 yenoBek

1o UMeHH ... Pazman-
cs CMeX.

Kaxercs, aTo-To
CIIY4HIIOCH C MOTOPOM

It-subject

It (That) was good to see you.
It’s (That’s) no use going
there so early.

It (That) was a mistake,
letting him go free

Cmacu0o 3a BcTpedy.

He crout otmpasisitbes
TaK paHo.

Bbut0 onmobKo#i BBITyCKaTh
ero Ha cBo0oy
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«She is easy to teach»
(difficult, hard,
hopeless, impossible
amusing, interesting,
nice, pleasant)

The rule is easy / difficult

IIpaBuio JieTKo 3alIOMHUTH
to remember
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Itis foolish (brave,
clever, cruel, gen-
erous, polite, kind,
rude, selfish, silly,
stupid, wise, rea-
sonable0 of smb to
do sth

Itis foolish of him to meet
her again and again

I'nyno ¢ ero ctopoHst
CHOBA BCTPEYATHCS C HEM

He is sure (certain,
(un)likely, said,
known) to do sth

He is likely to see her.
He seems to know
English.

You are sure to like this
place

Bo3MokHO, OH yBUOMT €e€.
KaskeTcsi, oH 3HaeT
AHTTTHACKHM.

Teb6e 00s3aTeaBHO
TTOHPABHTCS 37€Ch

«He was coward
(fool, idiot, man)

John was man enough
to argue

V JI>xoHa XBaTHIIO
CMEJIOCTH CTIOPUTD

enough to do sth

B coBpeMEHHOM aHIVIMHCKOM S3BIKE CYIIECTBYIOT JIBa OCHOB-
HBIX C1Ioco0a 00pa30BaHUs OTPHUIATELHBIX MPEIIOKEHHI:

e yrmoTpeOsisi OTPHUIIATEIbHYIO YacTHIly NOt Tmociie BCIIOMO-
raresibHOr0 Wik MojaibpHoro riarona (I do not like tea), mpu stom
OTPHIIATEIBbHBIM CTAHOBUTCS CKa3yeMOg;

® HCMOJB3Ys OTPHIIATEIBHBIE CT0Ba NO, NEVEr, none, neither
M WX Mpou3BOAHBIE NO One, nobody, nowhere etc., mpu 3TOM OT-
puIaTeIbHBIM CTaHOBHTCS Bce mpemiokenne (He has no close
friends. Nothing can help me. He saw neither of the men).

Note! B 3aBucumocTH OT yHoTpeOJeHHs OTPUIATEIbHBIX Ya-
CTHII ¥ CJIOB MEHSIETCS SMOIMOHAIIbHASI OKPACKa TPEUTOKEHHIA:

I have no friends. —Y meHs HeT npys3eil.

I don’t have any friends. — Y MeHs1 He HUKaKHUX Ipy3eil.

I have not a friend. — Y mMeHs HeT HU ofiHOTO Apyra!

BompocutesnbHble MPEATIOKEHHs, KaK MPaBUIIO, 00pa3yrTCs
MyTeM MHBEpCHHU (TO €CTh M3MEHEHHs TOPsIKa CJIOB), KOra cKasye-
MO€ WIH €ro 4acTb (BCIIOMOTaTeJIbHBIA WM MOJAJIbHBINA TJIarol)
craBaTcs mepen moiekamuM. CylniecTBYIOT YEThIPpe OCHOBHBIX
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(HallI/IHaIOmC}l CO 6CcnomozcamenbHoco 2iaazcoid, mpe6y10m omeema 0a/
Hem, UHMOHAYUs NOSBLIUAIOWAACS), CTenuaIbhuble (Hauunaiomes ¢
sonpocumeslbHo2o cioea, 3a HUm Cﬂe()yem B8CNOMO2AMENIbHbIL 2naeo,
3amem noodnexcawee U OCMABUAACA HACTb CKA3YeMO20, UHMOHAYU
ROHUNCAIOWAACS), ANbTePHATHBHBIE (CTMPYKMYPHO npeocmasisiiom
coboti 0ea (umu 6onee) obwux 60NPoOCcd, COCOUHEHHBIX COCOUHUMETb-
HbIM  coro30M OF, UHMOHAYUSL NOBLLUAIOWAACS — nOHqucaIOma}lC}l),
paznesmTesbHble (cmpykmypno npeocmasnsiom cobou coeounenue
VMBEPOUMENbHO20 NPeOJIONHCEHUS U KOPOMKO20 06uje20).

Note!

BonbmmHCTBO 0OIIMX BOMPOCOB HEHTpaNTBHBI, TO €CTh HA HHX
BO3MOKEH KaK OTBET ¢)a, TaK U Hem, TIO3TOMY B HHUX, KaK IIpPaBHJIO,
YIIOTPEOISAIOTCA TAaKWe CIIOBa, Kak any (M ero MpoM3BOIHBIE), EVer,
yet, either, etc. (Is there anything else? Have you ever been to Mexi-
c0?). Ecnmu B Bompoce ymoTpeOsieHBI clioBa SOMEe (M ero mpowms-
Boaueie), already, t00, etC., 3HAYUT OKUIAAETCS TONOKUTEIBHBIA OT-
Ber (Did anyone call last night? Did someone call last night (=Is it
true that someone called last night?)).

CHCHI/I&J’IBHLIC BOIIPOChI MOT'YT BKJIIOYAaThb B ce6;1 BBOJIHBIC
¢paser (What’s he doing, 1 wonder? What’s he doing, do you think?
Who do you think did it? What do you think I’m going to do without
you?).

AJ'ILTepHaTI/IBHHe BOITPOCHI MOI'YT IIpE€aArojgaratb OTBET Aa /
Het (Are you coming or not? Are you or aren’t you coming?), tak u
Be100p (How shall we go? By bus or by train?).

HpI/I OTBETC Ha pa3):[eJ'II/IT6J'H>HHf/’I BOIIPOC CIeAyeT 3HATh, 4YTO,
eCITi TIepBasl 4acTh yTBEpAWTENbHAs, okumaercs orBeT aa (She will
have to go with him, won't she?), ecnn oTpumarensHas — OTBET HeT
(You won 't be late, will you?).

HCO6X0}ILI/IMO 3alIOMHUTH €11€ HECKOJIBKO HpI/IMCpOB:

* Everyone has been told what to do, have n’ ¢ they? Nobody
was watching me, were they?
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* She scarcely (hardly, rarely, seldom) seems to care, does
she?
* There were only six people present, were there? / weren
there?
* | suppose you are not serious, aren’ ¢ you ? | don’t suppose
you are serious, are you?

* Little progress has been made, has it? But There was a little
water in the bottle, wasn 't there?

