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UNIT 1
PREPARATION FOR A MEETING

The initiative to convene an occasional Conference or a Session of a
permanent body usually belongs to Organizing Committee of a national
or International character.

Initially an Organizing Committee sends to all the establishments
concerned the so-called “Preliminary (First) Announcement” that states
general information about the Congress or the conference. Such an an-
nouncement contains the main program of the Congress, order of ple-
nary sessions, working languages, rules of scientific contributions, so-
cial program, information about registration, correspondence, hotel res-
ervations, necessary expenditure, etc.

The First Announcement (The First Circular, Preliminary An-
nouncement) usually contains Preliminary Application Form (Informa-
tion on Participation). Those who wish to attend should complete the
enclosed application form and mail it without delay.

Here is an example of a possible Preliminary Announcement

Third International Drainage Congress of the International Union of
Farm Engineers

The third International Drainage Congress, organized under the
sponsorship of the National Academy of Sciences, will be held in Mas-
sachusetts from August 27 to September 3, 2009. The Organizing
Committee is pleased to invite all interested scientists and engineers to
attend.

Rooms and board will be available at reasonable rates for visitors
from abroad and for students; accommodations for participants from the
United States will be available in hotels in Boston area.

There will be technical and scientific exhibits. English and French
will be official languages of the Congress. The registration fee will be
$35 for full participants, $7 for students and $20 for associate partici-
pants.

Scientific Program

The scientific program will include sessions of contributed papers
general symposia on New Materials and Illustration Requirements for
Drain Tubes, Controlled Drainage and Drainage for Water Control and
Salinity, Physical Properties for Soils Related to Drainage.

Other sessions are planned to cover aspects of Models for Drainage
Design and Evaluation, Drainage Requirements for Crop Growth and
other farming operations.

Presentation (Submission) of Papers

Participants wishing to present a paper to any section of the Con-
gress are asked to prepare a synopsis and a tentative title and send it (for
discussion by a selection committee) not later than the end of May 2009
to the Joint Secretaries of the Organizing Committee.

Papers selected for reading will be duplicated and translated for dis-
tribution to delegates and observers on arrival.

Any participant whose paper is not selected for oral presentation
may, if he wishes, submit it for distribution in written form.

Papers may be given in English or French. All inquiries regarding
the Congress should be sent to: Congress Organizing Committee
(names and addresses).

The Second Announcement should contain detailed information as
to dates of the Congress, commissions, scientific visits, participation
and registration, pre-, mid- and post- Congress tours, living accommo-
dation, enrolment fees, ladies’ program, hotels, other activities, change
of program, visas and whatever else considered necessary for the par-
ticipants to come and make maximum use of the occasion.

The Second Circular is the last document which is usually sent be-
fore the Congress itself. Any remaining communications (theses, list of
participants, diary sessions, detailed program of recreational activities,
etc.) will be distributed directly to the participants at their arrival.

Here is a model of a probable Conference Guide (Diary of the Ses-
sions) that contains all possible information so necessary for foreign
participants.



VOCABULARY

To convene a conference

Co3Batb KOH(EpEHIHIO

I’'m afraid ’'m not qualified to | borock, 4To s1 HE B COCTOSIHUM AaTh
give you that information Bawm Takyo nHdopmanuio

As a matter of fact Ha camowm nene

A meeting Cosemanue
Permanent body [ocTosiHHBIN OpraH
Organizing committee Oprkomurer

My first (last) question concerns | Moii mepBblii (TIOCIEAHUIT) BOMIPOC
Kacaercst

Preliminary announcement

[IpenBapurenpHas nHGOpMAIUI

If I’m not mistaken'... Ecinu s He ommbarocs ...

To complete a form

3anoHUTE O0J1aHK, hopMy

Participant

YyacTHHK

Working language

Pabounii 361K

Scientific contribution

HBII Ha KOHTPecc, KOH(EPEHIINIO)

Hayuneiii nmoknazg (mpencraBieH-

Social program

KynprypHas nporpamma

Hotel reservation

BpOHHpOBaHI/IC MCECT B TOCTUHHUIIC

Preliminary  application form
(card)

OnaHK MpeaBapUTEIbHON 3asBKU

Under the sponsorship of

JCTBOM

Ilo wuHuIMaTHBE, NOA PYKOBO-

To hold a meeting (a conference)

184850

[TpoBoauTte cobpanue, KoHQepeH-

Accommodation for participants

PasmenieHre y4acTHUKOB

Registration fee (enrolment)

B3HOC y4acTHHUKOB

Full participant

[TonHOIIpPaBHBIN YYaCTHUK

Associate participant

JJIOCOM

V4acTHUK C COBEIIaTEIbHBIM TO-

Synopsis

Kpatkwuii 0630p, KOHCIIEKT

Tentative title

[IpenBapuTenbHbIN 3aT0JIOBOK

Joint secretaries

ceKpeTapuar

Recreational activities

KynbTypHbIE MEpOnIpHUsTHSL

REMEMBER THE FOLLOWING EXPRESSIONS:

I should be interested to know ...

HutepecHo ObU10 OBl Y3HATS ...

I should like to know ...

MgHe xoTenoch OBl 3HATH ...

I wonder

HNuTtepecHo

Could you inform me

He mormm 6wr Bel ipouHdopmupo-

BaThb

I have a question in this connec-
tion

B aroi1 cBsi3M y MEHS BOIIPOC

As far as I know

Hackonbko s 3HaI0

Exercise 1
Give the English equivalents for:

OprKOMHTET;

Co3BaTh KOH(MEPECHITHIO;
[IpenBapurensHas nHGOpMAIUS;
[loBecTka mHS, KyIBTYpHAs IPOrpaMMa;
Brnank npensapuTenbHON 3asBKY;
3aroaHUTh OJIaHK;

3anHTEpeCcOBaHHbIE YUCHEIE,
OdunmansHEIH 36K KOH(DEPEHITHH;
IIpencraBuTh JOKIaM;

ConeprkaTh HEOOXOIUMYI0 HH(DOPMAITHIO;
3apyOesKHBIE TOCTH.

Exercise 2
Give synonyms to the following expressions and word combinations:

To call a conference;

The First Announcement;
To complete a form;
Under the guidance of;
To attend a conference;
Official languages;

To present a paper;

To make copies;

To choose a paper for reading;
To send by air;

Without delay;

Detailed information.




Exercise 3
Give antonyms to the following expressions and word combinations:

e National conference;

e Particular information;
e At high prices;

e Full participant;

e Permanent title;

e On arrival;

e Written presentation;
e Working activities;

e Detailed paper;

e Pre-Congress tours.

Exercise 4
Fill in the blank with suitable words and word combinations.

1. The initiative to convene a Conference usually belongs to ... .

2. The ... states general information about the Congress or the Confer-
ence.

3. The First Announcement contains ... .

4. The International Drainage Congress ... will be held in Massachusetts.
5. Rooms and broad will be available ... .

6. ... will be official languages of the Congress.

7. The registration fee will be $35 for ... and $20 for ... .

8. The scientific program will include papers on ...

9. ... should contain detailed information.

10. Paper selected for reading will be ... .

Exercise 5
Make up sentences of your own.

1) to convene a Conference; 2) an Organizing Committee; 3) to contain
general information; 4) to complete the application form; 5) to mail the
form; 6) under the sponsorship; 7) to be held; 8) accommodation for
participants; 9) the scientific program; 10) to prepare synopsis; 11) du-
plicate and translate for distribution; 12) ‘the Second Announcement.
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Exercise 6

Fill in the blanks with suitable words and word combinations.

detailed under the sponsorship regarding
without delay
distributed contains at reasonable rates

1. The Congress organized ... of the National Academy of Sciences,
will be held from August 27 to September 3, 2009.

2. The announcement ... the main program of the Congress.

3. Those who want to attend should mail the enclosed application ... .
4. Rooms and board will be available ... for visitors.

5. “All inquiries ... the Congress should be sent in due time.

6. The Second Announcement should contain ... information as to
dates of the Congress and other information.

7. The Second Circular ... directly to the participants at their arrival.

Exercise 7
Answer the questions.

1. What body convenes a Conference?

2. What information does the Preliminary Announcement contain?
3. Does the First Announcement contain Preliminary Application
Form?

4. Who is the sponsor of the Third International Drainage Congress?
5. What are the dates of the Congress?

6. What is the registration fee for participants?

7. Which problems are to be discussed at the session?

8. What does the Second Announcement contain?

9. When are any remaining communications distributed?

10.Will German be an official language of the Congress?

Exercise 8

Read and translate the dialogue.




- I’'m sorry could you give me some information about preparation
for a Conference?

- Certainly I could.

- Thank you. My first question concerns the dates of the Conference.
- As far as [ know, the Conference will be held from August 27 to
September 3, 2009.

- I’d like to know what body convenes the Conference.

- The initiative belongs to Organizing Committee. By the way, it will
send the so-called Preliminary Announcement to all establishments
concerned.

- Oh, yes. I have a question in this connection. Does the First An-
nouncement contain Preliminary Application Form?

- Yes, if you wish to attend you should complete it and mail without
delay.

- That’s clear. I wonder if rooms and board will be available.

- They usually provide participants with rooms and board at reason-
able rates.

- And what about the registration fee?

