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Õìåëüíèöüêèé íàö³îíàëüíèé óí³âåðñèòåò

Ïîñòàíîâêà ïðîáëåìè. Ñòð³ìêå çá³ëü-
øåííÿ îáñÿã³â ³ òåìï³â îáì³íó ³íôîðìàö³-
ºþ, ïðèñêîðåíèé ðîçâèòîê êîìï’þòåðíîãî 
çâ’ÿçêó – ãîëîâíîãî ³íñòðóìåíòó ïðîôåñ³é-
íèõ êîíòàêò³â – âèâåëè â ñåðåäèí³ 1990-õ 
ðîê³â ïèñüìîâó êîìóí³êàö³þ íà ïåðøèé 
ïëàí. Ïðè çáåðåæåíí³ âàæëèâîñò³ ³ ö³ííî-
ñò³ óñíîãî ñï³ëêóâàííÿ ñüîãîäí³ «ïðàêòè÷íî 
80% ³íôîðìàö³éíîãî îáì³íó â ñôåð³ íàóêè, 
òåõí³êè ³ òåõíîëîã³é ÿê óñåðåäèí³ îðãàí³çà-
ö³é, òàê ³ ì³æ íèìè çä³éñíþºòüñÿ çà äîïîìî-
ãîþ òåëåêîìóí³êàö³é, à ñàìå â ïèñüìîâîìó 
âèãëÿä³».

Íåçâàæàþ÷è íà òå, ùî òåëåôîí ³ òåëå-
ãðàô çíà÷íî çâóçèëè ñôåðó ïîøèðåííÿ 
ëèñòóâàííÿ ³ ñòàëè êîíêóðóþ÷èìè çàñîáàìè 
çâ’ÿçêó, ëèñò çáåð³ãàº ñâîþ ñèëó ³ â íàø³ 
äí³: â ñîö³àëüíî-ïîáóòîâ³é ñôåð³, çîêðåìà, 
çàâäÿêè òîìó, ùî â³í º íàéäîñòóïí³øèì ³ 
íàéäåøåâøèì çàñîáîì êîìóí³êàö³¿ ðîçä³-
ëåíèõ ó ïðîñòîð³ ëþäåé, à â ïðîôåñ³éíî- 
ä³ëîâ³é òîìó, ùî ëèñò – öå äîêóìåíò.

Âåëè÷åçíó ðîëü ó ñó÷àñíîìó ì³æíàðîä-
íîìó ä³ëîâîìó æèòò³ â³ä³ãðàþòü ³ ðîçìî-
âè ïî òåëåôîíó. Àëå, òèì íå ìåíøå, ñàìå 
îáì³í ëèñòàìè (íåçàëåæíî â³ä òîãî, ÿêèì 
÷èíîì âîíè ïåðåñèëàþòüñÿ – çâè÷àéíîþ 
àáî åëåêòðîííîþ ïîøòîþ ÷è çà äîïîìîãîþ 
òåëåôàêñó) çàëèøàºòüñÿ íàéá³ëüø åêîíî-
ì³÷íèì ³ îïåðàòèâíèì ñïîñîáîì ïåðåäà-
÷³ é îòðèìàííÿ ³íôîðìàö³¿. ² íàäçâè÷àéíî 
âàæëèâî òå, íàñê³ëüêè ïðàâèëüíî íàïèñàíî 

ëèñò. Ó ì³æíàðîäíîìó ëèñòóâàíí³ öå çíà÷è-
ìî âòðè÷³. Çà ³íøèõ ð³âíèõ óìîâ (ìàþ÷è íà 
óâàç³ íàñàìïåðåä çì³ñòîâíó ñòîðîíó ëèñòà) 
óñï³õó äîá’ºòüñÿ òîé, õòî ïèøå ñâî¿ ëèñòè 
ç óðàõóâàííÿì âñ³õ ïðàâèë, íîðì ³ ñòèë³â, 
ïðèéíÿòèõ â ì³æíàðîäíîìó ëèñòóâàíí³.

Íà æàëü, ÷èñëî ëþäåé â íàø³é êðà¿í³, ÿê³ 
â³ëüíî âîëîä³þòü àíãë³éñüêîþ ìîâîþ, äî 
ñèõ ï³ð íå âåëèêà. À òèõ, õòî ìîæå ãðàìîòíî 
âåñòè ä³ëîâó ïåðåïèñêó íà ìîâ³, ÿêà ñüîãîä-
í³ º ³íñòðóìåíòîì ì³æíàðîäíîãî ñï³ëêóâàí-
íÿ, ùå ìåíøå.

Íîðìè óñíîãî ìîâëåííÿ äàëåêî íå çàâæ-
äè çàñòîñîâí³ â ëèñòóâàíí³. Ëèñòóâàííþ 
åëåêòðîííîþ ïîøòîþ ïðèòàìàííèé ñâ³é 
ñòèëü. Ó ä³ëîâ³é êîìóí³êàö³¿ äîòðèìóþòüñÿ 
ð³çí³ ð³âí³ ñóáîðäèíàö³¿. ²ñíóþòü ïðàâèëà 
ïèñüìîâîãî ñï³ëêóâàííÿ ç íåçíàéîìèì ³ ç 
äàâí³ì ïàðòíåðîì, ïîðÿäîê çâåðíåííÿ äî 
êîìïàí³¿ çàãàëîì ³ äî îêðåìî¿ îñîáè, äî ÷î-
ëîâ³êà ³ äî æ³íêè ³ ò. ä.