IMPERATIVE AND EXCLAMATORY SENTENCES. ELLIPSIS

[ToGyauTeNnbHbIe MPEIOKEHHS IUPOKO HCIONIB3YIOTCS B pe-
9M, KOT/1a TOBOPSIIHIA MO0y 1aeT Koro-to k aeiictauio (Come here at
once! Put it on the table). Xors B mogoOHBIX MPEATIOKEHUIX OTCYT-
CTBYIOT MECTOMMEHHSI B (DYHKIMH MOJJICKAIIETO, 3TO HE O3HAYAeT,
4TO B MOMOOHBIX MPEMIOKEHHUAX HET 3HAYCHHS JIUIIA, KOTOPOTo MO-
OyxaalT K jeicTBuro. OTCYTCTBYOLIEE MECTOMMEHHE YOU MOSBIIS-
ercs B pasmenuresibHbIX Borpocax (Be quiet, will you?), B gopme
Bo3BpatHoro mecroumenus yourself (Pull yourself together), 8 amo-
[MOHAJIbHO-OKPALICHHBIX MPEUIOKEHUAX IS BBIPKEHUS] TPyOoit
npockObl Wik paszapakenust (You mind your own business — you
SIBIISICTCSI YIApHBIM), UISl BBUISNCHHS [BYX WIIM 0oJiee OIpeelieH-
meix mogpeit (You take this tray, and you take that one.) Menee
THIMYHBIMUA TOOYIUTEIbHBIMU TPEITIOKCHUSAMH SIBIISTFOTCS TIPEIIO-
KEHUsl, aJjpecyeMbie K IIepBoMy H TpeTbemy Juity (Let me go in and
see him. Let us (Let’s) go for a walk. Let the child go to bed. Let
everyone do what they can).

OtpunarensHas ¢opMa NOOYIUTENHHBIX TPEASIOKEHUI o0pa-
3yeTcs ¢ IMOMOLIbI0 BerioMorarensHoro riarosna do (Don't stay too
late), KOTOpBIi B YTBEPAMTENBHBIX MOOYIUTEIBHBIX MPEATOKCHHSIX
CIY)KUT JUT yCUJICHHs SMOLMOHaIbHOM okpacku (Do hurry up. Do be
careful), a Taxxe let (Let us not open the door).

CylIIecTBYIOT YCTOWYHBBIC BBIpaXEHUS B Gopme MOOYAUTEIb-
HBIX MpeIokKeHuii B maccuBHOM 3amore (Be seated. Be
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prepared. Don’t be deceived), a Taxke MOBENUTEIBHOE HAKIOHEHHUE
rimaromos come, go (Come and see us. Go and help him.).

B pasroBopHoOii peun oOuYeHb YacTo yMOTpeOJsitoTcs Oesria-
TOJIbHBIC MOOYAUTENbHBIC TMPEJIOKEHHSI IISCTH OCHOBHBIX THIIOB, B
KOTOPBIX OCHOBHAS YaCTh BbIPa)KEHA!

1) cymecteutensubiM (Teal Tea at once! Attention! We must
get away from herel!);

2) npemsorom (Out of the way there! Into the house, children!);

3) Hapeurem win snementom Hapeuws (All aboard! Gently,
chicken, gently!);

4) npwiararenspusiM (Careful, Dick.);

5) repynauem ¢ ortpunarenshoi wactuneir N0 (No smoking
herel!);

6) mexxmometusimu (Hush! Don 't make a noise!).

BocknuiarenpHble MPEAIOKEHHsT CITy)KaT Ui BBIPaKCHUS

YyBCTB U SMOIMOHAIIBHBIX COCTOSIHHIN roBopsiiiero. C MOMOIIBIO HH-
TOHAIMK JIFOOOE TIOBECTBOBATENILHOE, OTPHIIATENIEHOE, BOIPOCHUTEIHHOE
MPEJIOKEHUE MOXKET CTaTh BOCKJIMIATENbHBIM. HO B aHrimiickoM
SI3BIKE CYHIECTBYIOT U COOCTBEHHO BOCKIIMIIATEIBbHBIC MPE/IOKEHHS,
OTJIMYUTENILHON YePTONW KOTOPBIX SABISIOTCS cioBa What (mepen cy-
HIECTBUTENbHBIME) U NOW (Tiepe]] nmpuiiaratelbHBIMA U HapEUUsIMHU)
(What a shame (it is)! What a beautiful night! How unpleasant! How
kind of you!), a Takke BockimiarenapHsie Bompockl (Hasn’z she
grown! — Pasese ona ne eévipocaal 1sn’t it wonderful weather! — Paszse
nozooa He npexpacra! Don’t | know that! - 5 max u suan! Am | hun-
gry! — A ouenw conoona'), seipaxenus (If only 1 listened to my par-
ents! — Ecim Ob1 51 cirymrancst poputeneit! (Just to think! — IMoxymats
tonpko! Who should come in but Tom! — 1 xto 681 Bl gymanu
Borten, Tom!), mexxmometuns (Oh, helll God! My! Ouch! Rats!) Dmmun-
THYECKHUE NPE/UIOKCHUS. BBINOJHSAIOT — (QYHKIHIO  COCIHHU-
TEJILHBIX JIEMEHTOB B juasiore (0OBIYHO B (hOpME BOIIPOCOB U OTBE-
ToB). Ilpomyckum TOro WM HMHOTO OJIEMEHTa  ITO3BOJIIOT
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IMPpUBJICYb BHUMAHUC K HeHTpaHLHOfI CMBICJIIOBOMI YacTH BBICKAa3bLIBa-
HHUA, KPOME€ TOT0, MApTHEPHI MOI'YT HCIOJIB30BAaTh Pa3IMYHBIC BHUJbI
AILTATITAYCCKUX TIPEIJIOKEHUH, YTOOBI H30ekKaTh TIOBTOPOB.

B peun BCTPCHAKOTCA PA3JIMYHBIC THUIIBI SJIJIUMITUYCCKUX
Hpe,[[HO)KCHI/IfI, Ipyu 3TOM B HNPCAJIOKCHHUU MOI'YT OIIYCKAaTbhCsA Clie-
JYIOILIHUE DJIEMEHTHI.