- As the matter of fact, the registration fee is different for full and
associate participants.

- I should also like to know about the Second Announcement. What
does it contain?

- Well, I’'m sure but it usually deals with detailed information as to
dates of the Congress, commissions, participation and registration.

- Is there any information concerning tours, Ladies’ program and
other activities?

- If I’'m not mistaken it’s also in the Second Announcement.

- And my last question concerns official languages.

- I’'m afraid I’'m not qualified to give that information. Anyway, if
you know English you don’t need to worry.

- Thank you so much. You’ve given me a lot of necessary informa-
tion.

- Don’t mention it. Good luck.

- All the best.

Exercise 9

Talk to your friend about the preparation to the Conference. Use the
vocabulary and speech patterns of the lesson.

UNIT 2
CONFERENCE GUIDE
Site of Session

The Conference will take place in the state Hall, Massachusetts. Ple-
nary meetings will be held in the Chamber of the State Hall and other
meetings, if any, will take place at the Massachusetts University.

Opening Session

The Session will be opened by a ceremony to be held in the State
Hall at 3.00 p.m. on Thursday, August 27, 2009. Entrance for guests
will be by invitation only. All guests and participants are requested to
be seated by 2.45 p.m.

The Session will be expected to work five and one-half days a week.
Saturday afternoon and Sunday may also be working days if the re-
quirements of the Session so demand. On Saturday afternoon and Sun-
day special hours may be established.

Working Languages

The working languages of the Conference will be English and
French. All official documents will be issued in these languages. Inter-
pretation into English and French will be provided for all plenary meet-
ings. Requests for simultaneous interpretation at other plenary meetings
will be assessed in the light of the needs of the plenary meeting and fa-
cilities available.

Officers of the Session
In accordance with its Rules of Procedure, the Session will elect a
Chairman, a first Vice-Chairman and a second Vice-Chairman. These

officers will liaise with the Secretary of the Conference to co-ordinate
the work of the Session.
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Order of the Day

An order of the day will be published each day during the Session
giving the agenda, the time and the place of meetings of the plenary and
special and ad hoc meetings.

Registration of participants

The registration of participants will take place on 25", 26", and the
morning of the 27" in the foyer of the State Hall. A registration and in-
formation desk will be manned throughout the Session to handle regis-
tration of all participants and to provide information of session activi-
ties. Personal mail, invitation, etc. will be distributed from this desk.

Upon registration, participants will receive badges, colour-codes ac-
cording to their status as Delegates, Observes, Secretariat or Press. The
badges will serve as a permit for entry to the conference premises and
other events connected with the Session, and thus should be worn
prominently to avoid inconvenience.

Documents distribution

All documents for the Session will be distributed from the Document
Distribution Desk in the foyer of the State Hall. There will be pigeon-
holes for all Delegations and bulletin board will contain a posted an-
nouncement of documents distributed by that way.

The distribution of documents for the Press will be handled by the
Information Office.

Services and Facilities

For the convenience of all participants the following services and fa-
cilities will be provided at the conference centre:

1. Refreshment and Snack bar
A Snack bar on the first floor of the State Hall will be open each day
until mid-night to provide food and beverages at their expense for dele-

gates, the visiting public and the Secretariat staff working after normal
conference hours.
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2. Banking

A Banking Agency will be operated at the Conference site to handle
all exchange operations and general banking transactions of participants
between 8.30 and 10 a.m. every day except Sunday.

3. Medical Facilities

Participants requiring medical attention may call the following Phy-
sicians for quick service:

Dr:. E.E. Ray, Specialist Physician, General Hospital

Dr. C.A. Bruce, Physician, General Hospital

4. Post and Cables
At the Post Office Counter situated in the foyer of the National Hall
participants may buy stamps, submit mail for posting and dispatch tele-

grams. This counter will be open during the following hours:

Monday — Friday: 8.30 a.m. to 1 p.m. and 2.30 p.m. to 6.p.m.
Saturday: 8.30 a.m. to 12.30 p.m.

The Guide continues further with the description of places of interest
and some useful telephone numbers.

VOCABULARY
Opening session OTKpbITHE KOHPEPEHLIUH
To issue documents PacnipocTpaHsTh JOKYMEHTHI
Simultaneous interpretation CHHXPOHHBIH NEPEBOJT
Rules of Procedure [TponenypHbIe IpaBuUia
Liaise VY cTaHoBUTE, HAJTAAUTE CBSI3b
Liaison officer OTBETCTBEHHBIN 3a CBA3b
Order of the day Pacmiopsiiok st
Agenda [ToBecTka mHS
Registration and information | Bropo perucrparmu u HHGpOpMaUK
desk
Badge 3HauoK
Conferences premises MecrTo, r71e NpOXOIUT KOH(EPEHIHS
Pigeon-hole SAmuK U1 KOppeCcHOHASHIUU
12




Bulletin board Jlocka oObsiBICHUN

To provide services ObecneynTh ycayramMmu

Exchange operations OOMEH BaJIFOThI

Banking transactions baHkoBckue onepanuu

To require medical attention Hyxnatbcst B MEIWIMHCKON TO-
MOIIH

To dispatch a telegram OTIpaBUTH TEICTPAMMY

Ad hoc meeting CriennanbHbBIN, YCTPOCHHBIH IS
JAHHOM Lieau

Exercise 1
Give the English equivalents for:

YcraHoBUTH paboune THU KOH(EpeHINH;
OTKpBITh 3acelaHuE;

CHHXpOHHBIN IEPEBOL;

B cootBeTcTBUE C mpoleAypOi;
N36upath nepBOoro NOMOLIHMKA IpEACeAaTENs;
KoopnuaupoBats paboty ceccuy;

Bropo peructpanuu 1 nHGOpMaLUHY;
Jlocka 0OBABIICHMIA;

ITpousBoaUTE OOMEH BAIOTHI;
OTnpaBUTh TENErpamMMmy;

SAmuK 1711 KOppeCIOHACHIINH;
ObecneunTh yciayramu.

Exercise 2
Give synonyms to the following word combinations.

According to;

To publish in English and French;
To run a conference;

The head of the Session:

To establish relations;

The topic of the Session;

To supply with information;

To send a telegram;

To need medical attention;
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e Position of participant;
e Conference site.

Exercise 3
Give antonyms to the following word combinations.

Free days;

Official mail;

To open a Conference;

To receive a telegram;
Including Sunday;

Special banking transactions;
Before registration.

Exercise 4

Fill in the blanks with suitable words and word combinations from the
text.

The Session will ... in the State hall.

Entrance for guests will be by ... .

English and French will be the ... languages of the conference.

The Session will ... a Chairman.

. The registration of participants will ... on 25", 26" and the morning
of the 27" in ... of the State Hall.

6. Personal mail will be ... from the registration and information desk.
7. The badges will serve as permit for ... .

8. All documents for the Session will be ... from the Document distri-
bution Desk.

9. A ... will contain a posted announcement of documents.

10.The Post Office counter is ... in the foyer of the national Hall.

R

Exercise 5
Complete the following sentences.

1. The Conference will be held ... .
2. The Session will work ... .

14



3. All official documents are issued in ... .

4. In accordance with the Rules of Procedure, the Session ... .

5. An Order of the Day will ... .

6. Upon registration, participants will receive badges according to ... .
7. The Document Distribution Desk ... .

8. ... will be provided at the conference centre.

Exercise 6
Translate the sentences into English.

1. PabGounmu sizpikamMu KOH(epeHUMH OyIyT aHTTHICKUN M (paHIry3-
CKHH S3BIKU.

2. B cooTrBeTcTBHM C TIpOIenypoO#l, ceccus H30epeT MpeicenaTes,
MIEPBOrO U BTOPOT'O MOMOIIHUKA MpeACeaaTeNs.

3. Pacnopsiok aust OyeT myOJIuKOBaThCS KaXKIbIN JICHb CECCUU.

4. Pacniopszok JqHS JaeT MH(QOPMAIMIO O MOBECTKE JHS, BPEMEHU U
MECTE NPOBEACHUS 3aceqaHuM.

5. Perucrpanus y4acTHUKOB cocTouTcd 25, 26 1 yTpoM 27 aBrycra.

6. YyacTHHKH KOH(pepeHIHH OyayT HOCUTH 3HAYKH B COOTBETCTBUH CO
CTaTyCcOM [IeJIeraToB, HaOronaTesnieil, paOOTHHUKOB ceKpeTapuaTa HIIH
MPECCHI.

7. Biopo peructpauuu W HHGOPMALMU OCYIIECTBISIET PETHCTPALMIO
YYaCTHUKOB, a Takxke oOecrneunBaeT MH(POpPMaLUEH O OESITEIBHOCTH
CECCHU.

8. Jlns ymoOcTBa neneratoB Oyder padoTaer mociae 00bIYHOrO paboue-
ro JHS KOH(EepeHIINH.

9. Bank OyneT mpou3BOANTH OOMEH BAJIIOTHI KaXIbIi JICHb KPOME BOC-
KpECEHBSI.

10. YyacTHUKHM KOH(pEPEHINU MOTYT KyIIUTh MapKH, OTIPABUTh MHUCHMO
WM TeJIeTpaMMy.

Exercise 7
Answer the questions to the text.

