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INTRODUCTION 
 

These educational materials are designed to develop MD students’ profession-
oriented communicative competence (linguistic, socio-linguistic and pragmatic) for 
their effective networking in academic and professional environment.  The subject of 
the course encompasses lexical, grammatical, stylistic characteristics of academic 
discourse to provide MD students’ successful professional academic carrier.  

The manual is based on the authentic texts concerning the above mentioned 
issues. It contains 12 units. The materials are recommended to be used for practical 
classes.  

The booklet is intended as a supportive material to the manual Academic and 
Professional Communication (see the reference on page 35). The related pages of 
the manual are given in parentheses in some tasks.   
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Unit 1. The Language of Science  

The ultimate goal of a Master's student is writing a solid research paper. 
Effective research writing is exact and correct. It is writing that attends to every 
detail, from the accuracy of the facts and details to the proper placement of 
punctuation marks. It is writing that displays difference between standard language 
and the language of science. It is writing where language use takes on specific 
registers. A continuous extension of human knowledge relates to the formation of 
new communication spheres, where language use takes on specific registers. 

Professional jargon or scientific register assumes different names like: 
functional style, scientific style, sublanguage, etc. The English language in this area 
uses such terms as: sublanguage, restricted language, the language of science and 
technology, scientific discourse, the English we use for science. 

L. Bloomfield (Linguistic Aspects of Science: Scientific Words: their Structure 
and Meaning, 1960) assumes that scientific style reveals such characteristics as:  

 precision,  
 a continuous exchange with standard language,  
 exact definition of terms,  
 a large use of different linguistic structures, use of terms, figures, 

symbols and signs. 
 
It should be stated that there is rather a modest choice of linguistic units typical 

of standard language; past tenses are rarely met because the temporal aspect is of 
little value. Scientific discourse is characterized by frequent use of the present tense 
and passive form. 

 
Professional jargon is characterized by its professional vocabulary, in 

particular, its terminology. 
For example 
Let us compare the following two passages to display where language use takes 

on specific registers. Passages belong to the scientific discourse, they contain many 
specific terms but these terms are used in different professionally limited spheres of 
human communication: the first one – in the economic sublanguage (register) and the 
latter – in the sublanguage (register) of psychology. 

The first passage contains 106 words, the second one – 105 words. On the basis 
of context and semantic analysis, let us make stratification of their vocabulary to 
determine the ratio of special terms to the words of standard language. It looks like 
the following: 

(1) 33 terms: 73 words of standard language; 
(2) 20 terms: 85 words of standard language. 
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Monopolistic competition occurs when there are many sellers of a product and 
each has a relatively small market share. For example, banks compete with other 
banks, credit unions, and savings and loan institutions, to provide financial services to 
individuals and businesses. Monopolistic competition is the most common form of 
competition in our economy, and it forces marketers to find ways to distinguish their 
products. Banks use their locations, personnel, interest rates, and other features to 
differentiate themselves from their competitors. Pure competition occurs when 
similar products are offered, buyers and sellers are familiar with the market, and both 
buyers and sellers can easily enter the market (Perreault, 1996, P. 55). 

When psychologists first sought to explain motivation, they turned to instincts, 
inborn patterns of behavior that are biologically determined rather than learned. 
According to instinct approaches to motivation, people and animals are born with 
preprogrammed sets of behaviors essential to their survival. These instincts provide 
the energy that channels behavior in appropriate directions. Hence, sex might be 
explained as a response to an instinct for reproduction, and exploratory behavior 
might be viewed as motivated by an instinct to examine one’s territory. 

There are several difficulties with such a conception, however. For one thing, 
psychologists have been unable to agree on what the primary instincts are (Feldman, 
1996, P. 321). 
 

Task 1. Make a list of special terms from both passages. 
 

Task 2. Study the following list of verbs which are used to transfer 
knowledge in scientific discourse. 

show 
display 
exhibit 
demonstrate 
indicate 
point out 
present 

illustrate 
plot 
draw 
diagram 
write 
record 

discuss 
interpret 
account 
explain 
clarify 
specify 
define 

mention 
suggest 
describe 
report 
say 
 
 

  
Task 3. Study verbs which are used for verification and conclusions in scientific 
discourse. 
Accept, acknowledge, admit, agree, affirm, avoid, challenge, claim, conclude, 
contribute, conflict, confront, contradict, convey, convince, defend, deny, devote, 
disprove, emphasize, fail, falsify, ignore, justify, negate, overlook, prohibit, prove, 
realize, regard, refuse, resolve, reveal, suffer, support, symbolize, terminate, verify, 
violate. 
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Task 4. Identify neutral synonyms of given verbs of scientific discourse: 
literary 
merit 
encounter 
enhance 
emerge 
assert 
commence 
cease 
pursue 

neutral 
finish 
meet 
maintain 
increase 
deserve 
appear 
follow  
begin 
 

literary 
elucidate 
endeavor 
strive 
propound 
depict 
reveal 
hinder 
discern 

neutral 
try 
make clear 
detect 
describe 
show 
make efforts 
prevent 
propose 

 
Task 5. Use the following phraseological phrases used in scientific 

discourse: 
in terms of, in view of, in spite of, in common with, on behalf of, as a result of, by 
means of, on the ground of, in case of; to take into account, to take advantage of, to 
take for granted, to take place, to give way, to keep in mind, to make sense, to come 
into use, to come to light, to play a key part in. 
 
 Task 6. Form the plural of some nouns from Greek and Latin as they are 
formed in the original language. Refer to a dictionary for the correct spelling of 
the plural form. Some nouns have alternative plural forms.  