— nmojuiexainiee, BeipaxeHnsoe | (Beg your pardon. Don’t know
what to say. Can't see that.); you (Want a drink?); he, she, they
(Doesn 't look too well. Can’t play at all.); it (Looks like rain. Doesn 't
matter.); there (Appears to be a big crowd in the hall);

— MOJIEXKAILEE U YacTh CKa3yeMoro, OOBIYHO BCIIOMOTATEIBHBII
riaroin ((I am) Sorry. (1'll) See you later. Where is John? — (He has)
Gone to work. (Are you) Looking for anyone? (Have you) Got any
chocolate? What is she doing? — (She is) Writing a letter. (It’s) Good
to see you.);

— mojytekamiee u ckazyemoe mosHocTeio (Where's Alan? —
Outside. What did you give Mary? — A bunch of flowers.);

— ckazyemoe mnoaaocthio (Who told you the news? — John.
What prevented you from going there? — Weather);

— (pasa You had better coxparmaercs 1o You better try it again. /
Better try it again.

WHTepecHBI Cllydau IUTMIITHIECKHX Bompocos Tuma (1 'm very
hungry. — Are you? The Browns are emigrating. — Emigrating? | went
to the theatre on Sunday. — With whom?), a takxe Tex, KOTOpbIE
COCTOSIT W3 BompocuTenbHoro cinosa u mpemtora (Where from?
Where to? What for? What with? Who with? Who by?).

B MMPEIOKCHUAX MOI'YT OBITH OITyHICHbI TAKUC 3JICMCHTHI,
kak HeomnpexneneHuslii aptukibs ((A) Friend of mine told me about it.
(It is a) Pity he won 't help); npeonoea ((Of) Course he’s here. 1/l see
you (on) Sunday. We stayed here (for) three weeks. She cooks turkey
(in) the way I like).
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ClOKHOCOYHHEHHBIE NpeIOKECHUA MOI'YyT OBITH DJUTUITHYE-
cknvu (John will cook dinner today and Barbara tomorrow. Jack
was the winner in 1996 and Bob in 1997. Jane must tidy the room
and Peter read his book. She’ll write to her parents and he will to his
sister. We wanted fried fish, but they gave us boiled. Tom was at Ox-
ford, but his brother wasn z. Peter plays football but not John. Kevin
writes extremely well — and Mary.

QHHI/IHTI/I‘ICCKI/IG OJICMCHTBI B CJIOKHOIIOJYUMHCHHBIX NPCI-
JIOKEHHUSAX UMEIOT CBOM omnuutenbHbie yeptol (The house (that) |
live in is red. The man (whom / that) I met yesterday is Mary’s
husband. | know (that) he is a BA. If (it is) necessary, buy it. He is an
excellent student; if (it is) so, he’ll get the position. You arrived
earlier than (it was) usual / necessary. All | did was (to) turn off the
gas. She enjoyed it much more than | expected her to (enjoy) (o
30ech Cﬂedyem 02060pumvCs, 4mo 2iazoil «to bey ne onyckaemcs —
She was more beautiful than | imagined her to be.)

[MTocne rnarona help mbr Mmoxem omyckars yactuiy to (Will
you help me do the room? — American English), wau mer (This
book helped me to see the truth — British English).

3.6. Composite and Complex Sentences. Relative Pronouns

[t pasroBOpPHOTO aHIIIMKCKOTO SI3bIKA XapakTepHO yHoTpeoOe-
HHME TPOCTBIX KOHCTPYKUUH M TNPEeNNOYTEeHHE CIIOKHOCOUYHHEHHBIX
MPEUIOKEHUH CI0KHOIIOUNHEHHBIM.

Formal Informal

If you ask me nicely, I’ll give it Ask me nicely, and I’ll give it
to you. to you.

Unless you give it back to me,

Give it to me, or I’ll tell your mother
I’1l tell your mother y

Cro>XKHOIIOTYMHEHHBIC TIPEAJIOKEHHSI COCTOSIT M3 TJIABHOTO
MPEIIOKEHIS] U TPUAATOYHOTO. CYIECTBYIOT HECKOJIBKO OCHOBHBIX
BHJIOB TIPHIATOYHBIX MTPEIJIOKEHHUH:
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— mojuiekanHbie npuaatounsie (It doesn’t matter what she
looks like. What she looks like doesn’t matter. What you need more is a
good rest. Whether you love me or not isn’t of the smallest conse-
guence. The person / The one who spoke to you must have been John’s
teacher);

— MpUIATOYHbIC MPEIIOKeHUs KaK 4acTh ckazyemoro (Here is

where the accident took place. You are not who | thought you were.);

— NPpUAATOYHBIC OOIMMOJHUTECIILHBIC BBOAATCA TAKMMHU COHO3aMHU
kak that, if (MoxxeT BBOAMTH OTpHIIaTENBHOE TMpHAaTouHOE), Whether
(He MOKeT BBOAWTH OTpHIATeNIbHOE mpumatounoe), if / whether ... or
(’'m sure (that) he is wrong. Do you know that there are not two
snowflakes which are exactly alike? | don’t care if it doesn’t rain. Do
you know whether / if the bank is open? | don’t care whether it will
rain or be sunny.), a Takke MECTOMMEHHSAMH W Hapeunmsmu What,
who, whose, how, why (It is difficult to guess what you may do next. |
know who could tell you the news.);

— anI/IGYTI/IBHLIe MMpUuaAaTOYHBIC BBOAATCA OTHOCHUTCIIbHBIMU
MectoumeHusmMu WhO, B odunmaabHol peun Whom (kak mpaBmio,
Korjia roBopuM o Jiojsix), that, which (korma rosopum o mpeamerax)
(He CJICAYyeT IyTaTb a’[pI/I6yTI/IBHI>IQ NpuaaTO4YHbIC € NOIOJHUTCIIBHBIMUA
tuma: Did you here what | said? | won’t tell anyone what happened,
KOTOpPBIC BBOAATCSA OTHOCUTCIIBHBIM MCECTOMMCHHEM What). OTtHOCH-
TCJIIBHBIC MCCTOMMCHHSA B IPUAATOYHOM IIPEAJIOKCHUNU MOT'YT 6I)ITI)
momrexkamumu  (The man who (that) lives next door is very
friendly. Where are the apples that were in the fridge?), B aTom ciryuae
Mbl HC MOXCEM OIIYCTUTb HX; €CJIM OTHOCHUTCIBbHBIC MCCTOMMCHHA
YIIOTPEOISAIOTCST B MpHaaTouHoM Kak momonuerus (The man (who /
that) | wanted to see was away on holidays. The dress (that) Ann
bought doesn’t fit her very well.), orn moryr ObiTh Omymiensr. O0pa-
TUTC BHHMAHUEC Ha IIOJIOXKCHHUE IIPEIJIOrOB B HNPHUIATOYHBIX 3TOI'0
turna (The man (who / that) | sat next to on the plane talked all the
time. Are these the books (that) you are looking for? The girl (who /
that) he fell in love with left him after a few weeks.)
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Ecim MBI npoaHaJIU3UupPyeM IMPUAATOYHBIC MPUBCIACHHBIX
MPUMEPOB, TO OOHAPYKHM, YTO OHH OMHCBIBAIOT Kakou (uiu Komo-
Pblll U3 MHOJCECMBA) Yelo8ek uiu npeomem neped Hamu, B TIPEIIo-
xenmsx (Tom’s father, who is 78, goes swimming every day. The
house at the end of the street, which has been empty for two
years, has just been sold) mpumaTounble cOOOWIAIOT HAM OoNOAHU-
meJbHyro qubopMauufo 0 3HAKOMbBIX TH00SIX WU npe()Memax; TaKHe
NMPpUAATOYHBIC BBIACIIAIOTCA 3alIATbIMU, B HUX MBI y1'IOTp66J'I$I€M TOJIb-
KO OTHOCHUTENbHBIE MecTomMenus Who (mas momeit) m which (mms
MPEeIMETOB), KOTOPBIE HENb3s OMYyCTHTh. lIpumaTodHple STOTO THMIA
MOI'YT TakKX€ BBOAHUTHCA OTHOCHUTCIIBHBIMHU MECTOUMCEHHUAMU WhOSG
(A widow is a woman whose husband is dead. Martin, whose moth-
er is Spanish, speaks both Spanish and English fluently.), where (I
went back to the town where | was born. Mr. Hogg is going to
Canada, where his son has been living for five years.), whom (yrmo-
Tpebsiercss BMecTo WhO B (hopManbHON pedH, €Ciid SIBISETCS J10-
MOJIHEHHWEM, a Takxke ¢ mpemioraMmd — The man whom | wanted to
see was away on holiday. The girl with whom he fell in love left him
after a few weeks. My sister, whom (who) you once met, is visiting us
next week.)