1. Where and when will the Conference be held?
2. What are the working languages of the Conference?
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Will there be simultaneous interpretation at plenary meetings?
When will a Chairman be elected?

What information does an Order of the Day give?

What are the Functions of a registration and information desk?

Do participants receive the same badges?

. The distribution of documents for the Press is handled by the In-
formation Office, isn’t it?

9. Are there any services and conveniences provided for the delegates?
10. Is there quick medical service for the participants?

11. What can you do at the Post Office counter?

%NV kW

Exercise 8
Translate the dialogue. Dramatize it.

- Amo! DTO cekpeTapuar MEXIyHApOJHOW KOH(EPEHIUHU IO0 Jpe-
Haxy? ['oBopur XonpmaH u3 3ananHoii ['epmanum.

- 3npaBcTByiiTe, rocnoguH XonbMaH. C Bamu rosoput ['pun u3
cekperapuara. Yem Mory OBITh moJie3eH?

- Jlesio B TOM, YTO JI0 CHX TOP S HE MOMYYHI HUKakux Oymar ot Bac
1 XOTeJN OBl MOMYyYUTh HHPOPMAIHIO 0 KOHPEPEHLINH.

- B TaKOM cirydae cooOmato BaM, 4To mepeMoHust OTKpBITUS KOHpe-
peHIMH coctouTed 27 aBrycra B 3 yaca aHa. Okupaercs, 4To 3acefa-
HUS OyIyT MPOXOAUTH MATH C OJOBUHOM THEW B HEJEIIO.

-ITonsaTHO. Muctep I'puH, HacKOJNBKO s 3HaI0, pabOYMMHU SI3bIKAMU
OyayT aHTIMHCKUM U QpaHIy3cKuil. S ke 3Har0 TOIBKO HEMELKUH.

- He G6ecniokoiitecs. Ha Bcex muieHapHBIX 3acemaHusix Oyzaer obecrie-
YeH CUHXPOHHBIN MepeBO] Ha HEMELKH A3BIK.

- O, 310 oueHp xopomo. Korga cocTouTcst perucTpanusi y4acTHU-
KOB?

- 25,26 u ytpom 27 aBrycra. Bam HyXHO cpa3y oOpaTUTbCs B Or0po
peructpauuu 1 uHpopmanuu. Bac 3apeructpupyror u odecneyar HyX-
Hol nH(OpManuei.

- Mucrep ['puH, BX0I Ha TEppUTOPHIO KOH(PEPEHIINH CBOOOTHBIH?

- Her. Bam pganyT crenuanbHbIA 3HAYOK B COOTBETCTBHM ¢ Barmum
crarycoM. OH u OyJIeT CITyKUTh pa3pelIieHHEM Ha BXO.

- Pasymno. U nocnennuii Bonpoc, mucrep I'pun. byayT nu opranu-
30BaHbl Kakue-muOo CiTy>KObI, TaKHe Kak MmouTa, Oyder, MemTunuHCKas
MOMOIIIb?
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- He comuesaiitecs, rocnogun Xonemad. bap Oyner pabotats 10
HOYH. Sl He MOMHIO TOYHO, HO TIOYTA W areHTCTBO OaHKa OyIyT OTKPHI-
THI B yA0OHOE BpeMs. UTo KacaeTcs MEJULIUHCKOTO 00CITyKUBaHUsI, TO
OHO OyZeT ObICTPBIM U 3 (HEKTHBHBIM.

- Bonpmoe cnacu6o, muctep ['pun, 3a moapoOHYIO MH(POPMALHUIO.
o cBupanus.

- XKnem Bac Ha xondepeniyu, rocnogud XoybMaH. J{o cBuganus.

UNIT 3
ACTUAL CONDUCT OF MEETINGS

Before a meeting can proceed with its work, it must be in possession
of a chairman to direct its course. When a body of people gathers to-
gether regularly the retiring chief remains in the chair until the ap-
pointment of the new one.

The first duty of Mr. X. is to proceed with the election of the real
chairman, and this he does by asking those present for nominations. As
a rule those who offer nominations merely rise and say: “I propose Mr.
Y.” or “I wish to nominate Mr. Y”. It is always very convenient and
helpful to identify yourself before announcing your proposal especially
at mass international gatherings.

A member temporarily in the chair says: I have the nomination of
Mr. Y. Would anyone like to second that?”” or he simply says: “The mo-
tion is that Mr.Y. takes the chair’. Before he has time to utter these
words, someone will rise and say: “I second Mr. Y.” That is usually
agreed beforehand. A name which is proposed and not seconded cannot
be put to the vote. When all the suggested names have been proposed
and seconded, the temporary chairman takes a vote of the members.
This is done either by a show of hands or by a paper vote.

The temporary chairman is to say: “The name of Mr. Y. has been
proposed and seconded by Mr. Z. for the chair. ... I declare Mr. Y.
duly elected.”

Chairman and his duties
In first taking the chair, it is customary for a chairman to thank the

members for placing their confidence in him by making him their
chairman. A few words on this point are quite sufficient.
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For instance: “Ladies and Gentlemen (Dear Colleagues), thank you
for placing confidence in me. My first and chief duty as a chairman is to
acquaint you with the agenda, the list of main speakers and general out-
line of the work to be done”. There may be some other ways of putting
it.

When the meeting is opened, the first matter for the chairman is to
read the agenda and to explain in outline the work to be done by the
session to recall the minutes of the last meeting, if there be any or de-
sired. In this case the duty of the secretary is to read them. After its
reading the chairman usually asks: “Is it your pleasure, ladies and gen-
tlemen, that [ sign these minutes as correct?”

Anyone who wants to take the floor should ask the chair beforehand
or by simply raising his hand after the chairman opens discussion. It is
usual for English speaking people to begin in moderate tone pronounc-
ing every word slowly and distinctly to attract initial attention.

The chairman may require every speaker to keep to the point at is-
sue, to avoid repetition and use language of a respectable character.

The person, who occupies the chair, should be addressed always as
Mr. Chairman. When a lady takes the chair, she should be addressed as
Madam Chairman.

Here are some models of how to begin speeches:

1. Mr. Chairman, Ladies and Gentlemen, on behalf of my delegation,
I rise to thank the initiators of the meeting for the invitation and all the
preliminary work that has been done...

2. Mr. Chairman, Friends, Colleagues, I will now briefly set out the
various arguments for and against the project. The case against is as
follows: ... First, ... second, ... etc. The case in favor is as follows: ...

3. Madam Chairman, dear Colleagues, I’m afraid that time will not
permit me to say all that is in my mind; but before closing, I would like
to add my quota to what the last speaker has said...

4. Mr. Chairman, dear Colleagues, with all my admiration of the
eloquent manner the precious speaker has presented his view; I regret to
say that his arguments are rather vulnerable in many ways. The pro-
posal of MRS. T. seems much more defensible...

During the elections of the Chairman (President) members may propose
anyone for the Chair. The following might serve a useful example.
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1. I speak as the head of the Belarusian delegation. I have the honor
to propose Mr. S. as President of the Conference.
2. In the name of my delegation I rise to oppose the proposal that

Principal (general speaker)

["enepanbHbIif (T1aBHBIN) JOKIATIUK

Typed page

CTpaHI/IHa MAIIMHOIIMCHOI'O TCKCTA

To keep to the point of issue

He orctynath OT TeMbl

Mr. X. be elected the Chairman. I would ask to place on record the op-

position of my group.

VOCABULARY

To direct the course of a meeting

Bectu cobpanue

To fill the chair

3aHMMAaTh MECTO npeacecaaTeis

Promoters of the meeting

Muannumatopsl COBEIIAHUS

To proceed with the elections

[lepeiiTu K N30paHUIO

To offer nomination

Briasurate KaHIUAATYPY

To identify oneself

HpeI[CTaBI/ITBCH, Ha3BaTh CBOC NMA

Motion

IIpennoxxeHue

To second

HonnepxkaTh (KaHAUIATYPY, TPEI-
JIO’)KCHHUE)

To put to the vote

CTaBUTh Ha TOJIOCOBAHUE

Show of hands OTKpBITOE TOJNOCOBaHWE (ITOIHSATH-
eM PyK)
Paper vote T'onocoBaHue OrOJUIETEHAMU

Those in favor?

Kto «3a»?

Those against?

Kro «mpotus»?

To declare elected

OOBsBUTH N30paHHBIM

To score an equal number of
votes

Habpatp paBHOE YHCIIO TOJIOCOB

To refer the matter to the meeting

[ocraBuTh Bompoc nepesa coopaHu-
eM

To give notice of the motion

3asBUTh O HaMEpPEHHUH = BHECTH
HpeaJIoKEHUE

Decisive vote

Pemarommii rojsroc

To accept a resolution

TIpuHATH PE30IIONHIO

Minutes of the meeting

[IpoToxoss! coOpaHus

To announce the result of the
vote

OObsBUTH O pe3ydabTaTax I0JIOCO-
BaHMSI

To recall the minutes of the last
meeting

3auuTarh  MPOTOKOJBI  IPOILIOTO
3acenaHus

To raise a point at issue

TpeboBath 0OCYXICHHS CIOPHOTO
BOTIpOCa
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Exercise 1
Give the Russian equivalents for:

To direct its course;
Retiring chief;

To proceed with the election;
To offer nominations;

To announce the proposal;
A seconded name;

To put to the vote;

Paper vote;

To be in favor of smb;

To place confidence of smb;
To sign the minutes;
Defensible proposal;

To identify oneself.