Ôîðìóâàííÿ íàâè÷îê ³ âì³íü ìîâëåííº-
âî¿ êîìóí³êàö³¿ º ïðîâ³äíîþ ìåòîþ íàâ÷àííÿ 
³íîçåìíèì ìîâàì çàãàëîì ³ àíãë³éñüêî¿ çî-
êðåìà. Öå íàáóâàº îñîáëèâî¿ àêòóàëüíîñò³ 
â òèõ âèïàäêàõ, êîëè ìîâà éäå ïðî îâîëî-
ä³ííÿ ïðîôåñ³ºþ, ÿêà ïåðåäáà÷àº âîëîä³ííÿ 
àíãë³éñüêîþ ìîâîþ äëÿ çä³éñíåííÿ ðîáîòè 
çà ôàõîì. Òàêîæ ñë³ä çàçíà÷èòè, ùî ïîðÿä 
ç óñíèì ìîâëåííÿì â ðÿä³ âèïàäê³â íåîá-
õ³äíå ³ îâîëîä³ííÿ ïèñüìîâèì, ïðè÷îìó íà 
òîìó ð³âí³, ÿêèé äîçâîëèâ áè ìàéáóòí³ì âè-
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ïóñêíèêàì âóç³â çä³éñíþâàòè ïîâíîö³ííå ä³-
ëîâå ñï³ëêóâàííÿ íà ìîâ³, ùî âèâ÷àºòüñÿ. 
Ö³ëêîì ï³äòðèìóºìî Ë.Ï. Ôåäîðåíêî, ùî 
ïèñåìíå ìîâëåííÿ º âòîðèííèì ñòîñîâíî 
äî óñíîãî, à íàâè÷êè òà âì³ííÿ ïèñåìíî-
ãî ìîâëåííÿ ôîðìóþòüñÿ íà îñíîâ³ íàÿâ-
íèõ çä³áíîñòåé óñíî¿ ìîâíî¿ êîìóí³êàö³¿, ³ ¿¿ 
ïîâíîö³ííå ôîðìóâàííÿ ³ ðîçâèòîê º çàïî-
ðóêîþ ðîçâèòêó çä³áíîñòåé ïèñåìíîãî ìîâ-
ëåííÿ íà ìîâ³, ùî âèâ÷àºòüñÿ [3, ñ. 45].

Íåîáõ³äíî â³äçíà÷èòè, ùî íàâ÷àííÿ àíã-
ë³éñüêî¿ ìîâè ñòóäåíò³â, ÷èÿ ïðîôåñ³éíà ä³-
ÿëüí³ñòü ò³ñíî ïîâ’ÿçàíà ç âèêîðèñòàííÿì 
ìîâëåííºâèõ íàâè÷îê ³ óì³íü, º íåâ³ä’ºìíèì 
åëåìåíòîì ôîðìàëüíî¿ ï³äãîòîâêè ³ ïîâèí-
íà íîñèòè êîìïëåêñíèé õàðàêòåð. Ââåäåí-
íÿ â íàâ÷àëüíèé ïðîöåñ äèñöèïë³íè «Ä³ëîâà 
àíãë³éñüêà ìîâà» º ð³øåííÿì öüîãî çàâäàííÿ.

Öå ïåðåäáà÷àº, ñåðåä ³íøîãî, ³ ðîçâè-
òîê çä³áíîñòåé äî ä³ëîâîãî ñï³ëêóâàííÿ ÿê 
â óñí³é, òàê ³ â ïèñüìîâ³é ôîðì³. Îäíàê íå-
çâàæàþ÷è íà òå, ùî îñòàíí³ì ÷àñîì ïî÷à-
ëè âèêîðèñòîâóâàòèñÿ íàâ÷àëüí³ ïîñ³áíèêè 
òà ìåòîäè÷í³ êîìïëåêñè íîâîãî ïîêîë³ííÿ, 
àíàë³ç óñï³øíîñò³ ñòóäåíò³â ïîêàçóº, ùî ãî-
âîðèòè ïðî ïîâíîö³ííèé ðîçâèòîê ïîä³áíèõ 
óì³íü ïåðåä÷àñíî.

Àíàë³ç îñòàíí³õ äîñë³äæåíü ³ ïóáë³êà-
ö³é. Äîö³ëüí³ñòü ³ àêòóàëüí³ñòü ðîçðîáêè ³ 
ñòâîðåííÿ ïðîãðàì ï³äãîòîâêè ìîëîä³ äî 
æèòòÿ â íîâèõ óìîâàõ ï³äòâåðäæóºòüñÿ äà-
íèìè ðÿäó äîñë³äíèê³â îñòàíí³õ ðîê³â, ÿê³ 
âèâ÷àëè ïðîáëåìó íàâ÷àííÿ ä³ëîâîãî ñï³ë-
êóâàííÿ (Ì.Ã. Ñîêîëîâà, À.². Òàþðñüêèé,  
².Â. Ïàâëîâà).

