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HABYAHHS HATIMCAHHS O®IIITAHUX THOOPMAIIIHUX
CTOPIHOK CTYJEHTIB HEMOBHOI'O BUILIOT'O HABUAJILHOI'O
3AKJALY

YV cmammi pozensoaemvcs komniexkc 6npag Onsi HAGYAHHA HANUCAHHS
oiyitinux iHhopmayitinux cmopinox. Bnpasu exmouaromv  3a80aHHA HA
O3HAUOMIIEHHS 31 CIMAHOAPMAMU MEKCMI8 3A3HAYEHO20 HCAHPY MA BNPAGTIAIHHA Y iX
HANUCAHHLI.

Kniouoei cnosa: nucemmue cninkyeamts, o@iyitini inpopmayitini cmopinku,

cmaHdapmu HANuUCAaHHA.

BusHanHa Ykpainu y €Bpormi sK HE3aJlexHOi AepkKaBH, 1i BXIJ y €IUHUN
€BPOTEUCHKUN OCBITHIM TPOCTIp MOTpeOye TMeperiasay  MOJITUKH HaBYaHHS
IHIIOMOBHOI NUCEMHOI KOMYHIKallli, a camMe MiArOTOBKM (axiBLIB 0 ydacTi y
MDKHAPOIHUX MPOrpaMax.

HaBuaHHs TmHCEMHOro CHIUJIKYBaHHS CTYACHTIB HEMOBHUX  BHILIUX
HaBUYaJIbHUX 3akJiajiiB nependauvae BminHs (IIporpama 2005 p.):

- MUCaTU 3pO3yMiTi, JIeTajai30BaHi TEKCTH PI3HOTO CHpPSIMyBaHHS,

OB’ 513aH1 3 0COOMCTOIO Ta npodeciiiHoio chepamus;
- roTyBaTy Ta NPOAYKYBaTH AUIOBY Ta Npo(eCciiiHy KOPECTIOHICHIIII0
Ta 1H.

Otxe, 3 ormsany Ha BUMOTM 4YMHHOI [Iporpamu Ta MOMXJIHMBOCTI y4acTi
CTyIIeHTIB y mnporpamax «HaB4yaHHS, CTaXyBaHHS, MiJBUIIEHHSA KBamidikarlii
CTYJCHTIB, acHipaHTIB, HAyKOBO-TIEIarOTIYHUX Ta TEJAroriyHuX MPAIIBHUKIB 3a
KOPJIOHOM», MU PO3TJISTHYJIM HAHOUIbII MOMUpPeHi chepr MTUCEMHOTO CIIUTKYBaHHS
Ta >KaHpH, SKI B HUX (PYHKI[IOHYIOTH, 1 SKI BHUKOPHUCTOBYIOTHCA yYaCHHUKAMU

3a3HAYeHUX NporpaMm Haiyactime. HaiOuipln  akTyaldbHUM CBHOTOJHI € >KaHp



o(QiIfHOI CTOPIHKU. BIH BUKOPUCTOBY€EThCA U1 HaAaHHsS 1H(oOpMmanii Kojeram B
aKaJIeMIYHIN Ta HAyKOBUX cepax B pi3HUX KYTOUKAX CBITY.

[IpoananizyBaBiIM ICHYHOYl CHUCTEMH BIIpaB JJig HaB4YaHHA OQiIiiHOI
nuceMHoi komyHikaiiii [2;3;4;5;6;7;8], Oysio CTBOPEHO KOMIUIEKC BIpaB, SKHi
JTI03BOJIUTh HaBYATH HAMMCaHHS 1H(QOpMAMIHUX OQIIIMHUX CTOPIHOK B ayIUTOPIi
ab0 3amporoHyBaTH 3aBJAaHHS JUIsl CAMOCTIMHOI pOOOTH.

Writing Formal Information Sheets

Task 1
Read the rubric and the hint given bellow and discuss the questions which follow:
Some foreign students and lectures are due to visit your university in accordance
with Exchange Program, but know very little about the area. You are President of
the Students’ Union and have been asked to write an information sheet to be sent to
the visitors in advance of their arrival. You should include details about the
university, the area and the activities that are available to them during their stay.
Hint
Formal Information Sheets have a main heading and are divided into sections with
subheadings.
They should focus on providing factual information and need to use tactful
diplomatic language.
Formal Information Sheets should include:

e atitle which attracts the attention of the reader and states the content

e an introduction which makes the reader want to continue

e a main body divided into headed sections, focusing on the relevant

information in the rubric

e a brief conclusion where main points are summarized.

Layout is very important, use clear headings and make sure your writing is well

spaced out on the page. Bullet points can be used to separate your points.

1) Who are the target readers?

2) How formal does your writing need to be?



3) How many sections would you write?

4) Which of the language features would you use? (E.g. descriptive language,
short/long sentences, persuasive language, imperatives, rhetorical questions,
long paragraphs, light-hearted headings, idiomatic expressions).