E. g. 
Singular  Plural  
formula – several formulas or formulae 
index – several indexes or indices 
medium – several media or mediums 
phenomenon – several phenomena  
criterion – … 
analysis – … 
hypothesis – … 
basis – … 
datum – … 
curriculum – … 
nucleus – … 
stimulus – … 
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 Task 7. Use the correct plural form of the words in brackets. 
At the end of the history book were four (appendix) describing source 

materials. Op art produces its effects because of the mind’s reaction to visual 
(stimulus). Our (hypothesis) were very different, but our conclusions were the same. 
The validity of your judgment depends upon the (criterion) you use. We studied both 
harmful and necessary (bacterium) in biology. This pond is absolutely full of (alga). 
Every triangle has three (vertex). Which of the (phylum) do humans belong to? We 
studied all the (formula), but still could not finish the problem. The mass (medium) 
must recognize their influence and use it responsibly. 
 
 

Unit 2. Avoiding Plagiarism 
 

Plagiarism is the presentation of another writer’s ideas or words as if they 
were your own. There are two forms of plagiarism: intentional and unintentional. In 
the West, intentional plagiarism is considered a violation of academic integrity. 
Unintentional plagiarism, no less serious, occurs when a writer is unaware of the 
proper procedures for incorporating secondary research materials (periodicals, books, 
articles etc.).Unintentional plagiarism can be avoided through familiarity with 
citation protocols and through the use of paraphrase. A sophisticated and at the same 
time elegant form of writing, paraphrase involves restating a passage taken from a 
source into one’s own words and style.  

Indicate clearly when you use anything from another writer’s work by using 
quotation marks. 

When summarizing or paraphrasing, distinguish clearly where the ideas of 
others end and your own comments begin. 

 
Task 1. Study the examples of plagiarism (p. 67 – 69) and decide why these 

paragraphs are considered to be plagiarism.  
 
          Task 2. Study Improved Paragraph with Paraphrase and Proper 
Attribution. 

Almost all of Shakespeare’s Hamlet can be understood as a play about acting 
and the theatre. Hamlet hides behind a cloak of madness to disguise his very real 
preoccupation with the pretense and lies of his family. In his book, The Playwright as 
Magician, Alvin Kernan shows how Hamlet’s theatricality is a tool for discovering 
the truth: Hamlet pretends to be mad so that he can, in the end, “protect himself and 
prevent his antagonists from plucking out the heart of his mystery” (102). That he 
must learn the truth “by means of a show” (103), as Kernan says, is an irony that 



9 

underscores Shakespeare’s belief that the theatre is the best and possibly the only 
honest place on earth. 

There are three criteria for identifying something as common knowledge: 
 You find the same information undocumented in at least five other sources. 
 You think it is information that your readers will already know. 
 You think a person could easily find the information with general reference 

sources. 
 

         Task 3. Using these criteria, consider the following scenarios, and decide 
whether or not you need to include a citation. 

a) In your paper for your genetics class, you note that humans have 23 pairs of 
chromosomes. You didn’t know this before you took the course, but decide not to 
provide a citation for this information, since all biology textbooks contain this 
information. 

b) You find a really good journal article about the psychology of adolescent 
girls with eating disorders. You use some of the ideas, but don’t quote it, because it is 
common knowledge. 

c) The proverb The early bird catches the worm seems particularly 
appropriate to the subject of your paper, so you decide to quote it. You go to the 
library and find a book of proverbs so that you can provide a citation. 

 

Task 4. The following scenarios represent situations which may or may not 
constitute plagiarism. Read each scenario carefully, and decide: is this 
plagiarism? If the incident is plagiarism, why? If not, why not?  

a) A student uses an internet article in researching her paper. She finds several 
of the ideas in the article useful, and develops them in her own paper. Since she does 
not quote from the text, she does not cite it in her paper, but she does put the 
reference in the biography. 

b) A friend offers to let you read his paper in order to get some ideas, and tells 
you to use any parts of the paper you find useful. You incorporate one of his 
paragraphs into your paper, and you are careful to include all of the citations from his 
paper in your footnotes, so that the reader will be able to find the original source of 
the information. 

c) A student finds a picture of the Mona Lisa on the web that perfectly 
illustrates a point she wants to make in her paper. She downloads the picture, but 
does not use the website's analysis; in addition, she writes her own caption for the 
picture. Since the analysis and caption is her own, she does not include a citation for 
the picture. 
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d) A student finds some interesting information on a website that is not under 
copyright. She downloads several paragraphs and incorporates them into her paper, 
but doesn’t cite them, because they are in the public domain. 

e) You are discussing you term paper with your professor. She gives you an 
interesting idea about how you might interpret some of the material you have been 
studying. Since the discussion was informal, and does not pertain to an area in which 
your professor intends you publish, you incorporate her suggestions without 
attribution. 
 

 

Unit 3. Writing Summaries 

  
Writing well is a complex intellectual task. It requires considerable creativity 

and risktaking. In other words, good writers have the courage to follow unplanned, 
imaginative impulses. But successful writing also demands tough-minded discipline. 
It requires one to work in a steady, thoughtful way. All in all, writing is an extremely 
worthwhile experience. 

 
Task 1. Read the text (p. 73) and answer the following questions: 

1. What is a summary? 
2. What is the difference between summary and paraphrase? 
3. What are the features of a good summary? 
4. When are the students often asked to write summaries? 
5. What skills and abilities are needed to write summaries? 
6. What are the steps in preparing to write summaries? 
7. Is it needed to re-express the ideas sentence-by-sentence? 
8. What ideas should be presented in a summary? 
9. What should the topic sentence express? 
10. What should the main paragraph express? 
11. What is a personal summary? 
        