Ì.Ã. Ñîêîëîâà (1997 ð.) â ñâî¿é ðîáîò³ 
âèä³ëèëà òàêå âì³ííÿ, ÿê âåäåííÿ ä³ëîâèõ 
ïåðåãîâîð³â. À.². Òàþðñüêèé (1994 ð.) çà-
éìàâñÿ ïèòàííÿìè ï³äãîòîâêè ìåíåäæåð³â. 
².Â. Ïàâëîâîþ (2000 ð.) ðîçðîáëåíî êóðñ 
ä³ëîâî¿ àíãë³éñüêî¿ ìîâè äëÿ ñòóäåíò³â, â 
ÿêîìó, õî÷à ³ ïðèä³ëÿºòüñÿ óâàãà ä³ëîâèì 
ëèñòàì (äàë³ – ÄË), îäíàê ïðîöåñ íàâ÷àííÿ 
â îñíîâíîìó áóäóºòüñÿ íà ð³çíèõ âèäàõ ÷è-
òàííÿ àâòåíòè÷íèõ òåêñò³â ä³ëîâîãî çì³ñòó.

Âèâ÷åííÿ ïåäàãîã³÷íèõ ³ ìåòîäè÷-
íèõ ðîá³ò (Ò.Ì. Ëàçàðåíêî, ².Â. Ïàâëîâà,  
Ì.Ã. Ñîêîëîâà, À.². Òàþðñüêèé òà ³í.), íàø³ 
ñïîñòåðåæåííÿ òà ðåçóëüòàòè àíêåòóâàííÿ 
ñâ³ä÷àòü ïðî òå, ùî ñòóäåíòè îð³ºíòîâàí³ íà 
ìàéáóòíþ ïðîôåñ³éíó ä³ÿëüí³ñòü ó ä³ëîâèõ 
ñôåðàõ: ï³äïðèºìíèöüê³é, óïðàâë³íñüê³é, ³í-
æåíåðíî-åêîíîì³÷í³é.

Ïîñòàíîâêà çàâäàííÿ. Ìåòà ñòàòò³ ïîëÿ-
ãàº ó âèçíà÷åíí³ îñíîâíèõ òðóäíîù³â, ç ÿêè-
ìè ñòèêàþòüñÿ ñòóäåíòè ï³ä ÷àñ íàïèñàííÿ 
ÄË òà çàïðîïîíóâàòè ìåòîäèêó íàâ÷àííÿ ¿õ 
íàïèñàííþ.

Âèêëàä îñíîâíîãî ìàòåð³àëó äîñë³-
äæåííÿ. Âàæëèâèì åëåìåíòîì îô³ö³é-
íî-ä³ëîâî¿ ñôåðè, ÿê áóëî ñêàçàíî âèùå, 

º êîðåñïîíäåíö³ÿ â ð³çíèõ ôîðìàõ: ëèñòè, 
ôàêñè, òåëåãðàìè, åëåêòðîíí³ ïîâ³äîìëåí-
íÿ. Âì³ííÿ ïèñåìíîãî ìîâëåííÿ â äàíèé 
÷àñ øèðîêî çàòðåáóâàíå ÿê ó ïðîôåñ³éí³é, 
òàê ³ â ñóñï³ëüí³é ñôåðàõ ä³ÿëüíîñò³.

Åï³ñòîëÿðíèé æàíð ïåðåäáà÷àº äèñòàí-
ö³éíå ñï³ëêóâàííÿ çà äîïîìîãîþ íàïèñàííÿ 
ëèñò³â ð³çíèõ âèä³â. Íà äóìêó Ë.Â. Íèæíèêî-
âà, ÿêîãî ï³äòðèìóþòü áàãàòî â÷åíèõ, ëèñòè 
ïîä³ëÿþòüñÿ íà òðè âèäè: îô³ö³éíî-ä³ëî-
â³, ïðèâàòí³ îô³ö³éí³ ³ ïðèâàòí³ íåîô³ö³éí³.  
ÄË â ñó÷àñíó åïîõó çàëèøàþòüñÿ âàæëèâèì 
äæåðåëîì ³íôîðìàö³¿ é ìàþòü ðÿä ïåðåâàã 
ïîð³âíÿíî ç ³íøèìè çàñîáàìè ä³ëîâî¿ êîìó-
í³êàö³¿: âîíè ô³êñóþòü ³íôîðìàö³þ, íà ÿêó 
ìîæíà ïîñëàòèñÿ çãîäîì, ìîæóòü áóòè çà-
ñîáîì ïåðåäà÷³ êîíô³äåíö³éíî¿ ³íôîðìàö³¿ 
òà äàþòü ìîæëèâ³ñòü âåñòè ñêëàäí³ é òðóäî-
ì³ñòê³ ñïðàâè, êîëè ó÷àñíèêè åï³ñòîëÿðíî-
ãî ñï³ëêóâàííÿ ìîæóòü ïåðåáóâàòè â ð³çíèõ 
ì³ñòàõ ³ êðà¿íàõ. Ïðèâàòí³ îô³ö³éí³ ëèñòè õà-
ðàêòåðèçóþòüñÿ îñîáëèâèì ñïîñîáîì ïå-
ðåäà÷³ ³íôîðìàö³¿: âîíè â³äîáðàæàþòü ïåâ-
íó ñèòóàö³þ ³ â³äð³çíÿþòüñÿ ºäí³ñòþ òåìè, 
îñîáëèâèì ãðàô³÷íèì îôîðìëåííÿì, êîì-
ïîçèö³éíîþ ïîáóäîâîþ, äîêóìåíòàëüí³ñòþ 
³ âèêîðèñòàííÿì çàñîá³â ìîâíîãî åòèêåòó, 
ÿêèé, â ñâîþ ÷åðãó, º íåâ³ä’ºìíîþ ÷àñòè-
íîþ îô³ö³éíî-ä³ëîâîãî ñòèëþ àíãë³éñüêî¿ 
ìîâè [2, ñ. 86].