5) What kind of information do you think your target readers would like to be
given? Should you include details about the Exchange Program? Why (not)?

Task 2

Read the model and answer the questions that follow.

Our University and City suggest unforgettable experience

General Tips

The following information should help you get the most out of your coming visit to
our university. We have included some details about the university, the area and
some other things that you will be able to see and do during your stay.

Academic Life

The university was founded in 1960. It has its history and traditions and is
considered to be the leading one in training of engineering staff in Ukraine. In the
structure of our University there are 7 faculties with 32 departments, a college,
Postgraduate Education and Training Centre. About 7,300 students are being
trained in 20 specialties.

Scientific Life

Our students have an opportunity to be engaged in scientific work since the first
year of study. Annually hundreds of them take part in the scientific and technical
conference held in the university and the best ones become the winners of all-
Ukrainian and international competitions. Gifted young people demonstrate the
high level of theoretical and practical training and are awarded with diplomas.
Social life

At our university students and lectures have supportive learning environment to
attain objectives not only in their scientific work but also they can cultivate their
creativity, imagination and ingenuity. Talented students take part in television

shows and thousands of viewers become their fans. They also participate in many



national projects, sports competitions at different levels, meet public people and
organize cultural events which are attended by town people.
The City
Chernihiv is situated in the North of Ukraine. It is close to some of the most
spectacular scenery in the country and has many historical attractions, including
well-preserved ancient cathedrals. The city itself is more cultural than industrial
centre. There are many museums, theatres and art galleries. The Cultural Center
regularly organizes exhibitions and special events.
Enjoy your stay
We hope your visit will live up to your expectations and you will have the
opportunity to enjoy some of the things our city and university have to offer. The
University staff and Students’ Union will do their best to make your stay a pleasant
one.

1) Does the information sheet answer all the points in the task?

2) How would you describe the register?

3) Underline descriptive adjectives? Can you suggest alternatives?

4) Can you think of subheadings of your own to replace those given?

5) Is there any information which you think could have been added?
Task 3
Imagine you are the Head of International Relations Department at your university
and have been asked to write an Information Sheet to newly arrived from Great
Britain students and lectures to help them adapt to the life in your city and
university. You have an Introductory Part and Conclusion prepared by the
Secretary of your Department, write the main body using the tips given in the
previous exercises.
Challenging Experience
Staying in another country, city and university is challenging. But you can
successfully use this experience for attaining your independence and learning self-
sufficiency. At our university students and lectures have supportive friendly

atmosphere in all spheres of life.



Rewarding Experience
We invite you to join a number of University societies and events and you will find
many friends with different interesting backgrounds. Should you still feel nostalgic
for home or experience depression specially trained councilors are employed to
deal with these situations.
Task 4
You work in the Regional Educational Department and have been asked to write an
information sheet on the training engineering staff in our country for a delegation
of your foreign colleagues. It should include a description of theoretical and
practical training, the system of assessment, main areas of scientific work,
employment situation. You may also include any other information which you
think might be relevant.

Taxum YHUHOM, SaHpOHOHOBaHI/Iﬁ KOMIIJIICKC BIIpaB MOXKE 6YTI/I
BUKOPUCTAHUW [UIsl HABYaHHS CTYACHTIB, MAariCTpiB, acHIpaHTIB Ta BUKJIAJIayiB
HAMMCAaHHS TEKCTIB OQIMIMHUX CTOPIHOK, MO CIpPUATHME OOMiHY i1H(pOpPMAIIIE0

IIMPOKOTO KOJia KOPUCTYBauiB [HTEpHET pecypciB.

JIar Bua C.B.

Obygenre HANHCAHHIO T €KCT OB OQHIOHAIBHBIX HHQYOPMAIHOHHEIX
CT paHHI] CT YACHT OB HEA3BIKOBOIO BEICIIEIO yI€OHOIO 34 BECHHA

B crarbse paccmar puaer c1 KOMIUIGKC YIpak HeHHH 1A OOYHEeHHA
HAIMHCAHHUIO T €KCT OB OQHIHAJILHBIX HHQ)OPMAIJHOHHBIX CT PAHHI]. YTIPask HCHHA
BKJIFOHAFOT  3a/1aHHA HA O3HAKOMJIEHHE CO CT AHJAApPT AMH T €KCT OB YKa3aHOIO
JK aHpa H T PeHHPOBKY B HX HAIIHCAHHH.

KimoueBrle ciioBa: nHcbMEHHOE OOIICHHE, OQHIHAIFHBIC HH)OPMAaIHOHHBIC

CT paHUIlbl, CT AHA4apPT bl HAIIHCA HHUA.

Lytwn S.V.

Teaching Students Writing Formal Information Sheets at Technical

Universities



The article deals with exercises for teaching writing formal information
sheets. Exercises include tasks for familiarizing with standards of this genre and
training in writing.

Keywords: written communication, formal information sheets, standards of

writing.
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