Exercise 2
Give the English equivalents for:
[TepeiiTn K M30paHMIO TIpeICEaATEIS,

Br1iBUHY T KaHIUAATYPY;
IIpencraBursbcs;

Ilopnepxath KaHAUAATYPY;

o CTaBUTH KaHJUJIATYPYy Ha TOJIOCOBAHUE;
o [loOnarogaputh 3a OKa3aHHOE JOBEPHE;

e O3HAKOMWTH C TTIOBECTKOM JIHS;
¢ 3a4ynTaTh MPOTOKOJ COOPAHUS;
e B34Th ClI0BO;

e OT UMEHHU JieJIeraluu;

e He orcrynars OT TeMBI;

e ["omocoBaTh OIOJICTCHIMU;

o OTKpBITOE TOJIOCOBAHUE.
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Exercise 3

Give synonyms to the following expressions and word combinations.

To continue the elections;

To put forward a candidature;
To support a nomination;

To pronounce the words;
Proposed names:

Not a permanent chairman;

A general plan of work;

To read the minutes of the meeting;
People speaking English;

To be in the Chair;

On behalf of the delegation;
Preparatory work;

Arguments for the nomination.

Exercise 4

Give antonyms to the following expressions and word combinations.

The retiring chief;

To proceed with the election;
A permanent chairman;
Those against?

Helpless proposal;

To open discussions;

The last matter;

To keep the minutes in secret;
To reject a nomination;

To repeat many times;
Vulnerable arguments;

The opposition of the group;
Neither ... nor

Exercise 5

Fill in the blanks with suitable words and word combinations from the

text.
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The chairman directs the ... of the meeting.

The ... chief remains in the chair until the ... of the new one.

Those who offer ..., rise and say “I propose Mr. X.”

A name which is proposed, must be ... .

Then the temporary chairman takes a ... of the members.

Election is done either by a ... of hands or by a paper vote.

The first matter for the Chalrrnan is to ... and to explain ... the work
to be done.

8. Itis the duty of the ... to recall ... .

9. The person in the Chair should be addressed always as ... .

NV A WD~

Exercise 6
Complete the following sentences.
The retiring chief remains in the chair until ...

Before announcing your proposal it is helpful to ...
When all the suggested names have been proposed and seconded,

el e

4. The temporary chairman is to say: ...

5. On first taking the chair, it is customary for chairman ...

6. When the meeting is opened, the first matter for the chairman is ...
7. Anyone who wants to take the floor should ...

8. The Chairman may require every speaker to ...

9. In the name of my delegation I rise .
10. On behalf of my delegation I have the honor ..

Exercise 7

Use the following words and word combinations in sentences of your
own.

To direct the course of a meeting; the retiring chief; to offer nomina-
tions; to put to the vote; duly selected; to place confidence in smb. The
first duty of a Chairman; the agenda, the list of speakers and outline of
work; to recall the minutes; to keep to the point at issue; on behalf of
the delegation; opposition of the group.
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Exercise 8
Answer the questions.

1. Who directs the course of the meeting until the appointment of a real
Chairman?

2. In what way do members offer nominations?

3. Can a name which is proposed and not seconded be put to the vote?
4. How is the vote done?

5. What does a newly elected chairman say to thank the members for
placing their confidence in him?

6. What does the chairman read, when the meeting is opened?

7. What is required of a speaker?

8. How should the person who occupies the chair be addressed? What
about a lady?

9. In what manner can one propose somebody as President of the Con-
ference?

10. How can one oppose the nomination?

Exercise 9
Translate into English.

1. Ilpempiaymuii mpenacenaTenb OCTaeTCs Ha MOCTY JI0 Te€X IOp, MOKa
HE Ha3HAa4Y€H HOBBIN.

2. Tlpexne, yeM 0OBSIBUTH CBOE MPEJIOKEHUE, HEOOXOIUMO TIpEJICTa-
BHUTHCSI.

3. BpemenHslil npencenarens coOpaHusi MPOBOAUT TOJIOCOBAHUE HJIe-
HOB COOpaHUs MOCJIE TOr0, KaK KaHJAUIATYPbl BBIIBUHYTHI U TOJICpKa-
HEIL.

4. Henp3s cTaBUTH Ha TOJIOCOBAHUE BBIIBUHYTYIO, HO HE MO ACpPKaH-
HYIO KaHIUJATYPy .

5. TonocoBaHue MPOBOAMUTHCSA OTKPHITHIM TOJIOCOBAHUEM MM OroJuIe-
TEHSIMH.

6. Ilo u3bpanuu, npejacenarTess OaroAapuT WICHOB COOpaHHs 3a TO,
YTO OHHU OKa3aJH eMy JOBEpHE.

7. Korma coOpaHue OTKpBITO, MpPEJCENaTeNib 3aUMTHIBACT IOBECTKY
JIHS, TUIaH pa0oThI, CEKpeTaph COOPAHMUsS 3aU4UTHIBACT MIPOTOKOJIBI Ipe-
JIBITYINETO COOpaHusl.
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8. Kaxnplil, KTO XOUYeT BBICTYHHTH (B3STh CJIOBO), MOAHUMAET PYKY
MocJie TOro, Kak mpeaceaareslb OTKPhIBaeT 00CYKICHHE.

9. mnpencenarenb MOXET NOMPOCUTH BBICTYIAIONIET0 HE OTCTyHaTh OT
TEMBI.

Exercise 10
Dramatize the following situations.

1. Burl - uneH cobpanus. [IpeacraBpTech U NpeIOKUTE KAHAUAATYPY
Ha IIOCT IIpEeACeNaTensl.

2. < OObsiBUTE, YTO KaHAWAATypa TocmoanHa bpayHa BbIIBUHYTa WU
nogaepsxkana. Ilposeaure npsmoe rosocoBanue. [loacuuraiite «3a» u
«TpotuB». O0bsBUTE N30paHue rocrnoanHa bpayHa Ha moct npeacenaa-
Tens.

3. BBl — BHOBb M30paHHBIH npeaceaatens. OOpaTtuTeck K mpencena-
Temo ¢ 0JaroJapHOCTBIO 3a OKkazaHHOe Bam moBepume. Cnpocute pas-
peLIeHNs 3a4UTaTh [IOBECTKY JHS.
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UNIT 4
AGENDA

An agenda is a list of the subjects which a meeting is called to con-
sider. Matters not indicated on the agenda may not be dealt with by the
meetings. This being so, an agenda usually includes the items “Other
Business” in order to prevent urgent matters being shut out. The order
of agenda must determine the order in which matters are discussed by
members. If anybody objects to the order of the business, be can sug-
gest a different arrangement, but he must do it by way of a motion, to be
seconded and voted upon before the general business commences.
When the “ayes” and “noes” remain equal/ the motion or amendment is
rejected, since a proposal to succeed has to be carried by a majority.

The Organizing Committee should advise the Chair to fix the time
within the agenda for the members to know how much time is allotted
to main reports, general discussion, concluding speeches, how much
can be spent on elections and final resolutions, if so planed. The time
limits are usually approved by the first plenary session.

HERE ARE A FEW EXAMPLES OF AN AGENDA.
Agenda 1

1. a. Election of officers
b. Adoption of agenda
c. Organization of the Session
2. Report and discussion on the following items: (omitted)
3. Relationship with other relevant bodies
4. Recommendations
5. Date and place of next meeting
6. Other items

Agenda 2

1. Reading of the letters of apology for absence.

2. Chairman to present report of the work of the Council for the past
year.

3. Report of the Director-General.

4. Financial and budgetary questions.
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5. Election of officers for ensuring year:

e Chairman,

e Vice-Chairman,

e Member of executive committee in place of retiring member.
6. Any other business.

Minutes

At each meeting or a conference the Secretary or Rapporteur will
make notes from which the minutes must be subsequently written up.
Minutes as a rule show only main ideas of the speakers and deci-
sions recorded at a meeting. If reports are submitted to the meeting it is
not necessary to set them out in full; a reference in the minutes by
which the report may be identified will usually be enough. Of course,
every secretary will not draw up the minutes in exactly the same way,
but the following entries should be always concluded:
1. Speakers and short narrations of their speeches.
2. Motions in the precise form in which they are put from the chair.
3. Every question whether withdrawn, denied or superseded.
4. Name of the mover of every motion.
5. The names of those present who took part in the debate but ab-
stained from voting.
6. The chairman’s decisions upon matters of the order and statements
of collective opinion regarding practice or procedure.

Minutes I

The minutes of a meeting held on November 4™ 2009 were read by
the Secretary Mr. L. and signed by the Chairman Mr. N. Upon the mo-
tion of Mr. A. and seconded by Mr. B. it was resolved that the program
and other details of the presentations should be entrusted to Miss S. and
the Secretary, Mr. X. (votes 40 for, 4 against)

... An amendment was moved by Mr. D. and seconded by Mr. P.
that the sum be increased to $50; but this was rejected by the meeting.
The original motion was then put to the meeting and carried by a major-
ity of 20 votes.