Á³ëüøîñò³ ìàéáóòí³õ ôàõ³âö³â, ÿêèìè º íàø³ 
ñòóäåíòè, ó ñâî¿é ïðàêòè÷í³é ä³ÿëüíîñò³ äî-
âîäèòüñÿ ñòèêàòèñÿ ç ëèñòàìè ïåðøèõ äâîõ 
âèä³â: îô³ö³éíî-ä³ëîâèìè òà ïðèâàòíèìè îô³-
ö³éíèìè. Îñîáëèâî ñë³ä â³äçíà÷èòè òîé ôàêò, 
ùî â íàø ÷àñ ðîëü êîìóí³êàö³¿ çà äîïîìîãîþ 
ëèñòóâàííÿ â ä³ëîâîìó ñâ³ò³ çíà÷íî çðîñ-
ëà. Öå ïîâ’ÿçàíî, íàñàìïåðåä, ç ðîçâèòêîì 
âèñîêèõ òåõíîëîã³é, ïðîâ³äíå ì³ñöå ñåðåä 
ÿêèõ íàëåæèòü ìåðåæ³ ²íòåðíåò, ÿêà íå ò³ëü-
êè ñïðîñòèëà ä³ëîâå ñï³ëêóâàííÿ, à é íàäàëà 
áåçë³÷ íîâèõ ìîæëèâîñòåé äëÿ ñï³ëêóâàííÿ â 
ïðîöåñ³ ïðîôåñ³éíî¿ ä³ÿëüíîñò³.

Ñë³ä ï³äêðåñëèòè, ùî ä³ëîâå ëèñòóâàííÿ 
â³äð³çíÿºòüñÿ ðÿäîì ëåêñè÷íèõ ³ ñòèë³ñòè÷-
íèõ îñîáëèâîñòåé. ¯¿ â³äð³çíÿþòü ³íôîðìà-
òèâí³ñòü, ç îäíîãî áîêó, ³ ëàêîí³÷í³ñòü – ç ³í-
øîãî. Ïðè öüîìó çã³äíî ³ç çàêîíîäàâñòâîì 
á³ëüøîñò³ ðîçâèíåíèõ äåðæàâ ñâ³òó ãðà-
ìàòè÷í³ ïîìèëêè àáî ñòèë³ñòè÷í³ íåäîë³êè 
ïîçáàâëÿþòü ÄË þðèäè÷íî¿ ñèëè. Ó çâ’ÿçêó 
ç öèì ñòàº î÷åâèäíèì, ùî íàâ÷àííÿ åï³ñòî-
ëÿðíîãî æàíðó ñòóäåíò³â ìàº âêëþ÷àòè çíà-
éîìñòâî ç éîãî ñòèë³ñòè÷íèìè îñîáëèâîñ-
òÿìè, çáàãà÷åííÿ ñëîâíèêîâîãî çàïàñó, à 
ñàìå òåðì³íîëîã³÷íî¿ ëåêñèêè, à òàêîæ ïå-
ðåäáà÷àòè ïðàêòè÷íó ðîáîòó íàä ñêëàäàí-
íÿì òåêñò³â ð³çíèõ ÄË, ÿê³é â öüîìó ïðîöåñ³ 
ïîâèííà â³äâîäèòèñÿ ïðîâ³äíà ðîëü.

Ëèñò – öå âì³ííÿ âèñëîâëþâàòè ñâî¿ äóì-
êè â ïèñüìîâ³é ôîðì³, äîòðèìóþ÷èñü ïðà-
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âèë îðôîãðàô³¿ òà ïóíêòóàö³¿. Ñåðåä âèä³â 
ä³ëîâî¿ êîðåñïîíäåíö³¿ íà ³íîçåìí³é ìîâ³ 
ìîæíà âèä³ëèòè íàñòóïí³:

– ðåçþìå, ñóïðîâ³äí³ òà ðåêîìåíäàö³éí³ 
ëèñòè (CV and covering letters);

– ïåðåäêîíòðàêòíå ëèñòóâàííÿ (ëèñò-çà-
ïèò, ëèñò-ïðîïîçèö³ÿ, ëèñò-çàìîâëåí-
íÿ, ëèñò-ï³äòâåðäæåííÿ) (enquiry letters, 
proposals, orders, confirmations);

– ëèñòè-ïîâ³äîìëåííÿ (notifications);
– ëèñòè-ðåêëàìàö³¿ (letters of complaint);
– ëèñòè íà ð³çí³ âèïàäêè (ïðèâ³òàííÿ, ïî-

äÿêè, çàïðîøåííÿ) (congratulations, thank-
you letters, invitations);

– äîãîâîðè, êîíòðàêòè (agreements, 
contracts);

– ôîðìè ³ìì³ãðàö³éíèõ êàðòîê, ðåºñòðà-
ö³éíèõ êàðò â ãîòåë³ (immigration cards, 
registration cards).

