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MODERN APPROACHES TO FORM AND PERFECT STUDENTS’ PROFESSIONAL
WRITING SKILLS IN THE PROCESS OF TEACHING BUSINESS ENGLISH IN HIGHER
EDUCATION INSTITUTION
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Abstract. The global social and economic changes have intensified the close personal and
business contacts between the representatives of different countries. In today’s world the number
of people who are traveling abroad on private or business issues are growing. Accordingly, it is not
surprising, that there is a pressing need for such employees who with their high professional skills
can communicate fluently in English. In today’s competitive job market one of must-have Skills is
undoubtedly, the effective skill for business correspondence. All types of business correspondence-
letters, email messages, memos, CVs, resumes, reports, minutes and many other documents must
be tailored in a proficient, comprehensive, and informative way. In the process of formation
professionally oriented foreign language skills it is necessary, that teaching process should be based
on really motivating, interesting and stimulating activities.

The article gives the detailed analysis of the role and importance of modern teaching
approaches (Task-based and student-oriented) and strategies in the process of teaching business
writing to EFL students. Some models of professionally oriented techniques and drills are
illustrated in the given article.
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93939 99330l OO YIMOE®IYdS 56 9J3939. FoLHo3wdgE0 IHTMYOILS s 53539
©OML  dMboGHMMobal  MF93l  bLEHMIBEIOL. LEH™MPIBEHIdO  BMIMLOMGIMGIO D06
3009603530009, 95Wds» NBOM  FgEHO©  3MMIIGHI@mdOL  bobxbg, 0Md3s ISl dgBo

gOO>©E)ds d0d)3be 9H3bg 93603>-
3. 50m3960L 899009 - 565w 0BO S 305dBH03d.

dobffogzengdgero 3mBomdl 3m63MgGME 9bmdm03 Lo3omMbydBY, MHMIEgdoE o3l 0Bgbl
d9m6Mg 933Dy  (BmboBHMM0obgaol  gobbm®mEogargdolsls  dsbffogargdgrms  MIMOZEgLMds
0603b6ogb Bmpo 99g30mIL s LEAHWMIbGHMS  3MB3IMYHM  LoFoMmMmgdsms  BylbsL).
d90LHogargangdo 3mb396GM0MgdMWgdo 33900 9bmd®m0g30  893MAgd0L sbseroBbY,
o3 IgbodergdEmdsl 0dergzs, MM 369 Imdsbg 0dbgb 9J396G0 dosdsbowro, 53
3d03oMmMgdom  Sgmo  LobEGIMo  FMJomds  LosHobsdo 0dbgds 0dols GMI, M™I
d90LHogargangdo dgdymddo 99dengdgb bgdolidogMo  gbmdMozo LoMmwol sdwg3sl.
535090900l FgMPg30Lsl  Fom35eolobgdmo osdE03mo  3M0b(3030-056M 0306
0oLl gb. 30§94gdm G9Mgd0m BoMBH030 Lobols 53E03MdYI0IB O J9WIZWOZIOHM WROM
609ol39b.

LEAHMIPEGHDY MO0g6GHOMIOdMwo doEymds (a learner-centered approach) ULogdosbo
306983696300l §gMol LHogangdolisl LogMdbmdms HBM@OL Fosm dmEH035305L  3MEboL
3906353905056 J085MH1gd580. F9aL[o3wgegd0 56 5MEOsb sL0Mo Algbyrrgdol Gmerdo,
565990 959G IMbsfomgmdgb 3mbol IMBEGdOLS s FoMB539d0L 3MIMEgLA0. oo
d9L5dEgOMds  9GIG390 M35 J0oEMb  JoIHY39BHOWGds, ™v) MHMIgwo  gbmdMHO30
dobogrols  98mygbgds  0dbgds  Jobsbdghmboero  ImEgdmo  3mb3MYGHMEO I35 gdOL
LobO9gdo dmboY395650. 39oMP0 259MPOL BLOWOESGHMMOOL MHMETo s 5O IMOoMbMIL
900000909008 135w EIOMEM  FGuOMIEGOSL. O35 GdGOOL  EILEWMEgdOL 999
LGMI6EHJd0 SHYbID MMPOIONIMBEHOMEL s 33700 F93EMIYOOL SVMOEILS S
3650DBL  39oMPmMb 9O  565FIOMIWMDOm.  5gGH03MdJO0  FMOZHRGOMZBO O
65O 3bm3zMmgd0LgM LoEMeE0gdmsb doduodoMo JosbErm3z9dvwo by 0ymU;
bb35335M5@ O™I 300350, LAHIRIEAIBO JOMEZMO© 1339 09IBID 3OIZINL BIMFLOWYDL
00 bEgYOHMJo 3MFoMBOLY, Mo Boo F9aEYMITo 3OMBYLOO FMEZHIMIOLOL VY30EMIWS©
dmgobmgqdsom (Horea, 2017, 968-970).