Task 2. Fill in the gaps with the words from the table 
 

    connecting    hold   capture      reasons   aspect    length      package      cite          
omit    summarize       monotonous          indicates 
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Some guidelines for writing a summary 
1. __________ are usually used to develop paragraphs that explain, prove, persuade, 

or state an opinion. 
2. Let’s think of paragraphs as ways to ____________ (or “punctuate”) a text into 

chunks of meaning. 
3. Variety of sentence ___________ 
4. Include both short and long sentences to _________ the reader’s interest. 
5. Most writing continues for more than one paragraph. A new paragraph _______ a 

new idea, a new step, or a new _______of the topic. 
6. Some _____________words and phrases are needed: in addition, on the other 

hand, furthermore, besides, moreover, next, in other words, finally, in conclusion 
7. A paragraph of sentences that all begin in the same way or with the same kind of 

information can sound___________. Vary the beginnings of the sentences within 
a paragraph. 

8. ___________the whole in just a few words. 
9. ___________ the general idea. 
10. ____________ details. 
11. _____________ the source of the summary. 

 

Task 3. Study the phrases needed for different paragraphs of the summary. 
Beginning: 
The title of the passage is…. 
The author of the passage is…. 
The main idea of it is… 
The passage 
Deals with 
Concerns on 
Focuses on 
The author 
Accuses…, alleges…, blames…, condemns…, criticizes…, describes…, 
emphasizes…, explains…, gives a summary of…, indicates…, introduces…, 
makes a few critical remarks on…, mocks…, notes in general terms…, points 
out…, reveals…, sheds light on…, stresses…, underlines… 
Conclusion 
Let’s summarize briefly what we have looked at. 
In conclusion,… 
To conclude,… 
We may profit from this information… 
…allows us to conclude that… 
It follows that… 
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Task 4. Study the model summary of chapter 7, “How Can X Be 
summarized?” from Twenty Questions for the Writer by Jacqueline Berke. 
 
Task 5. Write summaries of the reading selections (P. 77–81) using the 
guidelines given above. 

 
 

Unit 4. Preparing a Research Paper 
 

Task 1. Read “Guidelines for writing research paper” (p. 82) and answer 
the following questions: 
1. What are the four heads of the scientific method? 
2. In what way should the ideas be put? 
3. What information should be studied before writing a scientific paper? 
4. What should be included into the topic you have chosen? 
5. What should be mentioned in the significance of the experiment and at the end of 

the paper? 
6. What is the controlling idea? 
7. What sentence is called thesis statement? 

 
         Task 2. Match the sentences with tips for writing a thesis statement. 

Tips for writing a thesis statement: 
1. Select a general subject 
2. Narrow your subject 
3. Select a working thesis 
4. Put your thesis in the form of a question 
5. Compose a final thesis statement 

 
a. How effective are the programs to reintroduce the gray wolf into the lower 48 

states? 
b. The programs reintroduce the gray wolf into the lower 48 states are / are not 

achieving all of the desired results 
c. The effectiveness of programs to reintroduce the gray wolf into the lower 

statements 
d. Endangered species 
e. Programs to protect the gray wolf in the US 
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 Task 3. Fill in the gaps with the words from the table. 
 

  cards   investigation    quotations    marks   subpoints    retrace        
bibliography avoid  experiments  vocabulary   related  summarize     arranged    
application       support      conclusion      logical 

 
1. As you begin reading the material listed in your __________, take notes and write 

down quotations __________ to your specific thesis. 
2. Keep notes on _________ of the same size and style. 
3. Write down important details and __________ along with the page numbers 

where this information can be found. Also place the number of the related 
bibliography card in the upper right-hand corner. 

4. Place quotation ________ around word-for-word quotations. 
5. Organize your note cards into their __________ order and use them to conduct a 

working outline. Your descriptive headings may be used as main points and 
___________in your outline. 

6. List all references cited in the text; all entries are ________ alphabetically. Book 
and periodical titles are italicized, but they could be underlined.  

7. To paraphrase, restate what you have read using your own words. Use this method 
when you are trying to ___________ the thinking of one of your sources.  

8. Your research paper should contain professional _______ (terms) and more 
bookish words than neutral. It presents the information of writer’s __________ 
into a subject of personal interest. A research report may discuss a writer’s 
experience with a certain new technology or challenging problem. 

9. To  __________, reduce what you have read to a few important points using your 
own words. 

10.  The final section, or ________, of your paper should leave readers with a clear 
understanding of the importance of your research. Review the important points 
you have made and draw a final conclusion. 

11.  You have to mention what further ___________ will be necessary. 
12.  What practical _______________the research may have to the lives of non-

scientists 
13.  __________ fragments, abbreviations or slang. Work to achieve a formal style. 
14.  Drop statements that you cannot ________ with facts and details. 

 
Task 4. Study the information concerning using visual aids and types of 

graphic aids (p. 86) 
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Task 5. Write meaningful research papers on the following topics: 
a) What are the best career opportunities for young people today? 
b) What are the real costs and benefits of university education? 
c) Are we doing enough (or too much) to protect our endangered species?  

 
 

Unit 5. Writing Essays 
 

The kind of composition that you, as a student, are most frequently required to 
write is the essay. When you write a paper about the theme of a novel or one about 
the differences between light and sound, when you answer an essay question test on 
how cultures influence behavior, and even when you write an article explaining why 
students should keep the university classrooms clean, you are writing essays. 

Essay is a piece of prose that expresses an individual’s point of view; 
usually it is a series of closely related paragraphs that combine to make a 
complete piece of writing. 

 
Task 1. Fill in the gaps using the words from the box. 

developmental    conclusion    supporting     topic   concluding        introduction          
capture  body 

 
___________This first section of an essay consists of a simple paragraph that 

introduces the topic and the controlling idea of the essay. This most important 
sentence in the introductory paragraph is the thesis statement, the sentence that tells 
the controlling idea of the essay. 