Â äàíèé ÷àñ ïðèéíÿòî âèä³ëÿòè äâà îñ-
íîâíèõ ï³äõîäè äî íàâ÷àííÿ ³íøîìîâíî-
ìó ïèñåìíîìó ìîâëåííþ: ìîäåëü, îð³-
ºíòîâàíà íà ïðîäóêò (product-centered 
approach) – ïèñåìíå ìîâëåííºâå ïîâ³äîì-
ëåííÿ (òåêñòîâèé ï³äõ³ä), ³ ìîäåëü, îð³ºí-
òîâàíà íà ïðîöåñ ñòâîðåííÿ ìîâëåííºâîãî 
òâîðó â ïèñüìîâ³é ôîðì³ (process-focused 
approach). Âèõîäÿ÷è ç òîãî, ùî äëÿ ÄË îñî-
áëèâî âàæëèâ³ ôîðìàëüí³ õàðàêòåðèñòèêè 
òåêñòó, ìè ïðîïîíóºìî ïîêëàñòè â îñíîâó 
íàâ÷àííÿ ïåðøèé ìåòîä, òîáòî øëÿõ â³ä 
àíàë³çó òåêñòó-çðàçêà (ïðè ïîñòóïîâîìó 
çìåíøåíí³ îïîðè íà çðàçîê) äî ñòâîðåí-
íÿ ñàìîñò³éíîãî ïèñåìíîãî ïîâ³äîìëåí-
íÿ. Âíàñë³äîê öüîãî âåëèêå çíà÷åííÿ äëÿ 
íàâ÷àííÿ íàïèñàííÿ ÄË ìàº â³äá³ð òåêñò³â. 
Òåêñòîâèé ìàòåð³àë ïîâèíåí áóòè ðåòåëüíî 
â³ä³áðàíèì. Òåêñòè-çðàçêè ïîâèíí³ â³äîáðà-
æàòè ëåêñè÷í³, ôðàçåîëîã³÷í³, ãðàìàòè÷í³ 
îñîáëèâîñò³, õàðàêòåðí³ äëÿ ÄË. ²íôîðìà-
ö³ÿ, ÿêó ì³ñòÿòü òåêñòè, ïîâèííà â³äïîâ³äàòè 
íàñòóïíèì âèìîãàì:

– íàÿâí³ñòü íîâèçíè â ïðàãìàòè÷íîìó 
ïëàí³, òîáòî âñå òå íîâå, ùî ñòóäåíòè ä³ç-
íàþòüñÿ ç òåêñò³â, ïîâèííî ñëóãóâàòè ìà-
òåð³àëîì äëÿ ï³çíàííÿ åòíîñîö³îêóëüòóðíî¿ 
ðåàëüíîñò³, íà ôîí³ ÿêî¿ â³äáóâàºòüñÿ ì³æ-
êóëüòóðíå ñï³ëêóâàííÿ;

– îð³ºíòóâàííÿ íà ³íòåðåñè ³ ïîòðåáè 
ñòóäåíò³â [1, ñ. 73].

Àíàë³ç ïîñ³áíèê³â òà ï³äðó÷íèê³â, ÿê â³-
ò÷èçíÿíèõ, òàê ³ çàðóá³æíèõ, ïîêàçàâ, ùî 
âîíè ì³ñòÿòü ð³çíîìàí³òí³ çðàçêè ÄË, îä-
íàê ñèñòåìà âïðàâ ïîòðåáóº äîïîâíåíü. 
Íàé÷àñò³øå óêëàäà÷³ òèõ ÷è ³íøèõ ÍÌÊ 
íå ïðîâîäÿòü ãðàí³ ì³æ êîìóí³êàòèâíèìè 
³ óìîâíî-êîìóí³êàòèâíèìè âïðàâàìè, íå 
âêëþ÷àþòü âïðàâè, ñïðÿìîâàí³ íà ôîðìó-
âàííÿ âì³íü ç³ñòàâëÿòè ôàêòè, êîìåíòóâà-
òè ¿õ, àðãóìåíòóâàòè, âèêëàäàòè ìàòåð³àë/
ôàêòè çâ’ÿçàíî òà ïîñë³äîâíî.

Ìè ââàæàºìî, ùî ñèñòåìà âïðàâ ïî-
âèííà âêëþ÷àòè ðåöåïòèâí³ òà åêñïðåñèâí³ 
âïðàâè, îñòàíí³, â ñâîþ ÷åðãó, ìîæóòü ïî-
ä³ëÿòèñÿ íà ðåïðîäóêòèâí³, ðåïðîäóêòèâ-
íî-ïðîäóêòèâí³ òà ïðîäóêòèâí³. Íà íàøó 
äóìêó, ïîä³áíà êëàñèô³êàö³ÿ êðàùå â³äî-
áðàæàº ïñèõîëîã³÷íèé ïðîöåñ çàñâîºííÿ 
ìàòåð³àëó íà îñíîâ³ òåêñòîâîãî ï³äõîäó òà 
õàðàêòåðèñòèêó âïðàâ çà ñïîñîáîì âèêî-
íàííÿ. Ðîçãëÿíåìî äàíó ñèñòåìó âïðàâ íà 
ïðèêëàä³ ñóïðîâ³äíîãî ëèñòà.