[punarounkie, BeIpaXKaroIIye TOMOTHUTENFHYIO HH(POpMAIIHIO,
MOTYT HauMHAThCH BeIpakeHussmu: none of / many of / much of / (a)
few of / some of / any of / half of / each of / both of / neither of /
either of / one of / two of + whom (iromu) wau which (npeamersr)
(He tried on three jackets, none of which fitted him. Tom has a lot of
friends, many of whom he was at school with. Two men, neither of
whom | had seen before, came into my office.) O6parure BHUMaHuE,
4TO, €CJIM B anI/I6YTI/IBHOM OpUaAaATOYHOM BBIPAKCH (I)aKT COBEpIIC-
HUs ﬂeﬁCTBHH, MBI YHOTp66J'I$IeM OTHOCHUTCIIBHOC MCCTOHMMCHHUC
which (She couldn’t come to the party, which was a pity. — Ona
HE CMOIIa NMPUITH Ha BEUEPUHKY, YTO O4YEHb Kaib. The weather
was very good, which we hadnt expected. — Tloroma Obuia OYeHb
Xopoi1ias, 4e€T0o MbI HC ODKI/I):[aJ'II/I).
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ADVERBIAL CLAUSES

Hapeunple  mpumaTouHble  MHOTOOOpa3HBl.  Paccmorpum
HEKOTOPBIC U3 HHX.

1. Tlpugarounsie BpeMeHH BBoAATCs coro3amu When, till, until,
unless, after, before, as soon as, while, nmocie xortopsix yrmo-
TpebsieTcst CTPyKTypa Hacrtosiiero neomnpenenaenHoro (Present In-
definite) mmm macrosmero cosepmennoro (Present Perfect) speme-
ur: He will phone you as soon as he returns. | will return your book,
when | have read it. IlpumarouHble BpeMEHH MOTYT BBOJMTHCS aS
JUISL BBIp@KEHHsI BYX oaHOBpeMeHHbIX neiictBuii (I watched her as
she opened the letter. George arrived as | left. | began to enjoy the
job more as | got used to it) win melcTBHSA, MPOMCXOAMBIIETO MPH
cosepmenuu apyroro (The man slipped as he was getting off the train).

2. [lpunaTouHbie yCIOBHS BBOAATCS CO030M If 1 ObIBAIOT Tpex
BHUJIOB!

® YCJOBHBIC TPEUIOKEHHUs, BBIPAXKAIOIINEC pPeaTbHOE JIeH-
creue B Oymymem (If | study hard, I’ll pass all qualification examina-
tions successfully — Eciu st 6yny 3aHUMaThCsl YCEPIHO, I ClaM KaH-
AUOATCKUEC DK3aMCHBI YCHGHIHO), B KOTOpPBLIX B TJIaBHOM IIpEIJio-
KEHUH YIOTPeOIAeTCs CTPYKTypa MPOCTOr0 OYAYIIEro BpeMEHH
(Future Indefinite), a B mpumaTOYHOM — HACTOSIIIEr0 HEOIpese-
nennoro (Present Indefinite);

® YCJIOBHBIC MPEUIOKECHUS, BBIpAKAIONIME HEpeaabHOE, He-
BhIMONTHUMOE jelicTBue B Hactosimem (If | attended more academic
classes regularly, |1 would study better — Eciu Ob1 51 moceran 3austust
JUTSL aCTIUPAHTOB PEryISIpHO, 5 Obl yumics ayudrre. If | were a teacher,
I would be strict. — Ecmu 661 51 ObIn yumTeneM, s ObI ObLT CTPOT),
B KOTOPBIX B TJIABHOM MPEUIOKEHUH YHOTPEOISIETCSl CTPYKTYpa Bpe-
menn Future-in-the-Past (would + indefinite infinitive), a B mpuna-
TOYHOM — CIPyKTypa TIpocToro mpomemuero Bpemenn (Past
Indefinite);

® YCJOBHBIC MPEUIOKCHUs, BBIPAKAIONINE HEpeaJbHOE, He-
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BeimosiHeHHoe neiictere B mpomeamiem (If | had attended all



A
tKM¢ praBﬂeHI/Ie AUCTAHIOUOHHOTI'O OGy‘ieHI/IH W IMOBBIILIEHU A KBEU]I/ICl)I/IKaL[I/II/I

Hay4HO-JTUHIBUCTHUYECKHE KATETOPUU B KOHIIENLUU
JeJIOBOM KOMMYHUKalUU

English classes at University, my English would have been better —
Ecnu Op1 51 moceTwnn Bce 3aHATHS IO aHIJIMICKOMY, Y4ach B YHU-
BepcHTeTe, I MOJydMs Obl Oojiee MPOYHBIC 3HAHHUS), B KOTOPBHIX B
TJIaBHOM TIPEIJIOKEHUH YIIOTPeOIsIeTcsT CTPyKTypa BpemeHu Future-
Perfect-in-the-Past (would + perfect infinitive), a B mpmmarounom —
CTPYKTypa Impomie/iero copepiienHoro spemenu (Past Perfect).