Usually, the introduction begins with a few sentences that__________ the 
reader’s interest and that lead into the thesis statement. You may want to begin an 
essay introduction by posing a question, telling a brief story, presenting a direct 
quotation, making a startling statement, or providing background information.  

_________This middle section consists of three or more ________ paragraphs. 
Each paragraph should have a _________sentence that supports the thesis statement 
of the essay. The topic sentence is a sentence which contains the main idea. It tells 
the readers what the paragraph is about and limits the information to be included 
in the paragraph. Although the topic sentence is usually the first sentence of the 
paragraph, sometimes more experienced writers may put it in the middle or even at 
the end of a paragraph.  

It is followed by ________ sentences which are related to the topic sentence 
and give you more information about it.  
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The topic sentence often includes a transitional word or phrase that indicates a 
relationship of time, importance, cause and effect, or contrast between that paragraph 
and the other developmental paragraphs of the essay. 
       _________This final section consists of a single brief paragraph. The most 
important sentence in the conclusion restates and emphasizes the controlling idea of 
the essay. That sentence is called the _________ statement. 
 Like any other kind of composition, an effective essay requires careful 
planning, organization, and development. Suggest facts, details, examples, reasons, 
and events that you might include in the developmental paragraphs of the essay. If 
necessary, do research to gather information and ideas that will support both the topic 
sentence of the paragraph and the thesis statement of the essay. 
 
         Task 2. Study the information (p. 120 –123) and answer the following 
questions: 
1. What is outlining? 
2. What  steps should be taken before writing outlining? 
3. Give your own examples for brainstorming, group and label, making an outline 
4. What is a paragraph?  

 
Task 3. Group together the ideas in the following lists. Take out any 

unnecessary or repetitive ones. Add any of your own ideas. (p. 123–124) 
 
Task 4.  Study the following example of the plan for a three-part essay.  

(p. 125) 
 

Unit 6. Business Correspondence 

All business writing – whether it is a letter, a resume, or an e-mail – shares 
following characteristics: 

 Starting point. 
 Purpose. 
 Form. 
 

Task 1. Study definitions of the terms p. 7. 
 

Task 2. Read the guidelines for writing letters p.7 and answer the 
following questions: 
1. Why should expressing a date numerically be avoided? 
2. How are business letters begun / ended? When you know/do not know the person? 
3. What does enc. mean?  
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Task 3. Read about writing business letters (p. 8) and answer the 
questions: 
1. What type of correspondence is considered to be business letters? 
2. List reasons for writing business letters. 
3. What are the main characteristics of business letters? 
4. Characterize style and language of business letters. 
5. How are responses written? 
6. Give examples of greetings which are used in the first paragraph. 
7. How are business letters finished? 
8. Give examples of correct endings. 

 
Task 4. Study the list of vocabulary (p. 12) and match terms with their 

definitions: 
a. justified margins b. transitions c. on arrival notation  d. postage e. block format  

f. informal g. attachment h. certified mail i. diplomacy j. indent  k. letterhead l. 
memorandum  m. salutation  n. coherent  o. enclosure  

1. ___________ extra document or image that is added to an email 
2. ___________words or phrases used to make a letter flow naturally 
3. __________greeting in a letter 
4. __________most common business letter format, single spaced, all the paragraphs 

begin at the left margin 
5. __________ straight and even text, always begins at the same space 
6. __________the cost of sending a letter through the Post Office 
7. _________envelope  (e.g. “confidential” ) 
8. __________important letters that sender pays extra postage for in order to receive 

a notice of receipt 
9. ___________document sent within a company (internal), presented in short form 
10. __________ specialized paper with a (company) logo or name printed at the top 
11. _________ extra spaces (usually 5) at the beginning of a paragraph 
12. _________ extra document or image is enclosed with the letter  
13. _________ logical, easy to understand 
14. __________ casual 
15. __________demonstrating consideration and kindness 

 
Task 5. Read formal model letters (p. 14 – 22) and study the organization 

of them. Pay attention to parts of the letter.  
 

       Task 6. Write your own letters using models and vocabulary items (p.22) 
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Unit 7. Resume/Curriculum Vitae 

 
When you apply for a job, your potential employer will need to know how well 

equipped you are to do it. A resume is a brief summary of your experiences and 
education relevant to the job you are seeking; it will give your employer this 
information. 

A strong resume isn’t generic – rather, it’s a vivid word picture of your skills, 
knowledge, and past responsibilities. It says exactly who you are by providing the 
kind of information listed below.  

 
Task 1. Study guidelines for writing Curriculum Vitae (p. 28) and match 

paragraphs titles with their explanations. 
a. Personal data  b. job objective  c. skills summary  d. experience  e. 

education  f. other experience 
1. __________the key qualities you bring to the position, listed with supporting 

details 
2. __________ degrees, courses, special projects 
3. __________ positions you’ve held 
4. __________name, address, phone, e-mail 
5. ___________the type position you want and the type of organization you want to 

work for 
6. __________volunteer work, awards, achievements, teaching assistantships, 

dormitory resident assistantships, off-campus programs 
 

         Task 2. Study tips for resume writing (p. 29) and fill in the gaps with the 
words from the table. 

 
space  exaggerate    italics   grammar    job   experience   abbreviations        
   margins  spelling   education   underestimate       acronyms    resume 

 
1. The terms vacancy, post, position are used instead of the word _________in 

applications.  
2. Design each ________ to fit the particular job. 
3. Write wide _________ and leave lots of white space. It makes your CV easier to 

read. 
4. Use a clear, easy to read typeface. Do not use ________ or small type size. 
5. Make the section headings clear and leave a clear _________ between sections. 
6. Separate each part of your job __________ and ________ clearly. 
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7. Do not assume the reader will know what some _______ and _____________ 
mean. If in doubt, use the full name. 