1. Ðåöåïòèâí³ âïðàâè, íàïðàâëåí³ íà 
ñïðèéíÿòòÿ òåêñòó-çðàçêà òà íà éîãî íà-
ñòóïíèé àíàë³ç. Ìåòîþ äàíèõ âïðàâ º âè-
ÿâëåííÿ òà óñâ³äîìëåííÿ ñòóäåíòàìè îñî-
áëèâîñòåé çì³ñòó, ìîâëåííÿ, ñòèëþ òà 
îôîðìëåííÿ ÄË, âêëþ÷àþ÷è ñîö³îêóëüòóð-
íèé êîìïîíåíò.

Äî êîìïëåêñó ìè âêëþ÷èëè äåê³ëüêà ðå-
öåïòèâíèõ âïðàâ, íàïðàâëåíèõ íà àíàë³ç 
ñòðóêòóðè òà ñòèëþ ÄË, òà îäíó âïðàâó, íà-
ïðàâëåíó íà îçíàéîìëåííÿ ç îñîáëèâîñòÿ-
ìè àíãë³éñüêîãî òà àìåðèêàíñüêîãî âàð³àí-
ò³â ÄË.

Âïðàâà 1
Match the number with the name of the 

part of the letter.
Âïðàâà 2
Read the following letters. Letter A is an 

application letter for a job and Letter B is a 
letter to a friend. Then answer the following 
questions:

– What is the purpose of writing these two 
letters?

– What is the difference between the 
application letter and a letter to a friend?

(Compare their structure, content, words 
and expressions used in each of them)

Âïðàâà 3
Match the forms of address 1–4 to the 

people a–d.
1 Dear Sir or Madam
2 Dear Mr Smith
3 Dear Ms / Mrs / Miss Biggs
4 Dear Pierre
a. a man whose surname you know
b. someone you know quite well
c. a person whose name you do not know
d. a woman whose surname you know
Âïðàâà 4
Read the covering letter below and answer 

these questions.
a. What job do you think the writer is 

applying for?
b. What kind of organization does he want 

to work for?
c. How well does he ‘sell’ himself?
Âïðàâà 5
The letter is divided into four paragraphs. 

In which paragraph (1–4) does he:
a. state his enthusiasm and interest? 
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b. say when he could be interviewed?
c. show that he knows something about the 

organization he wants to work for?
d. say how he heard about the job and 

state his interest in it?
e. describe his practical work experience?
f. include details of experience or relevant 

skills?
Âïðàâà 6
Read two letters. Mark the letter in an 

American variant of the language. Underline 
all differences that you will find out between 
two letters.

2. Ðåïðîäóêòèâí³ âïðàâè – öå âïðàâè ç 
ìàêñèìàëüíîþ îïîðîþ íà çðàçîê. Öå ìî-
æóòü áóòè âïðàâè íà çàïîâíåííÿ ïðîïóñê³â, 
äîïîâíåííÿ ðå÷åíü, îá’ºäíàííÿ ðå÷åíü â 
àáçàöè, ëîã³÷íå ïåðåãðóïóâàííÿ ðå÷åíü â 
àáçàöè. Íàÿâí³ñòü êîìóí³êàòèâíîãî çàâäàí-
íÿ ó âïðàâàõ äàíîãî òèïó íå îáîâ’ÿçêîâà. 
Ìåòîþ äàíèõ âïðàâ º îâîëîä³ííÿ ìîâëåí-
íºâèì ìàòåð³àëîì äëÿ ïîñë³äóþ÷îãî ñòâî-
ðåííÿ âëàñíîãî âèñëîâëåííÿ, òðåíóâàííÿ 
ñòðóêòóðè, ïóíêòóàö³éíèõ òà ñòèë³ñòè÷íèõ 
îñîáëèâîñòåé ÄË, à òàêîæ âì³ííÿ ïîñë³äîâ-
íî âèêëàäàòè çì³ñò.

Âïðàâà 1
You write a letter to a firm and you address it:
a) to a concrete person in a firm
b) rather to a firm than to an individual
Write your salutation and a complimentary 

close for each of these cases.
Âïðàâà 2
Rewrite the letter arranging all its parts in 

a logical order.
Âïðàâà 3
The sentences given below have been left 

out of the following letter. Rewrite the letter 
putting the sentences back in appropriate 
places.

Âïðàâà 4
From the previous exercises write out at 

least two sentences that help to express the 
following ideas:

– ÿ õîò³â áè ïðèéòè íà ñï³âáåñ³äó;
– ÿ ìàþ â³äïîâ³äíó êâàë³ô³êàö³þ;
– ÿ õî÷ó îäåðæàòè ïîñàäó.
Âïðàâà 5
Fill in the gaps in the letter using the words 

from the list below.
Âïðàâà 6
Rewrite the letter correcting mistakes that 

have been done in all parts of the letter. It 
can be both mistakes in style, grammar and 
in punctuation [4, c. 36].