3. TlpumaTouynble yCTymkM BBOAATCA corozamu  although
(though), even though (8 yctHoit peun — We are enjoying ourselves
though the weather is bad. Even though he sat next to me, we never
said a word to each other) u coro3aMu ¥ COeTUHHUTENBHLIMI CIIOBAMU
as, however, whatever, no matter what/who etc. (8 nureparypaom
cruiie — However he tries, he will never succeed — Kak Gv1 0oH He
crapaics, emy He nobutbest ycnexa. Whatever caused the accident, it
was not a broken bottle — Yrto 6bl He ObUTO NMPUYUHON aBAPUH, 3TO
Obl1a HEe pa30uTast OyThIIKA).

4. TlpupaTouHble MPUYKMHEI, BBOJAUMEIE coro3amu because, since,
as ymoTpeONAIOTCs, Kak TpaBwio, B jurepatypuoit peun (The car
crashed because the driver was careless. Since we live near the sea,
we can often go swimming. As we had nothing better to do, we
watched television the whole evening), B 0ObIMHOW pedn MpeIOKEHHUS
niepedpasupyroTes B CIOKHOCOUMHEHHBIE, coequuennsie SO (The driver
was careless, so the car crushed. We live near the sea, so we can often
go swimming).

5. Tlpunarounsie mesid BBOAATCS corozamu SO that, that, for
fear (that), in order that, mocie koTOphIX 06s3aTENBHO YIIOTPEOIS-
foTcs Mopanbuele Taaronsl should, would, could, might (He spoke so
clearly so that everyone could understand. They shut the window,
for fear that the neighbours would / should / could hear the talk).
Wnes otpunatenpHoi neian («4todbl HE ...») TepeaaeTcs CO3aMu
lest (dbopmanbHasi, nuTepaTypHas pedb) WM IN Case (pa3roBopHas
peun) (American actors seldom take part in advertising lest it should
tarnish their image. He left early in case he should miss the train).
Tem HE MEHEe, HamoboJee pacupoCTpaHEHHBIM
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CpeACTBaAaMH BBIpAXKCHUA LCIIU B AHTIIMHACKOM SI3bIKE CJIy’Kat I/IH(l)I/I-
HuTHB W uHbMHUTHBHBIE KoHCTpykiumu (He left early to catch the
last train. He can’t wait six month to be operated on. In order to
catch the right word, some speakers stood up. She woke up and got
out of bed so as not to disturb him).

[Ipunarounble pe3yibraTa BBOASATCS coro3oM SO that m Bcerma
crenytoT 3a riaBHbIM npemtoxkennem (We turned the radio up so that
everyone heard the announcement. B rimaBHOM MpeyIOXKEHHH OYCHB
4acTo ymoTpeOsFoTest KOHCTpYKImU SO + adjective or adverb, such
() + (adjective) + noun — His speech was so clear that we under-
stood every word. It’s such a good chance that we won’t miss it.

6. [IpunaTounbie cpaBHEHMS U 00pa3a ACHCTBUS.

Ecnu ™Mbl cpaBHUMBaeM nBa JEUCTBUA WM JBE CUTyallUH, OAHA
A3 KOTOPBIX HEpealbHa, MBI HCHOJIB3YyEM IPUAATOYHOE CPaBHEHUS,
KoTtopoe BBomuTCs corozamu as if, as though (6onee dopmanbHbiii).
Ecnu peiicTBue NpUAATOYHOIO TMPOUCXOAUT OJHOBPEMEHHO C IEH-
CTBHEM TJABHOTO, B HEM VIOTPeOJSAIOTCS (HOPMBI  IIPOIIEIIETO
Bpemenu (She treats me as if / as though | were a stranger), eciu
HeﬁCTBHe npuaaToOYHOro mnpeamieCTBYCT HeﬁCTBHIO rJIaBHOT'O, YIIO-
Tpebsirorest popmer  pomesiero cosepireHnoro (Mike acted as
though nothing had happened), ecnu neiicTBre MPUAATOYHOTO CIETYET
3a HeﬁCTBHQM TJIaBHOTO TMPCIJIOKCHUS, y1'IOTp€6J'I$IeTC$I rjiaroJibHas
koHcTpykimss would + indefinite infinitive (She began to weep as
though her heart would break).

[IpunaTounsie oOpa3a AEWCTBHUS MOTYT BBOAUTHCS COIO3aMH aS
...as (Ann writes as neatly as her father does), not so ... as (I speak
English not so fluently as Mary does.), as much of + a noun + as
(It was as much a success as | had hoped), not such a + (an adjective)+
+ a noun + as (John is not such a quick worker as Bill (is)).

Ecmm MbI CpaBHUBAEM JiBa NIpEAMETA C LCJIbIO BBIACICHUSA HE-
KOTOPBIX pasnuqnﬁ, MBI y1'IOTpe6J'I$IeM OpUaAaTOYHBIC, BBOAWMBIC
than (Mary is older than Nick. You look so much better than you did
this morning. He is more of a sportsman than his brother).
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3.7. Modals
MODAL MEANING EXAMPLE
1) dhusuueckas u yMCTBCHHAS I can swim.
CIIOCOOHOCTE;
CAN 2) BO3MOKHOCTB; You can fall ill.
3) paspeienue; You can go home now.
4) mmpockba; Can I have some juice?
5) B otpuianusx — 3anpet (‘Heb3s’) | You can’t park here!
1) ¢usuyeckas u yMcTBEHHAS He could read when he
CHOCOOHOCTH B MIPOILIOM; was 2.
COULD* S
2) BO3MOXKHOCTB; We could still win.
3) mpocrba Could you help me?
MAY 1) BO3MOXHOCTH; I may become a doctor.
2) paspereHue You may go now
1) BO3MOXHOCTB; I might come.
MIGHT | 2) pasperenue; Might I ask you a question?
3) ynpexk (+ Perfect Infinitive) You might have come
1) nomxencTBOBaHue, HcxomAmKe | YOU must do it right now.
OT TOBOPSIIICTO,
MUST .
2) B OTPHIIAHHUSIX — 3aIPET You mustn’t beat girls!
(cTposke, yem c can)
1) coser (‘cnenyer’, ‘crout’); You shouldn’t eat so
many sweets. Chil-
2) MOpaJbHOE 00513aTENBCTBO; dren ought to help
SHOULD/ their parents.
OUGHT | 3) HeoOX0aUMOCTB; We should be there in
TO no time.