8. Do not __________your talents but do not ____________ them either. Remember 
to sell yourself using positive adjectives. 

9. Watch out for __________and ___________ mistakes. Do a spell and grammar 
check on your computer when you finish your CV and ask someone to check it for 
you.  

 
     Task 3. Read the examples of resume (p. 30) and study the organization of 
them. 

 
     Task 4. Write your own resume. 

      
     Task 5. Study what Recommendation Request Letter is. 

Reference is a written testimony as to the character, abilities, etc. of another 
person; a good word; recommendation. 

Letters of application (cover letters) usually do not contain references. 
When you apply for a job or program, it helps to have references or 

recommendations. To get the backup support you need from the people familiar with 
your work (professors or employers), you need to ask for it. You can do this in person 
or by phone, but a courteous and clear letter or e-mail message makes your request 
official and helps the person complete the recommendation effectively. 

 Remind the reader of your relationship to him or her; then ask the person to 
write a recommendation or to serve as a reference for you. 

 Describe the work you did for the reader and the type of job, or program you 
are applying for. 

 Explain what form the recommendation should take, whom to send it, where 
and when it needs to be sent. 

 
         Task 6. Read the model letter (p. 40) 

 
Task 7. Read the references (p. 41) and then write your own to some 

students of your group. According to letterheads of references, decide what 
countries the students have been to.  
 
          Task 8. Choose the correct letter for the sample reference. 

April 15 
To whom it may concern 

This letter is ……for Mr. James Heather, who has worked for this  
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a) A background  b) an instruction   c) a reference       d) an acceptance 
Company as an administrative assistant for the past three yars. During most this time 
here, Mr. James Heather has worked directly under 

a) Your   b) his   c) her   d) my 
busy accounting office with a staff of five. He…. Himself to be 

a) always has shown  b) always has shows    c) has always shown d) has 
shown always 

reliable and hardworking. He has never shirked his duties, even when the office 
workload required him to work late into the evening or on a weekend. I always feel 
sure that whatever task I may give him, it will be done promptly and with a smile. 
Mr. Heather friendliness and upbeat attitude have been a real contribution to the 
office environment. We will miss Mr. Heather, but we understand that he is ready to 
move on to a …..that will make better use of his skills and 

a) position  b) degree  c) residence  d) professor 
provide him with more opportunities for his future.  I can recommend him 
without reservation and know he will make a great contribution to any work 
environment. 

Sincerely, 
Richard Kenny 
 

       Task 9. Write your own recommendation letter. 
 

  
Unit 8. E-mail: Access the World 

 
Electronic mail, known more colloquially as e-mail is computer 

communication between individuals through a mainframe connection. E-mail is 
almost instantaneous and less formal than conventional mail. 

 
Task 1. Read the text (p. 45) and fill in the gaps with the words from the 

box.  
 

 subject          folders       collaboration       mailing        characters                                  
embarrass                confusing          paragraphs            “home base”      

 
With e-mails, people can correspond through computer network around the 

globe. If you can access to e-mail, you can…. 
          1. send, forward and receive many messages quickly and efficiently, making it 
ideal for group projects and other forms of ___________; 
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          2. set up ________lists (specific groups of e-mail addresses) so that you 
can easily send the same message to several people at the same time; 
          3. organize messages in ___________ for later reference, and reply messages; 
         4. communicate with __________ while on the road if you have a laptop 
computer with a modem 

 
E-mail tips 

         1. Revise and edit messages for clarity and correctness before sending them. 
_____________ sentences, grammatical errors, and typos limit your ability to 
communicate on a computer screen just as they do on a paper. 
         2. Use e-mail maturely. Sooner or later you will send e-mail to the wrong 
person. Keep this in mind at all times and never write anything that would 
__________ you if it were sent to the wrong party. 
         3. Make messages easy to read and understand: provide a clear _____line since 
readers will scan it and decide whether to read or delete the message; type short 
_________, with line length of no more than 65 ___________. 

 
         Task 2. Study model e-mail message (p. 46)  

 
         Task 3. Look at the extracts from different pieces of correspondence. 
Match them with the types:  letter, report, e-mail 

 
         Task 4. Write an e-mail for the following situations (p. 48) 
  

 
Unit 9. Interviewing for a job 

 
A successful job interview requires planning and preparation. The more you 

know about the employer, a job, and yourself, the more likely you are to feel 
confident and to present yourself well.  

 
Task 1. Read the text (p. 162) and fill in the gaps with missing words: 
 

research enthusiasm granted communicate resume contain  experience 
non-verbal  relax politeness  application  salary  letter circumstances   remain  
hired    information    movements    references   embarrassed  
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1. Bring extra copies of your ______, along with the names, addresses, and phone 
numbers of three or four ___________. 

2. Bring your driver’s license and social _________numbers, a blue and black pen, a 
pencil and a pocket dictionary, in case you are asked to fill out an_________ 
form. 

3. Be polite and enthusiastic about the job. _____________your interest to the 
interviewer. 

4. _________calm and polite throughout the interview, even if the interviewer is not. 
5. Remember that you were ________ an interview because the company thought 

you might be the right person for the job. Therefore, emphasize the skills and 
_____________ you can offer the company. 

6. Do not let your nervousness bother you – it’s natural. Remind yourself to 
_____________ and smile naturally. 

7. Don’t make lots of wild or energetic ________ with your hands. During most of 
the interview, keep them still and folded in your lap.  