Äîñèòü âåëèêà ê³ëüê³ñòü ðåïðîäóêòèâíèõ 
âïðàâ ïîÿñíþºòüñÿ òèì, ùî íà ïðèêëàä³ ñó-
ïðîâ³äíîãî ëèñòà – ïåðøîìó âèäó ÄË, ÿêèé 
âèâ÷àþòü ñòóäåíòè – âîíè çàñâîþþòü õà-
ðàêòåðí³ îñîáëèâîñò³ ÄË çàãàëîì. Â ³íøèõ 
êîìïëåêñàõ ÷àñòêà öèõ âïðàâ ìåíøà.

3. Ðåïðîäóêòèâíî-ïðîäóêòèâí³ âïðàâè 
íàö³ëåí³ íà âèêîðèñòàííÿ ñòóäåíòàìè ïðè 
ñêëàäàíí³ òåêñò³â ìàòåð³àëó, ÿêèé âîíè çà-
ñâî¿ëè â ïîïåðåäí³õ âïðàâàõ, äëÿ âèð³øåí-
íÿ êîìóí³êàòèâíèõ çàâäàíü â çàäàíèõ ñèòó-
àö³ÿõ çà íàÿâíîñò³ îïîð. Âèêîðèñòîâóþòüñÿ 
ð³çí³ îïîðè: âåðáàëüí³ (êëþ÷îâ³ ñëîâà, ôðà-
çè òà âèðàçè, ïëàí) òà âåðáàëüíî-âèíàõ³äí³ 
(ëîã³÷íà ñõåìà âèñëîâëþâàííÿ, îãîëîøåí-
íÿ). ̄ õ ìåòîþ º âäîñêîíàëåííÿ âì³ííÿ ëîã³÷-
íî, çâ’ÿçàíî ñêëàäàòè òåêñò ëèñòà, äîòðè-
ìóâàòèñü ñòèëþ, ïðàâèëüíîãî îôîðìëåííÿ; 
ôîðìóâàííÿ âì³íü äîâîäèòè òà àðãóìåíòó-
âàòè (äëÿ ëèñòà-ñêàðãè).

Âïðàâà 1
Here is a letter of application for a job 

written by your friend. He asked you to correct 
some mistakes that he had done. There are 
no grammar mistakes, but there are mistakes 
of other kinds:

the punctuation is wrong;
– the style is too informal;
– some of the information is irrelevant;
– conventions are broken, e. g. of address, 

salutation, position of sender’s name.
There are similar mistakes on the envelope. 

Correct them.
In pairs, study it carefully and discuss 

the mistakes. Then write the letter of 
application for a job. Include where you 
saw the advertisement, and say briefly why 
you are interested in the job and what your 
qualifications are. Conclude by asking for 
further details and/or an application form.

Âïðàâà 2
Read the following advertisement and 

then the sample answer below. Discuss with 
a partner what the main problem with the 
answer is. Then work together and rewrite it 
in a more appropriate way.

Âïðàâà 3
You help your friend to write an application 

letterfor a job. You have already written a 
rough copy of the letter and now you have to 
write a final variant. So read the rough copy of 
an application letter. Rewrite it, reorganizing 
the notes into the right order. Correct the 
mistakes in the letter. Add the information you 
think can be necessary here and exclude all 
unnecessary things.

Âïðàâà 4
You see the following job advertisement in 

a local newspaper. You are quite interested 
but would like some extra information.

Read carefully the advertisement and the 
notes which you have made below. Then write 
your letter:

a) saying why you think you would be 
particularly suitable for this job;

b) asking for extra information as suggested 
by the handwritten notes below.
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Âïðàâà 5
You have found a position of a guide with 

English-speaking tourists. Some days ago 
you have written the begining and the end 
of the letter. And now you decide to write an 
appropriate body of the letter.

Âïðàâà 6
You are looking for a job of a computer 

designer in one of the European companies. You 
have to complete the following application for a 
job using the cue words provided [4, c. 67].

4. Ïðîäóêòèâí³ âïðàâè – ïðîïîíóþòü 
òâîð÷³ ð³øåííÿ ñèòóàö³¿ ñòóäåíòàìè. Âîíè 
çàáåçïå÷óþòü íîâèçíó ñèòóàö³¿, ïåâíèé ð³-
âåíü ìîâëåííºâî¿ àêòèâíîñò³ òà ñàìîñò³é-
íîñò³ òîãî, õòî ïèøå, âåðáàëüíå òà ñòðóê-
òóðíå ð³çíîìàí³òòÿ éîãî âèñëîâëþâàíü.