4) BO3MOXHOCTB;

5) ympex (+ Perfect Infinitive)

If anything should happen
to me call the police.
You should have called me
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HE0OX0AMMOCTH (KaKk MOIaTbHBII —
NEED |TombKo B OTpHIIaTENIBHBIX Tipeyio- | YOou needn’t do it right now
KEHHSX)
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MODAL MEANING EXAMPLE
SHALL 1) npemnoxenwe; Shall we begin?
2) HaMepeHHUsI He shall come
1) sxenaHue, HAMEPEHHUS; I will / would lend you
WILL / some money.
WOULD 2) pOCKOBI, TPEITIOKEHHS; Will / would you help me?
3) B OTpHUIIAHUSX — HEXKETTAHUE The door won’t / wouldn’t
(‘bmkak HE’) open

* Korzna peds uer 00 yCrenHOM 3aBepIIeHHH JeHCTBHS B TIPOILIOM (‘OH
cMor’), cienyer ucmojib3oBate wWas / were able to Bmecto could, koropsrit mc-
MOJIB3YETCS 1711 0003HAUEHUST (PU3HIECKUX M YMCTBEHHBIX CIIOCOOHOCTEIH.

SEMI-MODALS*

MODAL MEANING EXAMPLE

1) 10/DKEHCTBOBAHHUE, BHI3BAHHOE I work hard as | have to

HAVE |o6ctositenbetBamu (‘puxomutes’); | keep my family.

TO 2) B OTPUIAHUSIX — OTCYTCTBHUE You don’t have to get up
HeoOxoaumMocTH (‘He Hano) so early
1) norosopennocts (+ Perfect We are to meet at 5.
Infinitive, ecu He cocTosutacs); (We were to have met at 5
but we didn’t).

BETO |2) crporuii nprkas; You are to stay here.
3) B oTpuIanusix — cTporuii 3anpet; | You are not to do that.
4) uro-T0 HeuzbexxHOe ("cyxaeHo’); | He was to become a doctor.
5) uHCTpYKIHH What are we to do?

* D11 raroisl 00J1a1aK0T MOJATIEHBIM 3HAYCHHEM (JJOJDKEHCTBOBAHHUE | TIP.), HO
B TPEIOKEHIN (YHKIMOHUPYIOT, KaK OOBIYHBIC IVIAr0Jbl, TO €CTh B OTPUIAHMSAX U
BOIIPOCAX HCHOJIB3YIOTCS BCIIOMOTATENbHBIE IJIAr0JIbl, MIPOUCXOANUT U3MEHEHHE 110

BpEMEHAM.
MODALS OF DEDUCTION
MODAL |TRANSLATION EXAMPLE TIME
He must have written a book. Past

JIOJKHO OBITH, KHHTY

JI0JKHO OBITh, OH HAIKCAI

(o coBeprmBITIEMCS)
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MUST BEPOSITHO, He must have been writing | Perfect meaning
OYCBHIIHO, his book for a year. (Havas B poILIOM,
CKOpEE BCCTO JloIKHO OBITh, OH MUIIET |0 CHX IO MHIIET)
KHHUT'Y YK€ roJ
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MODAL [TRANSLATION EXAMPLE TIME

He must be writing a book
now.
JlomKHO OBITE, OH ceiyac
MHIIET KHUTY.
He must like writing books.
*J0JKHO OBITH, OH JTFOOUT
MUCATh KHUTH

He is likely to write a book.

He will probably write a book. Future
BepositHO, OH HamHmIeT (o Oymymiem)
KHHTY

He must have failed to
write a book.
JIo/KHO OBITh, OH HE

MUST Hamucaja KHUT'Y

glommo He isn’t likely to have been
bITh, BE- L. .
writing his book for a year.

POSATHO,
+ He | Bpsin i oH mumieT KHATY
OYEBHIHO,
yKe T/

Ckopee - . —
BCEro He isn’t likely to be writing

a book.

Bpsin v oH nUIIET KHUTY. Present

He isn 't likely to be a writer.
Bpﬂ;[ JIM OH IUCAaTCIIb

He isn 't likely to write a
book.
BpSJI TN He won 't probably write Future
a book.
Bpsin v oH HanMIIET KHUTY

He might (not) have written
a book.
BO3MOYKHO, Bo3moskHo, oH (He) Hammcan

KHUTY

Present

JIOJZKHO OBITh, (0 HacTOsIEM)

BEPOSITHO,
OYEBUIHO,
CKOpee BCero

Past

Perfect meaning

Past
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MIGHT | wmosxer |(+He)| He might (not) have been
OBITb, writing his book for a year.
MOXKET Bo3M0xHO, OH UILLIET 3TY

KHUTY YK€ TOJT

Perfect meaning
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MODAL |TRANSLATION EXAMPLE TIME
He might (not) be writing
a book now.
B03M0KHO, OH ITUIIET KHUTY.
BO3MOYKHO, He might (not) like writing Present
book.
MOXKET
MIGHT OBITh, (+re) Bo3MO3KHO, OH JIFOOHT ITHCATh
MOKET KHUTH
He might (not) write a book.
B03M0kHO, OH HAITHIIET Future
KHHUTY

Can he have written a book?

Hey>xenm oH Harmican KHATY? Past

Can he have been writing
the book for a year?
Heyxenu oH nuiier KHUTy
yxe roa?

Can he be writing a book now?
HEYX)eJIH Heyxenu oH ceituac nuuiet
KHUTY?

Can he like writing books?
Heyxem on mro0uT micathb
KHHTH?

Is he really going to write
a book? Future
Heyxenu oH HanuMIeT KHATY?

Can he have failed to write
the book?
HGY)KGJ'II/I, OH HE€ HaItucall
KHUTY?

Heyxenu | +He|  Can it be that he isn’t
writing a book?
Isn’t he writing a book. Present
HGY)KGJ'II/I OH HE€ IMMIIECT
KHUTY?

Perfect meaning

Present

CAN

Past
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MODAL

TRANSLATION

EXAMPLE

TIME

CAN

HeyXenn | + He

Can it be that he won’t
write a book?
Isn’t he going to write a book?
Hey)KeJm OH HC HAImumIeT
KHUTY?

Future

HE MOJKET OBITh
BPSLI JTH

He can’t have written a book.
He mosxeT OBITH, 4TO OH
Hamucall KHI/IFy

Past

He can’t have been writing
his book for a year.
He mMokeT OBITh, UTO OH
MAIICT KHUTY YK€ IroJ

Perfect meaning

He can’t be writing a book
now.