8. Do not ignore ________ clues from the interviewer. If you sense that the 
interviewer would like you to speak, ask one of the questions that you have 
prepared. Remember that an intelligent question can be as impressive as an 
intelligent answer.  

9. Do not ask about ________unless you are offered the job or unless the interviewer 
asks you what salary you had in mind. If this happens, give the interviewer a 
realistic salary range, based on your _________. Do not undersell yourself. 

10. Do not forget to write thank-you _____________ the day after the interview. 
11. After you have been _________________ you will be asked to fill out a number 

of forms. Therefore, it is essential that you read and understand all the 
descriptions, explanations, instructions, and questions they ____________ before 
you complete or sign any of them. 

12. Never be _____________about asking questions. Because its legal nature, the 
information accompanying these forms is often difficult to understand. 

13. Under no _____________ should you ever “bend the truth” or include deceptive 
information on these forms. 

14. Always remember PIE: 
- ________, especially when answering questions. 
- Give clear and accurate _______ 
- Show _____________ 
Task 2. How would you act in a situation like this? 
 The interviewer was rather extreme, but a lot of employers have turned to    

using “killer questions” or “shock tactics”, such as these: 
 Tell me something about yourself that you have never told anyone. 
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 Which three famous people would you invite to a dinner party and why? 
 Imagine you are an employee in customer services. What would you do if an 

important customer was very rude to you? 
 We have been interviewing candidates all morning and we are getting bored. 

Do something to impress us. 
 We have employed people from your university, and they have not been 

good. Can you tell us why you think you would do better? 
 

Task 3. Discuss the following: 
1. Do you think it is fair to ask killer questions? 
2. Do you think hypothetical questions are useful? 
3. How do you react under pressure? 

          
         Task 4. Read the interviews (p. 163 – 164) Role play the same situations 
with your partner. 
 

Task 5. Business Telephoning. 
Guidelines for Using the Telephone 

 Answer all calls quickly 
 Answer with your name and / or your organization 
 Ask how you can help 
 Speak clearly 
 Use appropriate language 
 Smile while you are talking 
 Sound interested 
 Repeat names, phone numbers and details to make sure everything has 

been understood 
 

Telephone language 
The following phrases are useful when answering the phone: 
Good morning. Lucky Strike Manufacturing Company. Can I help you? 
I’ll put you through. 
I am sorry, the line is engaged / busy. 
Would you like to hold? 
Can I take a message? 
Can I get him to call you back? 
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Task 6. Practice conversations (p. 165 – 167) in pairs. Change roles and 
use different information each time. 

 
Task 7. Put the sentences in the correct order to make a telephone 

conversation. 
a) Goodbye 
b) Good morning. Belco Electronics. How can I help you? 
c) It’s flat 3, Duke Road. 
d) Oh, I am very sorry to hear that. It’s the Max 3000 you bought yesterday, is it? 
e) Right. I have got that. I’ll put an instructions manual in the post for you straight 

away. And once again, sorry about our mistake. 
f) Good morning. Steve Jenkins here. Well, it is about the Max 3000 computer 

software. I am afraid there are no instructions in the box. 
g) Thank you very much. Goodbye. 
h) Well, Mr. Jenkins, give me your address, and I’ll send you the instructions. 
i) Yes, that’s right. 

 
 

Unit 10. Negotiations 
 
Business is negotiation. You will negotiate to buy, to sell, to conclude contracts 

with suppliers, to fix the staff salaries and so on. What is more, you have to negotiate 
with regulators, banks, insurances. It means that the business life is a permanent 
negotiation with other people who are defining their own interests. For a future 
businessman, negotiation must be obviously a core topic. 

A negotiation is often an obliged step when you are preparing a new contract. 
As business implies to prepare, and to sign a lot of contracts with buyers, sellers, 
bankers, and staff, there are anyway a large part of time dedicated to negotiation. 

The fact that divergent interest exist does not mean that you have to negotiate 
with everybody. Very often you have just to use authority instead of negotiating. 
What is more, mane business matters are regulated by contract. A contract is made to 
avoid any contestation and consequently any possibilities of negotiation. When you 
have a good contract, just apply it. There is nothing to negotiate any more. 

 
Task 1. Read the texts  “Define your goals”, “Define the strategy” and 

“Psychological preparation”(p.170 – 173) and answer the following questions: 
1. What does strategic planning determine? 
2. Why is setting the goal important? 
3. What do people call win-win principle? 
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4. What is BATNA? 
5. In what case should you lower your bottom line? 
6. What does any strategy begin with? 
7. Describe the term “Balance of powers”. 
8. Name two main strategies according to the balance of powers. 
9. Why is it important to know your negotiator opponent? 
10. What are the main features of negotiating? 

 
Task 2. Fill in the gaps with the words from the table: 
 

establish  avoid   agree multiple  consistent   hard  define  separate  criteria  
solving  personalization  deal   understanding  beforehand  validity   enhance 
arguments     pressure  soft   demands  approaching  objective   understand 

 
 

Negotiation tips 
1. Consider negotiations as problem________ exercises. 
2. Try to __________the position of your negotiation partners 

and____________________ the atmosphere of trust and mutual cooperation. 
3. If you can’t agree, try ________________the problem from a different angle. 
4. Do not get emotional. Be _____________.  
5. Prepare carefully _________________. 
6. ____________the Relationship with the People from the Substance   of the Deal. 
7. Be _______on the deal, _______on the people. 
8. See the _________from inside their shoes. 
9. Make your proposal ____________ with their value. 
10. Values __________the deal. 
11. Each side has ___________ interests – be clear on yours, discover theirs. 
12. Use objective ______________ for decision-making. 
13. Strike a deal based on principle, not ___________. 
14. __________on fair standards and procedures. 
15. Utilize “human factors” and be open about feelings and motives: this will 

_________ trust. 
16. ________presenting too many issues, highlight the strongest ones. 
17. Summarize frequently: this enhances ___________. 
18. Present arguments calmly, without ____________. 
19. Avoid use of personal opinions in ___________. 
20. Avoid ultimatums and other forms of non-negotiable ______. 
21. Admit, when appropriate, the __________ of the other party’s arguments. 
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Task 3. Which of the tips presented above do you think is the least helpful 
and which is the most useful? 