Ïðîäóêòèâí³ âïðàâè ïîòðåáóþòü íîâèõ 
ëîã³÷íî-çì³ñòîâèõ ð³øåíü, ùî ïðèçâîäÿòü 
äî çíàõîäæåííÿ íåøàáëîííèõ çàñîá³â âè-
ðàæåííÿ äóìêè, äî òâîð÷èõ ð³øåíü ïðî-
áëåìè. Ìåòîþ öèõ âïðàâ º âäîñêîíàëåííÿ 
âì³íü âèêëàäàòè ìàòåð³àë/ôàêòè çâ’ÿçíî 
òà ïîñë³äîâíî, îáèðàòè ñòèëü ïèñüìîâî-
ãî ïîâ³äîìëåííÿ â çàëåæíîñò³ â³ä ñèòó-
àö³¿ ñï³ëêóâàííÿ, âì³ííÿ ïëàíóâàòè ñâîº 
ïîâ³äîìëåííÿ, âì³ííÿ ïîð³âíþâàòè òà ç³-
ñòàâëÿòè ôàêòè, âì³ííÿ ïîâ³äîìëÿòè òà 
çàïèòóâàòè ³íôîðìàö³þ, âì³ííÿ êîìåíòó-
âàòè ÿâèùå òà âèñëîâëþâàòè ñâîþ äóì-
êó. Ö³ âïðàâè ìàþòü òâîð÷èé, ïðîäóêòèâ-
íèé õàðàêòåð òà ïîòðåáóþòü â³ä ñòóäåíò³â 
âì³íü âèñëîâëþâàòè ñâî¿ äóìêè â ïèñüìî-
â³é ôîðì³ áåç áåçïîñåðåäíüî¿ îïîðè íà 
âåðáàëüí³ åëåìåíòè. Â ÿêîñò³ îñíîâíèõ 
ïàðàìåòð³â ìîâëåííºâèõ (çà íàøîþ êëà-
ñèô³êàö³ºþ – ïðîäóêòèâíèõ) âïðàâ âèä³ëÿ-
þòü òàêîæ âìîòèâîâàí³ñòü ìîâëåííºâîãî 
â÷èíêó, ñêëàäí³ñòü, çâ’ÿçí³ñòü ìàòåð³àëó 
òà íàïðóæåííÿ ìèñëåííÿ. Íàéâàæëèâ³øèì 
çàñîáîì ìîòèâàö³¿ íàâ÷àííÿ º ñèòóàö³ÿ. 
Ìè íàìàãàëèñü ñòâîðèòè ìîâëåííºâ³ ñè-
òóàö³¿ ó íàøèõ ïðîäóêòèâíèõ âïðàâàõ çà 
äîïîìîãîþ ìîäåëþâàííÿ ïðîáëåìíèõ ñè-
òóàö³é, ÿê³ ïîâèíí³ âèêëèêàòè ó ñòóäåíò³â 
áàæàííÿ ³ íåîáõ³äí³ñòü êîðèñòóâàòèñü ìî-
âîþ ÿê çàñîáîì ñï³ëêóâàííÿ.

Âïðàâà 1
Choose one of the advertisements and try 

to write your own application letter.

Âïðàâà 2
You have seen the following advertisement 

in the newspaper. Write your application letter 
expressing your desire to take one of the 
position.

Âïðàâà 3
You have a resume that shows your 

rich experience and high qualification as 
an interpreter. Some days ago you saw an 
advertisement that offered a position of an 
interpreter in Intourist [4, c. 79].

Äëÿ ñòâîðåííÿ êîìïëåêñó âïðàâ ìè íàìà-
ãàëèñü ÿêîìîãà ïîâí³øå ïðîàíàë³çóâàòè òà-
êèé âèä ìîâëåííºâî¿ ä³ÿëüíîñò³, ÿê ïèñüìîâå 
ìîâëåííÿ. Äëÿ öüîãî ìè ïðîàíàë³çóâàëè ë³-
òåðàòóðó, ïðèñâÿ÷åíó ö³é ïðîáëåì³, à òàêîæ 
íàìàãàëèñü óçàãàëüíèòè äîñâ³ä âèêëàäà÷³â. 
Äî êîìïëåêñó áóëè âêëþ÷åí³ àâòåíòè÷í³ òåê-
ñòè, ÿê³ â³äïîâ³äàþòü òåìàì, ùî âèâ÷àþòüñÿ 
ñòóäåíòàìè â óí³âåðñèòåò³ ç äèñöèïë³íè «Ä³-
ëîâà àíãë³éñüêà ìîâà». Ìàòåð³àëè äëÿ âïðàâ 
áóëè âçÿò³ ³ç çàðóá³æíèõ ïîñ³áíèê³â, àëå áóëà 
çì³íåíà ¿õíÿ ïîñë³äîâí³ñòü.

Âèñíîâêè ç ïðîâåäåíîãî äîñë³äæåííÿ.  
Ç íàâåäåíîãî âèùå ìîæíà çðîáèòè íàñòóï-
í³ âèñíîâêè: íàâ÷àííÿ ä³ëîâîìó ëèñòóâàííþ 
ñòóäåíò³â âóçó º îáîâ’ÿçêîâîþ óìîâîþ ¿õ 
óñï³øíî¿ ïðîôåñ³éíî¿ ³íòåãðàö³¿ íà ñó÷àñ-
íîìó ðèíêó ïðàö³. Çíàííÿ çàêîí³â ³íøîìîâ-
íî¿ ä³ëîâî¿ êîìóí³êàö³¿ äîçâîëèòü ôàõ³âöÿì 
ð³çíèõ ñôåð áðàòè ó÷àñòü ó ì³æíàðîäíèõ 
çàõîäàõ, àêòèâí³øå íàëàãîäæóâàòè çâ’ÿçîê 
³ç á³çíåñ-ïàðòíåðàìè, îòðèìàòè ðîáîòó â 
³íîçåìíèõ ô³ðìàõ àáî â³äêðèòè ñâîº âëàñíå 
ñï³ëüíå ï³äïðèºìñòâî.