He moskeT OBITH, 4TO OH
NUUIET Ceuac KHUTY.
He can’t like writing books.
He mokeT OBITh, UTO OH
JIFOOUT MUCATh KHUTH

Present

He isn’t likely to write a book.
Bpsin 1 oH HanmIeT KHUry

Future

HC MOXKCET

+ He
OBITH

He can’t have failed to write
a book.
He MoeT ObITh, UTO OH HE
Hanucall KHUTY

Past

It can’t be that he isn’t
writing a book.
He MoxeT ObITh, UTO OH
HC NUIICET KHUT'Y

Present
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It can’t be that he won’t
write a book.
He MokeT OBbITH, YTO OH HE
HaIIUIeT KHUTY

Future
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Notes:

1. JI71st TOro 9TOOBI IEPEBECTH TPEIVTIOKECHISI C «BEPOSIMHO ... HEy,

«Heyorcellu Hey, «He Moodicem 6blmb, Ymo ... He)», OTHOCAIIIUCCA
K MpoHujioMy, MOXHO HCIIOJIB30BaTh HE TOJIBKO TJIaroJi fail, HO H
JIpyrue JEKCUYECKUE CpeAcTBa: BeposTHO, OHa HE IOHpPAaBUIIACh
TBOMM poxauTesiM = Your parents must have disliked her.

2.Korma B mpemiokeHHSIX € MOJAIBHBIMM IJIArojJaMd IPEro-
JIOKCHMA, OTHOCAIIMXCA K HACTOAICMY BpPEMCHH, MCIIOJIB3YIOTCA CTa-
trunbie Tiarosel (be, love, hate, belong, possess, etc.), sTu Taarossr
HCIIONIB3YIOTCS TIpocTo B (GopMe umHpuHUTHBA 0Oe3 t0: He moxer
OBITh, uTO OHa JIFOOUT Tebs = She can’t love you.

3.8. Verbals

Forms Of The Infinitive

Tense Active Passive
- to go -
Indefinite to take to be taken
. to be going
Continuous {0 be taking -
to have gone -
Perfect to have taken to have been taken
Perfect to have been going B
Continuous to have been taking
Forms Of The Gerund
Indefinite writing being written
Perfect having written having been written
Forms Of The Participle |
Indefinite writing being written

Perfect having written having been written
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THE USE OF THE BARE INFINITIVE

Words / phrases followed

by a bare infinitive Examples

I don ’t like rock music.
I will call you tomorrow.
When a child I would go to the park with my mum

Auxiliaries:
do, will, would

Modals: can, may, must, I can go there right now.

need, should, would, will, You should be careful.

shall Would you like a cup of coffee?
Modal expressions: She would sooner die than come back.
had better, would rather, You ’d better leave me alone!

would sooner 1'd rather go to bed

Complex object: after see, | | felt somebody touch me.

watch, observe, notice, He heard the door open.

hear, feel I saw him come into the room.

Verbs of inducement: Let me tell you something.

let, make, have Don’t make me cry.

(*only in the active) I’ll have Hudson show you into your room

But-phrases: cannot but,
do anything but, do
nothing but, couldn’t but

Did you do anything but ask questions?
They did nothing but listen to him

I think he does little more than come at work,
give instructions and go home

Why wait until then?

Why not begin at once?

All + be + bare inf. All he did was open the door.

What + be + bare inf. What we need is buy a new flat

I suggested that she give up driving.

I demand that all the birds be loosed.

The rules require that you come to work at 8.
He ’s proposed that | become his partner.

I recommend that you buy a more powerful
computer

Comparative formulas

Why-sentences

Subjunctive mood
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VERBS FOLLOWED BY THE GERUND OR THE INFINITIVE
WITH CHANGE IN THEIR MEANING

Verbs + Gerund + Infinitive

a) inf — rmaron ymcTBeHHOI
JACATCIBHOCTU 1 '-IyBCTB:

I began to feel cold;

Ipomecc: b) mommexarmee — HeomyIIIeBICHHOE
It started drizzling CYIIECTBUTEIBHHO:

The barometer began to fall;

€) nmocne Bpemen Continuous:
It’s starting to snow

CMeHa 1esITeIbHOCTD B X0J1e
Hpouecca:

After discussing the exams they
went on to talk about the party

begin, start

[Iponomxenue Toi xe
gO on JCATCIBHOCTH.
They went on laughing.

3aBepiieHue mporiecca;
. C THB OB1»):
stop She stopped crying and MH(PUHUATHBOM LIENH («ITOOBI»)
. He stopped to smoke
smiled.
a) «CYUTATh MOJIE3HBIM /
| HYKHBIM»:
like «Hpasutscst» (0 PHUBBIUKE): | like to get up early;

I like cookin
g b) o uem-TO KOHKpETHOM:

I like to swim in this lake
B uactHOCTH:
I loathe to have to do this dirty

loathe B ob6muiem:
(ue BemHOCHTE) | | l0athe travelling by air

work
«HenaBunets»: «CoxaneTb» (B U3BHHCHUSIX):
hate I hate going by public I hate to trouble you, but I have
transport to tell you something unpleasant

«BCcrnoMuHaTE» O MPOLLIOM:

. «BcnioMrHATEY = «HE 3a0BITHY:
remember | | remember seeing you

He remembered to post the letter

somewhere
«3a0BITE» = «HE IOMHUTEY. | «3a0BITh» = «HE CAEIATLY:
forget He forgot calling me but | Don 't forget to call me

I reminded him tomorrow
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Verbs + Gerund + Infinitive
«Coxanersy» o TIIPONUIBIX
N i «K coxanenno» (B M3BHHEHMSX):
JACUCTBUAX. N
regret . I regret to tell you that your wife
I regret saying that you .
. died
were mistaken
«[IpoboBaTh»:
Lo «IpITaTbCsy (MPHUIAraTh YCHIHS):
try Try jogging in the
RO Try to get here by noon
morning, it might help
refer B o6miem (mpuBbIYKa): YacTHbI cryJaii:
P I prefer walking to cycling. | | prefer to wait here
«3HAYUTD»:
. «HaMepeBaTbca», «XOTECTb»:
mean Being a parent means
. . She means to buy a new car soon
feeling responsible
«bosAThCA», Tak Kak MOkeT | He XoTeTh UTO-TO enaTh, Tak
. CIYYUTHCS YTO-TO IJIOXOE: | KaK 3TO OMACHO WJIN HCOPUATHO:
be afraid of i s , . PIATH
I don't like dogs. I'm He was afraid to go to the police
afraid of being bitten as he knew they would hold him
. «Pa3MBIIIIATE »: «CunTtaThby:
consider . . . .
I consider going to Greece | | consider him to be clever
+of: HamomMuHATE 0 UEM-TO
remind MPOILIJIOM: HamomuauTh uT0-1160 cAenath:
She reminded me of miss- | She reminded me to feed the dog
ing the date
«HaI[O YTO-TO CACIaTb»:
. «XoTeTb»:
want The windows want clean-
. I want to sleep
ing.
Be3 oObekTa: C 00BbeKTOM:
recommend S -
I recommend drinking it I recommend her to drink it
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3.9. Complex Subject