Mrs. K. proposed and Mrs. R. seconded a motion that the Committee
of four be appointed as a Permanent Drafting Committee.

The motion was put to the meeting and carried unanimously.
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Minutes 11

The plenary Session of the ... Conference opened at the Massachu-
setts University on August 27", 2008 at 10.15 a.m.

To thrash out the business

[IpopaboTatk, yTPSICTH BOMPOC

To make alterations

BHectn usMeHeHus

To circulate typed copies

PacnpoctpanuTth ne4aTHbIN TEKCT

Drafting Committee

Penakimonnas KoMuccHs

The Acting Secretary-General declared open the first session of the
... and called for nominations for the office of Chairman.
Mr. M. made a statement the text of which is attached here to in ex-

tenso.

The meeting was suspended for a recess and was resumed at

11 o’clock.

Dr. P. nominated Dr. N., Mr. A. seconded the nomination. Dr. N.
was elected Chairman by acclamation.

Dear Colleagues,

I would like to thank you for the electing me Chairman of this Ses-
sion. We shall start with the discussion of the items placed on the provi-
sional agenda which includes the election of the officers and the forma-

tion of the Committee.

Then follow the speeches of the Heads of Delegations.

VOCABULARY
Agenda [oBecTka JHs
Amendment IMTonpaBka

To summon the meeting

Co3Barh COBEIAHNE

To reject a motion, an
amendment

OTKJIOHUTH NPEATIOKEHHE, TIONIPABKY

Hear! Hear! Bripaxxenne cornacust: Bepro! Ilpa-
BunsHO! Cornacen!

Rapporteur CexkpeTapb, BeAyIIHi IPOTOKOII COOpaHHs

Entry 3anuce

To withdraw the question

CHsATB BOIIPOC ¢ 00CYXACHUS

To abstain from voting

BosznepxaTtbes oT rosiocoBaHus (He ro-
JI0COBATh)

To carry a motion by a ma-

OnoOputh (IPUHSATH) IPEATIOKEHUE

jority of ... OOJIBLIIMHCTBOM
Minute [IpoTokoin cobpanus
To carry unanimously [IpuHsATH €AMHOLIACHO
In extenso [ToJsIHBIN TEKCT

By acclamation

[TpunsTH 6€3 roJ0cOBaHMs HA OCHOBA-
HUH €AMHOTYLTHOTO 0100peHust
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Exercise 1
Give the Russian equivalents for:

To consider a subject;

Indicated on the agenda;

To shut out urgent matter;

By way of motion;

To reject an amendment;
Relevant bodies;

An apology for absence;
Director- General;

Executive committee;

To submit a report to the meeting;
To include entries;

To abstain from voting;
Permanent Drafting Committee;
To declare open;

To suspend the meeting for a recess.

Exercise 2
Give the English equivalents for:

BrxurrouaTs paznudHbIE TyHKTHI,
Bo3pakaTs IpOTHB ITOBECTKH THS,
OTBeprarb MOIPaBKH,
[IpennoxuTh mompasky,
OpraHu3aiuoOHHbIN KOMUTET,
[IpuHATE TOBECTKY JHA,
W3BHUHSTBCS 32 OTCYTCTBHE,
[IpencraButh HOKIad,
HcnomHnuTeI5HBIN KOMHUTET,
IIpunsaTs ygactue B Acbarax,
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[Mopyuuts KOMyY-1100,
ITpUHATH €AUHOTIIACHO,
IMpeaBapuTenbHas MOBECTKA,
B0300HOBUTE 3aceqaHue.

Exercise 3

Give synonyms to the following expressions and word combinations:

To be against the agenda;

To suggest an arrangement;
To start discussions;

To be adopted by everybody;
To a success;

Not mentioned;

Other important bodies;
Questions, concerning finance and budget;
In the exact form;

To participate in the debate;
To put forward an amendment;
To stop foe an interval;
Continued at 11 o’clock;
Discussion of the points.

Exercise 4

Give antonyms to the following expressions and word combinations:

To exclude some items;

To object to the order;

The same arrangement;

A seconded motion,;

To reject an amendment;
Carried by a minority;
Opening speeches;

Real officers;

To disapprove of the agenda;
To set out reports in brief;
To take part in voting;

A final motion;

To be carried unanimously.
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Exercise 5

Fill in the blanks with suitable words and word combinations from the
text.

1. An agenda is a list of the subjects which a meeting is called ...

2. An agenda usually includes ... “Other Business”.

3. The order of agenda must ... in which matters are discussed by ...

4. The...... are usually approved by the first plenary session.

5. Ateach ..., the Secretary or Rapporteur ... from which the minutes
are written up.

6. ~Minutes as a rule show only ... ... of the speakers.

7. The following ... should be always included.

8. Anamendment ... by Mr. D. and ... By Mr. P.

9. The meeting was suspended for ... and was ... at 11 o’clock.

10. We shall start with the discussion of the items placed on ... which
includes the ... of officers and the formation of Committee.

Exercise 6
Complete the following sentences.

The order of agenda must determine the order in which ...

If anybody objects to the order of the business, he can ...

When the “ayes” and “noes” remain equal, ...

The time limits of the agenda are usually approved by ...

If reports are submitted to the meetings it is not necessary ...

. Of course, every secretary will not draw up the minutes in exactly
the same way, but ...

7. I'would like to thank you for ...

SR L
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Exercise 7

Use the following words and word combinations in sentences of your
own.

A list of the subjects; determine the order; suggest a different arrange-
ment; carry by a majority; fix the time; write up minutes; a majority of
20 votes; declare open; suspend for a recess; provisional agenda.

Exercise 8
Translate into English.

1. TloBecTka AHA — 3TO MEpPEYEHb TEM, KOTOPHIE paccMaTpUBacT COO-
panue.

2. Bormpocsl, He BKIIOYEHHBIE B MOBECTKY IHS, MOTYT OBITH paccMOT-
PEHBI COOpaHueM.

3. TloBecTka aHs ompezemseT HOPsIOK, B KOTOPOM PaccMaTpUBAIOTCS
BOTIPOCHIL.

4. Ecnu kT0-mu00 BO3pakaeT MPOTHB IMOPSIKA PACCMOTPEHHS BOIPO-
COB, 3TO MPEIIOKEHUE BBIABUTACTCSI, MOJIAEPKUBACTCS, a 3aTEM IPOBO-
JUTCS TOJIOCOBAHUE.

5. Ecim 4ucno ToNocoB «3a» M «IPOTHB» OAWHAKOBOE, TO MPEIIOKe-
HUE WM TIONpaBKa OTKIOHSIETCS.

6. IlpemnosxeHne WM MOMpPaBKa MPUHUMAETCS OOJIBIIMHCTBOM TOJO-
COB.

7. OpraHu3alMOHHBIA KOMHUTET YCTaHABIMBAET BPEMsl, OTBEICHHOE Ha
OCHOBHBIE JIOKNAbI, OOIIYI0 TUCKYCCHIO, 3aKIIOUNTEIbHBIC PEYH U T.1.
8. 00BIYHO cekpeTapb coOpaHUs BeAET MPOTOKOJI, COAEepIKalIUi Oc-
HOBHBIC UJICH BBICTYTAIOUINX U PELICHUS, IPUHATHIE HA COOPaHUH.

9. TIpoTOKOJI JOJKEH BKIIOYATh OCHOBHBIE 3alKCH (IIyHKTHI): KPaTKoe
U3JI0KEHUE pedell CIUKEPOB; KaXKAbIH BOIPOC, AaKe €CIM OH CHIT;
HWMEHa TeX, KTO BBIIBUTACT MIPEIIOKEHHS U IPYTYI0 HHPOPMAIHUIO.

10. IIpencenatens cobpanusi Hadal OOCYXIEHHE MpeaBapUTEIbHOIM
MOBECTKH JTHS, KOTOpPasi BKIIOYAET BHIOOPHI KOMUTETOB.
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Exercise 9
Answer the questions.

1. What document is called an agenda?

2. What does the order of agenda determine?

3. How can a delegate object to the order of business?

4. s the motion rejected when the votes “for” and “against” are equal?
5. What items are on the agenda?

6. Who is responsible for writing up minutes?

7. What entries should be included in the minutes?

8. What is the procedure of putting the motion to the meeting?

9. What items may be placed on the provisional agenda?

10. Can delegate take part in the debate but abstain from voting?

Exercise 10

Dramatize the following situations.

1. Bamr komnera cmpammuBaeT Bac, 4To BXOOUT B TOBECTKY JHS.
OOBSCHUTE €My, YTO 3TO NEPEYCHb BOIPOCOB, KOTOPHIC JTOJHKHO pPe-
IIUTH COOpaHue.

2. Cmpocute y cekperapsi, KakoB MOPSAI0K MmoBecTkH MHsA. OH OTBe-
4aeT, YTO MEPBHIi BOMPOC — BEIOOPHI OPTKOMUTETA, BTOPOU — MPHHSATUE
TIOBECTKU JHS, TPETUN- OPTaHU3AIUS CECCUHU.

3. Bac uszbpanu nmpencenarenem komutera. OOpaTuTech K KoJuieram
co cnoBamu OnarojapHocTH. OOBSIBUTE MOBECTKY IIHS 3aCCIaHUS: BBI-
OOpBI PeaKIIMOHHONH KOMHUCCHH, PEKOMECHJIAINY, (PUHAHCOBBIC BOIIPO-
CBI, BpEMS U MECTO CIEAYIOIIETO 3aCeIaHus, IPOYUE BOIIPOCHL.