 
Task 4. Answer the questions: 

1. How is the negotiation being seen? 
2. Is mutual satisfaction the real purpose of the meeting? 
3. Do we have to compete? 
4. Do they want to win? 
5. Do different cultures stress different aspects of negotiation? 

 
Task 5. Cross-Cultural Aspects of Business Negotiations. 
Cross-cultural business negotiations are an important part of international 

business. Much business has been lost overseas due to miscalculations caused by 
cultural differences. Negotiating is a lengthy, difficult process by itself; but, when 
one adds the cultural aspect it becomes extremely intricate. Cross-cultural negotiation 
skills can be improved by adequate attention to details and a better understanding of 
the cultural heritage of the other side. 

International business negotiations are made more difficult by problems of 
communications and culture. In order to conduct business outside of one’s native 
culture, it is necessary to understand the style and intent of the business partners, and 
to learn to deal with culturally based differences. In addition, communications are 
conducted verbally and non-verbally; therefore, it is not just a problem of language 
barriers. The goal of business negotiation may be substantive outcome (Americans) 
or a long-lasting relationship (Japanese). 

 
Task 6. Read the text (p.174) and answer the questions: 

1. What are protocol factors? 
2. What is “power distance”? 
3. What do cultures with low power distance postulate? 
4. What are the features of negotiations in Britain, Germany and Austria? 
5. What are the most important aspects of negotiation? 
6. Characterize the peculiarities of negotiations in Japan and China. 

 
Task 7. Study tips for international business negotiations. 

When doing business internationally, we need to consider: 
 The negotiating environment; 
 Cultural and sub-cultural differences; 
 Ideological differences; 
 Foreign bureaucracy; 
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 Foreign laws and governments; 
 Financial insecurity due to international monetary factors; 
 Political instability and economic changes. 
 
Task 8. Read the passage (p. 175) and give the title to it. 
 
Task 9. Read the quiz. (p.175). Express your opinion with which of these 
answers you agree with most. 
 
Task 10. Put each of the following words in its correct place in the passage 
below. 

Negotiating Techniques 
 

Like, well, educated, reach, negotiations, merciless, between, stressing, 
conversation 

 
           When they deal with negotiations, business schools emphasize on the quality 
of the relationship______ the two parties. The negotiation is mainly described as a 
__________ between polite persons. The two parties explore their common interests 
and try to___________ the win-win option. These scholars have certainly 
experienced ___________in an academic context. In this case, the win-win option is 
perceived like the politically correct option  between_____________ persons. 
          Unfortunately, it should be mentioned that the small business world is 
________. People fight __________ dogs because their own money is a t stake. It is 
no more a conversation in an academic lounge. Any negotiation is heavily _____! 
 
 

Unit 11. Preparing Effective Presentations 
 

A presentation is a formal talk to one or more people that “presents” ideas or 
information in a clear, structured way. People are sometimes afraid of speaking in 
public, but if you follow a few simple rules, giving a presentation is actually very 
easy. 

Academic culture of public presentations includes both verbal and non-verbal 
components. It is the coherent use of these components that creates a general style of 
presentation. It can be called a theatrical performance of something. Your task is to 
create a friendly emotional atmosphere and gain skills of transition from a presenter’s 
talk on the topic defined to a constructive discussion of its various aspects with the 
audience. The use of rhetorical patterns, factual information, visuals (outline, hand-
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outs, pictures, tables, maps, etc.) in the talk based on ethics of academic 
communication contributes greatly to the general success of public presentation. 

Use the guidelines below and the models that follow to help you succeed in 
each stage of giving a presentation in English, from the initial preparation to the 
conclusion and questions and answers. 

Stages of delivering successful presentation: 
 Preparation 
 Equipment 
 Delivery 
 Language 
 The presentation 
 Review 
 

          All presentations have a common objective. People give presentations because 
they want to communicate in order to: 

 Inform 
 Train 
 Persuade 
 Sell 

           A successful presentation is one of the most effective ways of communicating 
your message. And because English is so widely used in international business, a 
working knowledge of the vocabulary and techniques used in the English language 
presentation is a valuable asset. 
 

Task 1. Study the information (p. 213 – 215). 
A well organized presentation with a clear structure is easier for the audience 

to follow. It is therefore more effective. You should organize the points you wish to 
make in a logical order. Most presentations are organized in three parts, followed by 
questions: 

Beginning 
 Short introduction 
 Welcome your audience 
 Introduce your subject 
 Explain the structure of your presentation 
 Explain rules for questions 
Middle 
 Body of presentation 
 Present the subject itself 
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End 
 Short conclusion 
 Summarize your presentation 
 Thank your audience 
 Invite questions 
 Questions and answers 
 
Task 2. Read the texts (p.216 – 222) and answer the questions: 

1. How can notes help in preparing your presentation? 
2. What is the vital part of preparation? 
3. What are the benefits of rehearsal? 
4. What should be prepared for rehearsal? 
5. What is “delivery”? 
6. In what way can the presenter relax and gain confidence? 
7. How can the presenter build a warm and friendly relationship with the audience? 
8. What is a body language? 
9. Why is it necessary to consider cultural differences? 
10. Why is voice considered to be a powerful v\source of impression? 
11. What are the ways to vary the voice? 
12. What are visual aids? 
13. What is the best way of interaction with the audience? 
14. How should the presenter react to difficult questions? 
15. What are the characteristics of a good language? 