IMoanexariee + ckazyemoe + HHPUHUTHB (YaCTh MOJJICIKAIIETO)

proves / proved

(oH okazaics);

turns out / turned out
(on okaszaucst); hap-
pens / happened (ou
okazajcs); doesn’t
seem, doesn’t prove,
didn’t happen

Tlomexamee Ckasyemoe Infinitive (dacTe momiexariero)
is / was known (u3- COBCDIIMBLICECS
BECTHO, uT0); thought to have left P
. neiicTBre
(mymator, uT0);
considered (ronarator, 4to); NelcTBIe
seen (Buuenu, Kax); have b HAYATOCH
he_ard (crpirany, Kak); to a\lée een . IPOLLIOM
said (roBopsr, 4t0); working... | HpOIOKACTCS
reported (coobmaror, 4To) J10 CHX 1Op
He seems / seemed neiicTBue
(kaxeTes, 9T0); to be leaving | coBepmraercst

WITH TUIAHAPYeTCST

to know about it

COCTOSIHHC
B HACTOAIECM

to leave soon

Oymylee faeicTBre

3.10. Complex Object

IMomexaree + ckazyemMoe + 00beKTHOE MeCTOUMEHHE /
cymectBurensHoe + (t0) infinitive

Verbs

Form of the Inf.

Examples

etc.

know, think, be-
lieve, consider,
expect, suppose,

Inf. cto

I know him to be an honest man.

S 3HAFO0, YTO OH YCCTHBIN YECJIOBEK.

She believed him to have left for Moscow.
Omna gymana, 4To OH yexai B MoCKBY.

The boss considers me to be a professional.
HavanpHuk cunTaet MeHs po(heCCHOHATIOM
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I°d love you to come with me.

like, love, hate, 51 661 XOTE, YTOOBI THI MOIIJIA CO MHOM.
dislike, etc. She hated him to be sent there.

OHa He X0Tena, 9T00BI ero MOCHUTANN TyIa
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Verbs Form of the Inf. Examples
I don’t want him to be punished.

want, wish Inf. ¢ to
51 He X0y, 9TOOBI er0 HaKa3bIBAIN
Mom made him eat the soup.
make. let Mama 3acTaBuiIa €ero ChbeCTh CyIl.
' We’ll let them go out.
Inf. 6e3 to Mp1 BBIITYCTUM UX

I didn’t hear you say that.

Sl me cJblmall, ‘{TO6LI ThI TOBOpUJIA 3TO.
| saw him come in.

1 BUAel, Kak OH BOIIEIT

see, hear, feel,
watch, notice,
etc.

Notes:

1.  Ecmu mocne riaronos See, hear, watch, etc. mager mporiecc,
a HE OJHOKPATHOE JIEHCTBHE, TO BMECTO MH(MUHHUTHBA CIEAYET MCIIOJb-
30BaTh MPUIACTHUE:

I didn’t hear you telling this joke. — X ue cavuuan, xax mei
PACCKA3bIBAL HMOM AHEKOOM.

I saw him coming in. — 4 euden, kax on 6xoous.

2. Ecmu rmaron See o3HayaeT «IIOHMMaThy», a Tiaron hear
yrnoTpeOssieTCss B 3HAYCHUH «MHE CKasali», TO TOCIEe HHUX MCIOJb3Y-
ercs me Complex Object, a npemnoxenune c¢ that (mpumatounoe n3s-
SICHUTENBHOE):

I saw that he didn’z understand anything. — A euder, umo on
HUYe20 He NoHuMAaen.

I heard that they have moved. — A casiuan, onu nepeexanu.

3.11. Verbs and Phrases Requiring the Gerund

admit grudge prevent
adore ap- imagine propose
preciate include recall
avoid involve recollect
Verb + deny justify report
Gerund detest mention require
dislike mind resist
enjoy miss risk
fancy postpone suggest
forgive practice tolerate
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Verb +
Prep.+
Gerund

accuse of
agree to ap-

prove of
apologize for

burst out
complain of

depend on
dream of in-
sist on ob-
ject to per-
sistin pre-
vent from

put off
rely on re-
proach with
speak of suc-
ceed in sus-
pect of

Phrase +
Gerund

be aware of
be capable of
be fed up with
be proud of
be sure of
be surprised at

be guilty of
be happy about
be indignant at
be keen on
be tired of
be used to

be worth
cannot help
have difficulty in
it’s no use
there’s no use in
look forward to

be fond of

3.12. Conditional Sentences

Conditionals

Time
Reference

Examples

Russian Equivalents

Conditional |

Future

If I have enough
money, I’ll come
and see you

Ecmn y mens 6yzer
JOCTaTOYHO JICHET,
st HaBeniLy Te0st (B Oymyiem)

If the weather is fine
tomorrow, 1’1l paint
the windows

Ecnu norona 3aBTpa
OyzaeT xopolien,
s IOKpallly OKHA

Conditional 11

Present

If I had enough
money, | would
come and see you

Ecmm 051 y MeHs (ceituac)
OBLIO TOCTATOYHO JCHET, 5
OBl HaBeCTUIT TEOSI.

If the weather were
fine, I would paint
the windows

Ecim morona 6s11a 061
XOPOIIIEH, 51 OBI TOKPACHIT
OKHa (ceityac)

Conditional 1

Past

If | had had enough
money, | would have
come and see you

Ecmm 651 y MeHs 66110
JOCTaTOYHO JICHET,

s ObI HaBeCTHII TEOS
(HekoTOpOE BpeMst Ha3a)

If the weather had
been fine, | would
have painted the
windows

Ecm moromta Gbi1a XoporeH,
st ObI MOKpaCHI OKHA (He-
KOTOpOE BpeMsl Ha3a)
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3.13. Numerals

oh (zero is not often used
0 ) . .
in reading decimal (mecsatuunsie) values)
1-10 -
11-19 eleven, twelve, -teen
2099 twenty one, -two etc.
100-999 nine hundred and ninety-nine
1,000-999,999 (comma to denote thousands)
1,000,000 one million/a million
(point to denote decimals)
35,395 thirty-five point three nine five
500 books five hundred books (but: hundreds of books)
3,000 cars three thousand cars (but: thousands of cars)
1/2 a half
1/4 aquarter
1/3 a third
3/4 three-quarters
2/3 two-thirds
1/8 an eighth
3/16 three-sixteenth
a+tb=c aplus b equals ¢
a-b=d aminus b equals ¢
a-bee a times b_eq_uals e
or a multiplied by b equals e
alb=f aover b equals f or a divided by b equals f
VX square root of x
X2 X squared
Xn X to the power of n or x to the n
< less than
> greater than
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