UNIT 5
CONCLUSION OF THE CONFERENCE

A scientific, cultural or political meeting may decide to adopt some
resolutions or appeals to crown its work.

Provided there is an elected Drafting Committee presentation of its
report in oral or written form is not usually followed by prolonged de-
liberate discussion. The draft resolution is studied thoroughly by dele-
gates and they are free to make any alternations, propose a full text of

32



their own version or even prepare a new resolution. All that is done in
the form of a motion.

When motions are brought certain alternations may be suggested and
these alternations are spoken of as amendments to the original motions.
Amendments may take the following forms:

1. Words may be omitted from the original motion.

2. Words may be added.

3. Words may be replaced by other words.

As a rule, questions arising at any meeting shall be determined by a
simple majority of the votes of the members present and voting on that
question, if not ruled otherwise.

In case of the equality of the votes the Chairman shall have a second
or casting vote.

If someone insists on addressing the meeting against the wishes of
the Chair, it is for this member to propose “that the question be now put
to the vote”. A motion “that the question be not put” can be moved at
any time during a debate, but if the closure of the debates has been sec-
onded and carried by the meeting, the offender must give way.

The motion “that the Board proceeds to the next item of the agenda”
can be moved and seconded at any time during a debate.

When a good reason can be alleged, such as the late hour of the sit-
ting or the absence of any necessary member or the want of time to
scrutinize a text, a motion to adjourn the meeting may be brought. If it
is seconded and voted upon, it is wise to intimate to members the time
and place of a fresh sitting. An adjourned meeting being really a con-
tinuation of the former original one, no new business may be under-
taken and members who have spoken may not do so again on the same
subject.

It is uncommon thing at meetings when voting is conducted by a
show of hands especially when the numbers on the two sides are about
equal, for someone to rise and cast doubts on the accuracy of the result-
ing figures. When this occurs, the only thing to do is to have the voting
again by poll. A poll however can only be demanded immediately the
figures of the vote are announced and the demand must be in writing.

Now that all business is done and the meeting as coming towards the
end the final duty of the Chairman is to call upon a member to make a
vote of thanks.

This custom is considered in Britain and elsewhere to be very con-
venient to express gratitude to the Chair, the contributors, the sponsors,
the audience and services and etc. In this closing speech the speaker
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should try to mention favorably as many names as possible, good hu-
mor being highly appreciated in this case.

Here are some hints to match the occasion.

Mr. Chairman, Ladies and Gentlemen,

I have to ask the members to confirm my authority to express our gen-
eral satisfaction with the wonderful way the Chair managed to pull the
overload Noah Ark of our Conference through the gorges of headed
debates to this successful final...

From the very beginning we felt that our Secretaries were obviously
determined to handle the situation on a businesslike manner when they
deprived those who did not attend the scheduled sittings of the much
needed copies of the papers...

Sometimes a Conference does not plan to adopt any resolutions — espe-
cially scientific Congress. Instead it may simply adopt a document
based on the minutes which is called Final Report, Resume of the Pro-
ceeding or otherwise.

VOCABULARY

To cast doubts [locTaBUTh OJ COMHEHHE

Recalling that YuuteiBasd, 41O ...

Considering that Wcxomst u3 Toro, 410 ...

Noting that Otmeuast, 4To ...

Noting further Otmeuas nanee

Terms of reference [TomHOMOUHS

Working party Pabouas rpyma

Order of priority O4epeTHOCTh

Matter of priority [lepBoouepenHOi BONpoC

Casting vote lNonoc, parouuii mepesec

To propose that the question to | [Ipemmoxuth mocTaBuUTh Ha 00CYyX-

be put JIeHUE

To adjourn a meeting [lepeHnecTH, npepBaTh 3aceiaHue

A poll [Toxcyer rojgocos

Vote of thanks brnarogapcTBeHHasA, 3aKIIOUHUTENb-
Has pedb mepes 3aKphITHEM KOHpe-
pEHLIUH
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REMEMBER THE FOLLOWING EXPRESSIONS:

I think that ... S gymaro, 4To ...

I have a question (a comment) Y MeHst ecTh BOIpocC (3aMeuaHue)
It must say that ... Hapo ckazarts, 470 ...

Do you consider that ... Cuwmraere s Bol, uToO ...

What is your opinion on ... KaxoBo Barie MHeHmMe ...

In my opinion, to my mind ITo-moemy ...

Exercise 1

Give the Russian equivalents for:

To adopt a resolution;
In oral form;

To study thoroughly;
In the form of a motion;
To suggest alterations;
To omit (add) words;
A casting vote

An offender

To scrutinize a text;
An adjourn meeting;
To demand a poll;

To express gratitude.

Exercise 2
Give the English equivalents for:

[IpuHATE PE30ITIONHIO;

[IpoekT pe3omtouy;

BHecTn n3MeneHus;

PaBeHCTBO roJI0COB;

BrecTtn npemioxeHue;

INonoc, maronuit mepesec;
CTaBUTH Ha FOJIOCOBAHHE;
TrmarensHO pacCMOTPETh TEKCT;
OTI0XUTEH cCOOpaHue;
BrIpasuth 011aro1apHOCTb;
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e [leperpyxenusiit HoeB Kouer;
e B nenoBoil MmaHepe;
e [locemars 3amIaHUPOBAHHBIE 3aCEJAHUS.

Exercise 3
Give synonyms to the following expressions and word combinations:

To present orally;

To take a resolution;

To study carefully;

To make changes;
Greater part of votes;

To put forward a suggestion;
During a discussion;

To put off the meeting;
The final figures;

To vote for thanks;

To suit the occasion;
Hot discussions;

To manage the situation;
To express gratitude;

A point of the agenda.

Exercise 4
Give antonyms to the following expressions and word combinations:

To omit words;

To reject a resolution;
To study carelessly;

A minority of votes;
According of the wish;
Presence of a delegate;
A common thing;

The first duty;

In oral form;

The opening speech;
Under loaded;
Non-needed copies;
Unsuccessful beginning.
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Exercise 5

Fill in the blanks with suitable words and word combinations from the
text.

A scientific meeting may decide to ... some resolution.

The draft resolution is studied ... by delegates.

The delegates are free to make any ... or prepare a resolution.
Alterations are done in the form of ...

Words may be ..., added or ... by other words.

Questions are determined by a ... ... of votes.

In case of equality of the votes the Chairman will havea ... ...

If the closure of the debates has been seconded and carried by the
meeting, the ... must give way.

9. When the Hour of the sitting is late, a motion to ... the meeting may
be brought.

10. In case of doubts on the ... of the resulting figures, they have the
voting again ... ...

11. In this closing speech the speaker should ... as many names as pos-
sible.

12. A conference may not ..., it may simply adopt a document based on
... which is called final report.

PN R WD =

Exercise 6
Complete the following sentences.

1. Amendments take the following forms ...

2. As arule, questions are determined ...

3. If someone insists on addressing the meeting against the wishes of
the Chair, ...

4, If ..., the offender must dive way.

5. A motion “that the Board proceeds to the text item of the agenda”
canbe ...

6. When a good reason can be alleged, a motion ...

7. It is no uncommon thing at the meeting when ...

8. The custom is considered in Britain and elsewhere to be very con-
venient ...
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Exercise 7

Use the following words and word combinations in sentences of your
own.

To adopt a resolution; to make alterations; by a majority of votes; a
casting vote; an offender; a motion to adjourn the meeting; a show of
hands; to demand a poll; a vote of thanks.

Exercise 8
Translate into English.

1. Hayunas xoH(epeHIHs MOXET NPUHATh KaKue-HUOYIb PE30ITIOLHH.
2. TIpoeKT pe30aronny TIIATEIFHO U3yYaeTCs JIeJIeraTaMH.

3. Jlemeratel MOTYT Jenarh Jr0Oble U3MEHEHUS B PE3OJIONNH U AaxKe
MOJTrOTOBUTH HOBYIO PE30JIOLHIO.

4. H3meHeHUs pe30IONUU IPOBOISATCS B BUJIE MTPEITIOKEHUN.

5. Kak mpaBmio, BOIIPOCH], BO3HUKAIOIIME HAa COOpaHWU, peIaroTcs
IPOCTHIM OOJILIIMHCTBOM T'OJIOCOB MPUCYTCTBYIOIINX.

6. B cnyuae paBeHCTBa TOJIOCOB, IpeAcenaTeNlb UMEET BTOPOH MU
peLIaroImuii royoc.

7. eciy KTO-TO XOYeT OOpaTHThCS K cOOpaHUIO MPOTHB BOJHU Tpeace-
Jatens, BOMPOC CTABUTCS Ha TOJIOCOBAHUE.

8. MOXXHO OTJIOKUTBH COOpaHue, eClId OTCYTCTBYET HYKHBIH JeJierar.
9. Ecnm ecTh COMHEHHE OTHOCHTENBHO TOYHOCTH KOHEUHBIX LUQD
TOJIOCOBaHMS, MOKHO HEMEUIEHHO MOTpeOoBaTh MOBTOPHOTO TOJOCO-
BaHMUsL.