 
Task 3. Study Function Language: 
 
Introducing the subject 
 I’d like to start by… 
 Let’s begin by… 
 First of all, I’ll 
 Starting with… 
 I’ll begin by… 
Finishing one subject… 
 Well. I’ve told you about… 
 That’s all I have to say about… 
 We’ve looked at… 
 So much for… 
 …and starting another point… 
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 Now we’ll move on to… 
 Let me turn now to… 
 Next… 
 Turning to… 
 I’d like now to discuss… 
 Let’s look now at… 
Analyzing a point and giving recommendations 
 Where does that lead us? 
 Let’s consider this in more detail… 
 What does this mean for ABC? 
 Translated into real terms… 
Giving an example 
 For example,… 
 A good example of this is… 
 As an illustration,… 
 To give you an example,… 
 To illustrate this point… 
Dealing with questions 
 We’ll be examining this point in more detail later on… 
 I’d like to deal with this question later, if I may… 
 I’ll come back to this question later in my talk… 
 Perhaps you’d like to raise this point at the end… 
 I won’t comment on this now… 
Summarizing and concluding 
 In conclusion,… 
 Right, let’s sum up, shall we? 
 I’d like now to recap… 
 Let’s summarize briefly what we’ve looked at… 
 Finally, let me remind you of some of the issues we’ve covered… 
 If I can just sum up the main points… 
Inviting questions 
 Now I’ll try to answer any questions you may have. 
 Can I answer any questions? 
 Are there any questions? 
 Do you have any questions? 
 Are there any final questions? 
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Ordering  
 Firstly…secondly…thirdly…lastly… 
 First of all…then…next…after that….finally… 
 To start with…later….to finish up… 
 That’s all we have to say about the language of presentations. 
 Next, we’ll look in the detail at the presentation itself and how we  

structure it… 
 
Remember: 

         As a general rule in communication, repetition is valuable. In presentations, 
there is a golden rule about repetition: 

Say what you are going to say, say it, and then say what you have just said! 
 
Task 4. Prepare a presentation on your professional topic. 

 
 

Unit 12. Model Presentation of a Project 
 

Most presentations are divided into 3 main parts (+ questions): 
1. Introduction 
2. Body 
3. Conclusion 
 

Questions 
 

In other words, use these three parts of your presentation to reinforce your 
message. In the introduction, you tell your audience what your message is going to 
be. In the body, you tell your audience your real message. In the conclusion, you 
summarize what your message was. 
 

Introduction 
 

The introduction is a very important – perhaps the most important part of your 
presentation. This is the first impression that your audience has of you. You should 
concentrate on getting your introduction right. You should us the introduction to: 

 Welcome your audience 
 Introduce your subject 
 Outline the structure of your presentation 
 Give instructions about questions 
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The following phrases shoe examples of language for each of the functions. 
You may need to modify the language as appropriate. 
1. Welcoming your audience 

Good morning, ladies and gentlemen 
Good morning, gentlemen 
Good afternoon, ladies and gentlemen 
Good afternoon, everybody 

2. Introducing your subject 
I am going to talk today about… 
The purpose of my presentation is to introduce our new range of… 

3. Outlining your structure 
To start with I’ll describe the process made this year. Then I’ll mention some 
of the problems we’ve encountered and how we overcame them. After that 
I’ll consider the possibilities for further growth next year. Finally, I’ll 
summarize my presentation (before concluding with some 
recommendations). 

4. Giving instructions about questions 
Do feel free to interrupt me if you have any questions. I’ll try to answer all of 
your questions after the presentation. I plan to keep some time for questions 
after the presentation. 

5. Body 
The body is the “real” presentation. If the introduction was well-prepared and 
delivered, you will now be “in control”. You will be relaxed and confident. 
The body should be well-structured, divided up logically, with plenty of 
carefully spaced visuals. 
 
Remember these key points while delivering the body of your presentation: 

 Do not hurry 
 Be enthusiastic 
 Give time on visuals 
 Maintain eye contact 
 Modulate your voice 
 Look friendly 
 Keep your structure 
 Use your notes 
 Signpost throughout 
 Remain polite when dealing with difficult questions 
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Conclusion 
 Give recommendations if appropriate 
 Thank your audience 
 Invite your questions 

 

Summing up 
 To conclude… 
 In conclusion… 
 Now, to sum up… 
 So let me summarize/recap what I’ve said. 
 Finally, may I remind you of some of the main points we’ve considered. 

 

Giving recommendations 
 In conclusion, my recommendations are… 
 I therefore suggest/propose/recommend the following strategy. 

 

Thanking your audience 
 Many thanks for your attention 
 May I thank you all for being such an attentive audience 

          

 Task 1. Study the presentation of the student’s project (p. 233–238) 
Notice how he has taken systematic notes on what he gathered and then 

summarized the fruits of his research. The student employed visual signpoints 
projecting them onto a screen (by means of slides). Add your commentaries. 

 

Task 2. Prepare your own presentation using the following tips. 
Some tips which are most important for a successful presentation: 
 

Linguistic competence: 
 Correct grammar structures. 
 Academic vocabulary. 
 Corporative lexis (terms). 
 Transitional words. 

 

Voice: 
 Intonation. 
 Pronunciation. 
 Fluency of speech. 

 

Extra linguistic competence which comprises body language: 
 Eye contact; 
 Mimics; 
 Gestures; 
 Dress code. 
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