10. IMocnenuss o0613aHHOCTH MpeAceaaTeNs — BBI3BAaTh YICHA COOpaHUS
IUISL 3aKJTIOYUTENBHOM, 0J1aroJapcTBEHHON pedr MpencenaTelio, ceKpe-
Tapuarty, CIOHCOpaM | T.J.

Exercise 9

Answer the questions.

May a scientific meeting decide to adopt any resolutions?
How is the draft resolution studied?

What alterations may be done?
What happens when the votes are equal?

el S
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Can a motion be moved at any time if the debates?
In what cases can the meeting be adjourned?
When can a poll be demanded?

What is the final duty of the Chairman?

What does the Chairman say in his closing speech?

DO XN

Exercise 10
Read the dialogue. Dramatize it.

- How do you do Mr. White. | have a few questions to make. As far
as know you are a member of the Drafting Committee, aren’t you?

- Yes, I am. As you know, we’re decided to adopt a resolution to
crown our work.

- The fact is, Mr. White, I’ve looked through the draft resolution
and I must say that it needs some alterations.

- I quite agree with you, Mr. Roberts. In fact all the delegates must
study it thoroughly and make any alterations or even prepare a new
resolution.

- Isee, Mr. White. In what form is it done?

- All that is done in the form of a motion. The question is deter-
mined by a simply majority of the votes. I think it’s very democratic.

- But what if there is an equality of the votes?

- Oh, that’s very easy. In case of an equality of the votes the
Chairman will have a casting vote.

- And if I rise and cast doubts on the accuracy of the resulting fig-
ures, will you allow me to take the floor?

- Why not, Mr. Roberts. When this is the case, the only thing to do
is to have the voting against by poll. But don’t forget that a poll can
only be demanded immediately the figures of the votes are announced.
It must be in writing. What is your opinion on the procedure?

- Oh, ’m quite satisfied. It has been thoroughly considered. I’d like
to express my complete satisfaction with the work of the Committee.

- Thank you, Mr. Roberts.
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UNIT 6

Read a few invitation letters and replies to them. You will find in them
all you need when such letters have to be written.

First of all special attention should be paid to forms of address and
conclusion. The forms of address usually used in official letters are:

Dear Sir,

Dear Madam,

Dear Colleague,

Dear Prof. X.

The word “Dear” has no meaning other but formal. Sirs or Gentle-
men are used in addressing a body like a board or Committee.

The forms “Dear Mr. Ray, Dear Mrs. Black, Dear Prof. Green, etc.”
are used when the writer is on a familiar terms with his correspondent.

The form Dear Miss is never used. It must be either Dear Madam or
Dear Miss Berg.

The conclusion now in use for official letters is:

Sincerely yours (Yours sincerely)

Faithfully yours (Yours faithfully)

With best regards.

It should be remembered that nowadays official letters are written in
plain, simple, everyday English. Say what you mean in as few words as
possible. Use short, direct sentences and avoid unnecessary information.

Here are some specimen letters that may prove useful
Invitation:

Dear Madam,

It gives me great pleasure to extend to you a formal invitation to at-
tend our Congress that will be held in London in May, 2009. The Orga-
nizing Committee has been working with great enthusiasm to prepare a
program that will be both informative and enjoyable. We are confident
that your presence will contribute toward making the Congress an out-
standing event.

We should be very grateful if you would let to know, whether you
agree to participate. If you wish to make a contribution, please, let us
know its tentative title.

Sincerely yours. (signature)
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Dear Prof. ...

Our Preparatory Committee would like to know whether you will be
able to attend the Seminar on Communication problems that was agreed
at our meeting in London last year.

We enclose here a preliminary program for the seminar to be held in
June 2009. we hope there will not be any substantial changes.

The Committee unfortunately has no funds to provide for travel and
accommodation expenses of the participants.

We should very much appreciate if you accept our invitation and
chair one of the Seminar sessions.

With best regards. (signature)

Reply:

Dear Sir,

I have a pleasure to acknowledge the receipt of your letter of March
12, 2009.

Our Institute consider the ... meeting of experts very important and
we look forward with great interest to participate in it. May I ask you to
send us the working documents at your earliest convenience?

On behalf of my Institute I would like to express our gratitude for
the extension of your invitation.

Sincerely yours. (signature)

Dear Sir,

Unfortunately I received your kind invitation too late to prepare my
contribution for the Congress you have initiated. In addition to that I
have some previous engagements which, I’m afraid, would be most in-
convenient for me to cancel.

It was exteriorly inspiring for me to find in your letter a few words
appreciating my studies. Thank you.

Sincerely yours. (signature)
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Dear Sirs,

I have received your kind invitation. It appears from your letter that
the Seminar will take placein June. It makes my participation impossi-
ble because of my previous engagements.

I should like to inform you that I shall be waiting for a new opportu-
nity of meeting my ¢ colleagues. I wish every success to the Seminar.

VOCABULARY

I remain,
Sincerely yours. (signature)

Official letter

OdunmanbHOE MUCHMO

To be in familiar terms

brITh B APYKCCKUX OTHOUICHUAX

Specimen letter

Oo6pa3zel nucbMa

Prove useful

Oxa3arbscs MOJIE3HBIM

To extend an invitation

[Tpucnare npuriameHue

A formal invitation

OdunmanpHOE MPUTIIAIIICHUE

To be held

CocrosThCs

Informative program

CopeprxaTenbHas MporpaMMa

1.To contribute towards (to)
2.To make a contribution

Brectn Brian (B)

To provide the expenses

Omnatuth PacXoabl

To chair a session

HpeHCGHaTCHLCTBOBaTL Ha CCCCHH

With best regards

C HAWTYYHIMMHU MMOXKCIIAHUSIMU

To acknowledge the receipt

HO,I[TBCpI[I/ITL NOJIYYCHUC

Look forward to

C HETCPIICHUCM OXKUIAATh

On behalf of

ITo nopyueHuto

Previous engagement

[IpenaBaputenpHOE 00SI3aTENBCTBO,
JIOTOBOPEHHOCTh

It appears from your letter ...

N3 Bauiero nucbMa clienyer ...

Tentative title

[IpenBaputenbHOe Ha3BaHUE, 3a-
TIIaBUe

Exercise 1

Give the Russian Equivalents for:

e Specimen letter;
e To enclose a program;




In plain English;

To avoid unnecessary information;
To extend an invitation;

A tentative title;

To initiate a Congress;

To cancel a previous engagement;
To provide for travel expense.

Exercise 2
Give the English equivalents for:

ITpurinacurenbHOE MUCHEMO;

OdunmnansHOE NpUTITALICHHUE;

OTnpaBuTh NpUTIalIcHUEe Ha KOH(EPEHIIHIO;
Hckpenne Bau;

3aKIIOUUTeNbHAs YacTh MMUChMA;

[IpocThIM S3BIKOM;

W36erats HeHYyxHOU MH(DOpMALNY;
IToAroTOBUTH COAEPKATENBHYIO IPOTPaAMMY;
Buectu cBoii Bknam;

IIpunATE cornameHue;

[MpuHATH yuacTue B KOH(QEPECHLIUH;
OTMEHUTD MpeapIayLee NpUraleHue.

Exercise 3
Give synonyms to the following expressions and word combinations:

The end of the letter;

On friendly terms;

In simple English;

An example letter;

To send an invitation;
Thankful,

To participate in Congress;
To attend the Seminar;

It will take place in June;
To pay for accommodation;
To give up an earlier engagement.
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Exercise 4
Give antonyms to the following expressions and word combinations:

Official letter;

On official terms;
In formal English ;
Not sure;

Absence;
Unimportant event;
Final title;

Minor changes;

To accept invitation;
Discouraging;

To wish failure;

To make possible.

Exercise 5

Fill in the blanks with suitable words and word combinations from the
text.

1. Special attention should be paid to ... ... and conclusion.
2. Sirs and Gentlemen is used in addressing ... .

3. Nowadays official letters are written in ... English.

4. Use short, ... sentences and avoid ... information.

5. Here are some ... letters.

6. Our Congress will be ... in May, 2009.

7. The program is both ... and enjoyable.

8. We ... here a preliminary program.

9. We should appreciate of you ... our invitation.

10. We look ... with great interest to ... in it.

Exercise 6

Use the following words and word combinations in sentences of your
own.

To form of address and conclusion; plain English; to extend a formal
invitation; informative program; to make a contribution; to participate;
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to provide for accommodation expenses; to chair the Session; receipt of
the letter; to have previous engagements.

Exercise 7
Write a few letters to your colleagues.

1. OGpaTuTech K CEKpEeTapi0 MOATOTOBUTEIBHOIO KOMHUTETA, MHUCC
Cwmurt, ¢ 0maroapHOCTBIO 32 NpUCIaHHOe Bam oduimaibHOE mpuria-
LIeHUe Ha KOH(epeHuuu 1o dkosoruu. Ilobnaromapute Takxe 3a mpu-
J0KeHHBIe paboune JOKYMEHTHI KOH()EPEHIHH.

2. HamumunTe MHCbMO B OpPraHU3AllMOHHBIH KOMHTET W BBIPAa3HTE
COXaJIeHHE B CBS3M C TEM, YTO MOIYYWIN NPUTJIAICHHE CIUIIKOM
no3ano. Kpome Toro, y Bac nmerorcst mpeaBapuTenbHble 10TOBOPEHHO-
CTH, KOTOpble BBl HEe MOXkeTe OTMEHUTH. BbIpazuTe yBEepeHHOCTb, YTO
OpUMHUTE y4yacTue B cienyiouled KoH(epeHIHH Mo 3Toi mpodieme.
[Noxenaiite ycrexa KOHGEPEHIUY.

3. Hanummre mucbMO B OPTKOMHTET CEMHHAapa MO WHTEHCHBHBIM
METO/IaM BEJCHHS CETILCKOTO X03sicTBa. Bhipasure cBOIO MpU3HATENb-
HOCTb BO3IJIaBUTH OJIHY M3 Komuccuil. [lonmpocute mpucnath npensapu-
TEJIBHYIO IPOTrPaMMy.

4. HamumuTe MUCBMO B pelakUUOHHYI0 KomuccHio. [loGmaromapu-
Te 3a oUUIUaATBEHOE TPUTJIALICHHE U COOOIIUTE MPHOIN3UTEIbLHOE Ha-
3BaHUE JOKJIaa.

UNIT 7
ROLE PLAY

CONFERENCE
1. A good report requires a lot of preparatory. Some specialists distin-
guish the procedures enumerated below.

Read all of them and:

a) determine four of them which you find to be the most important;
b) arrange all of them in the proper order;

c) divide all of them into three groups:

Planning stage.

Script stage.

Rehearsal stage.
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1) Recording the presentation on audiotape.

2) Recording the presentation on videotape to control body language.
3) Planning the presentation (aim, time, place, length, form).

4) Writing the presentation out in full.

5) Producing a plan.

6) Writing down all your ideas.

7) Choosing the best demonstration materials (documents, pictures,
photos, slides; diagrams, tables, graphs, charts, objects, models, etc.)
and handouts.

8) Producing demonstration materials and handouts.

9) Reading the script.

10) Producing cards with the notes of the presentation.

11) Using a marker to underline the most important ideas and facts.

12) Transferring the most important things into cards.

13) Timing the presentation to fit the available time.

14) Rehearsing the whole presentation from the cards.

15) Reducing the script if necessary.

16) Arranging the cards.

2. The planning stage is really important. At this stage you should pro-
vide answers to the seven basic questions: why? to whom? what?
where? when? how long? how? Say what is meant by these questions
matching the questions on the left with the information you need to an-
swer them on the right.

why? a) what the audience knows about the subject, their
status, age, culture, specific interests — the information
you present should tailor their needs

to whom? b) the aims of your report, those evident and hidden
what? ¢) the subject matter of the report
where? d) the place where the report will be delivered (a large

conference-hall, a small meeting room, with the help of
a microphone or without it, etc.)

when? e) the time (the first report, the last one, after or before
the break, in the evening, etc.)

how long? f) the length of the report is determined by many factors,
but generally try to make your talk reasonably short

how? g) the format, or form of the report including the use of
demonstration materials and handouts.
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3. The next stage is co-called script stage when you are writing the text
of your report. To some extent it is possible to speak about the typical
language used. As far as the structure is concerned, usually we can find
three main parts in reports: introduction, main body, and conclusion. As
for the main body of the report, specialists as a rule do not have any
difficulty in presenting the problem they are working at. But it is not so
easy “to frame” it following some universal rules and language. Now
you will get acquainted with the main rules which will help you to be a
success.

a) First of all we shall deal with the main sections of the introduction
given below and their functions.

Opening Signals of the start To gain the attention of the
audience or the people near
you in the presidium.

Good. OK.  So.

Right. OK. Right then...

Shall we begin?

Can I have your attention, please?

2. Say which of them are:
a) the most formal; b) the most informal; ¢) neutral.

Greeting the audience

1. Read the following expressions:

Greeting to the audi- | To greet the audience.

ence

Self-identification To introduce yourself or to
thank the person who intro-
duced you.

Creating a positive | To attract attention, to give
emotional atmosphere a smile, to tell a joke, to ask
for something, to do some-
thing memorable.

Stating the To define clearly the pur-
target pose of your report.
Providing an To outline the main points
overview of the report.

Stating the To inform the audience of
rules the length of the report,

what action, if any; is to be
taken, the time and the form
of questions.

Signaling the start
1.  Read one of the sentences to signal the start.

Right. OK.  Now then...  Let’s start/ begin / get started / make a
start.
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Good morning (afternoon, eve- | ladies and gentlemen.
ning) friends and colleagues.
Hello, everyone / everybody
On behalf of

I’d like to welcome you to ...

Welcome to ...

I’d like to extend a welcome to ...

2. Say which of them are:
a)  the most formal; b) the most informal.

Self-identification
You usually introduce yourself using the following models:

Let me introduce myself.

My name is ...

As you already probably know ...,
I'm...of ...

I represent ...

I work for ... as ...

In order to create a positive emotional atmosphere you can give a
smile, tell a joke, put a question or you can say:
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It is my privilege today to be talking to professional experts in this field.
Now introduce yourself to the audience.

Stating the target

It is necessary to define the purpose of your report at the beginning
to help the audience to follow you.

Speaking about the target we can use the words: target, goal, objec-
tive, purpose, main aim.

My goal today (now, this morning ...) is to analyze (to present) ...

The goal of my (this) report (my (this) presentation) is to inform (to dis-
cuss, to review, to consider, to identify, to report) ...

Besides, I’'m going to ...
I would like to ...
I’'mhere to ...

You are a participant of an international scientific conference and
represent your university. Greet the audience, introduce yourself
and state the target of your report as a beginner of your presenta-
tion. Don’t forget to give its title.

Providing overview

It is a good if it is possible to structure your report. You can use the fol-
lowing language to inform your listeners about it:

I’ve divided my report into three parts (sections) as follows: ...
I’ll be developing the following problems in my report ...
My report will be in three parts: ...

Stating the rules

At the beginning of your report it is good to inform your listeners of the
time the report will take, whether handouts will be provided and the
slides demonstrated, when questions can be asked.

1

I’m going to speak for about | a quarter of an hour
half an hour

2. If you have any questions [ will be glad to answer them at the end of
my report.
3. If you don’t understand please stop me.

Return to the scheme “Introduction” and illustrate all the stages of
it with the phrases and structures you have learned.

Conclusion

Summary You repeat briefly the main points
of the report or give a summary of
the main proposal or conclusion.

Closing You thank people for their atten-
tion and invite them to ask ques-
tions.

a) Here you can find some useful expressions:

your attention
Thank you for being attentive
listening to me attentively
You are welcome to ask questions
Feel free
If you have any questions, I’'ll be glade (pleased, happy) to
If there are any questions, answer them

| The report will take about | 10 minutes
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b)  Finish your report or presentation by addressing the audi-
ence.
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Role Play

More and more people are concerned about environmental problems.
There appear a lot of articles in newspapers. There are special
movements for environmental protection, “Green Peace” is among
them. A lot is being done at the government level. But all the decisions
taken should be based on scientific research. That is why conferences
on ecological problems are very important not only for the specialists
but to the public as well. The International Conference “The Environ-
mental Problems Today” will be held in Dreamland.

Participation

You can use your own name if you like. Prepare your business card
(first name, last name, profession, address, telephone number, the insti-
tution you represent).

Choose one of the topics from the list you are especially interested
in. (If necessary you can add your own.)

Topics
Air pollution.
Water pollution.
Noise pollution.
Pollution in cities.
Pollution by industries.

M

Read the invitation you have received and fill in the registration
form.
The Environmental Problems Today

25-27 May 2009
Hotel Hilton, 20 Bush Avenue,
Star City, Dreamland

The conference is designed to give you the information you need on the
important issues of environmental protection in your industry. The confer-
ence will provide you with solutions to your questions; you will also get a
chance to address the audience on challenging issues of ecology.

Please send your registration card and summary of your report.
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Registration form
[ Yes! I would like to register for “The Environmental Problem To-
day”
25-27 May, 2009
Please complete and return to:
Global Forum, 22 Bush Avenue,
Star City, Dreamland

Name (Mr/Ms)

Position

Firm/company

The name of my report

Address

aty Post
Code
Country

Telephone Fax

Please register me for the conference. I have enclosed my cheque for $
200 made payable to: Global Forum.
Please add me to your mailing list [
The conference language is English.

Topic:
Summary:
Key words:

Prepare the text of your report, visual aids, handouts and the necessary
equipment using the materials given or which you can find yourself.

On your arrival at the conference find the program and make your
report. Listen to other speakers, put at least three questions to some of
them.
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Chairman

According to the official program of the conference you are to open
it pointing out the importance of the event, its main goals, and the num-
ber of the participants. You are to introduce all the speakers, to conduct
all the competition and to close it.

This is the way you may open the competition:

LADIES AND GENTLEMEN! DEAR FRIENDS!

WE HAVE GATHERED HERE TO ...

WE ARE VERY PLEASED WITH THE FACT THAT ... PEOPLE
OF DIFFERENT PROFESSIONS FROM ... COUNTRIES TAKE
PART IN OUR CONFERENCE. LET ME INTRODUCE
FROM ...

HE/SHE IS ... BY PROFESSION ...
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