LHO3egool  BHMOIOEOEo  8g0M©YOOLLRSD  AobLbgsggdom 53  doyMdgdol
M30653HLMdS 08590 IEYMI>MYMOL, MM bGMIBEJOL LodsEgds 93500 BMIMLOMGdS
dm5bEobMb Mgo® 30603530009 Lsbsd, bmerm Jgdamd 30 dmobobmb gbmdMogzo
5650bo. LEHMIBEIO0 99393056 939bGHWMMO  3MBMB035309d0LsMZ0L  sTIBILOSMYdYE
LoG¥)9309080, M3 LOFEGISL 5393l Jom J5dM0Yabmb ygzgas 9bmdMm0g0 MHglydlio MM
096053930 455OMZ96 0530 Bo3MIb03o30M 5TMEFIBIL. gm0 5gEH03Mds Bomes 5639690l
bEAMI6EHIOL Fomo 9bmdMmOZ0 333939630900l Femdol LMLE s dwogH Fbocggdls, qu
90 M85 29bL3MMMYO0m 3OHMOMIGIwos  gabfagegwms JgMHgmewr xa539gddo, Looa
LEAHMEIBAHIOL  oblbgs390Mo  9bMdMOZ0  MbsM-B393980  205Bb0sm @S Tglodsdobo,
BmQ0gMH 0 Bomyobo MBOHM 1939009L5 SMYIEGOL 363MGEHME OZ5WYISL, DMAO 30 MBOM
39 993MAsL I3z9dL. Fgabfogergegdo 0d9696 @oM339Me 498M(30WgdsL s (3mEbLL
15329560 BodgEY39wm 5gdEH03009d0L MbsM-B393900L MbOL Tgliobgd.

169



PHILOLOGICAL RESEARCHES FOMMEMMZ0MM0 336M)3700

939000 3my3560¢0 435943V Fog90mgd0 LYo LobgeEddM3569WMdOEIB, HMYMOOES
Business Letters For All (Naterop, Weiss,Haberfellner, 2008: 104-108) cos Writing Fitness,
Practical Exercises for Better Business Writing (Swenson, 1988: 9-70) obycrolmé 965%9 bogdosbo
306M93mbYbEooL LHI3EGdOLMZ0L AoB3MmmM3zboo  Modgbodg LogsGrxodmms Mo,
(g ms 459mygbgdsg LHogangdol 3OmEglbdo doBsbdghimbows doy3sBbos:

EXERCISE # 1—SPELLING [Swenson]

The sentences below contain ten words commonly misspelled in business

communication. Correctly spell the word in brackets. (Note: hyphens may or may

not indicate missing letters.) Compare your answers with the correctly spelled

words on the next page. Look up any words you misspelled. Memorize the

correct spelling using the procedure outlined above.

1. Your request is not (consist-nt) with company policy.

2. The meeting will be in our branch office near the (capit-1) building.

3. An (exten-ion) of benefits will be offered to all employees.

4. Compensation and benefits are (sep-rate) issues.

5. The new policy will (super-ede) the old one.

6. Please refer to the instructions on the (pre-ding) page.

7. The manager said that it (oc-ur-ed) to him that the employees needed more

information about the project.

8. What they (of-er-ed) was unacceptable.

9. How will the new plan (ben-fit) the organization?

10. Another study is an (un-ec-es-ary) way to spend money

EXERCISE #2—SPELLING SHORTCUTS

Following are three handy shortcuts to improve your spelling. (1) If a word gives

you trouble, deliberately mispronounce it, emphasizing the troublesome part of

the word. To fix the spelling of words such as separate and benefit in your mind,

say “sep-ay-rate,” “ben-ee-fit.” (2) Look for little words in big words. Noticing

the word iron in environment can help you remember the longer, more difficult

word. (3) Use gimmicks to fix the spelling of difficult words in your mind. For

example, “Many capitol buildings have an ‘0’ shaped dome.”

Correctly spell the words listed below. Use the memory devices suggested on

the next page (or make up your own) for any words you misspell.

. expl-nation-----

. pron-nciation-----
. cat-gory------

. priv-l-ge------

. gasol-ne--------

O 0 NOUT W N =

. super-ede (s or ¢?)---—--—--

10. contr-versial----------

EXERCISE #3—USAGE

And now for some of the finer points. Even advanced students may find this
usage quiz challenging. Good luck!

1. Which is correct? (a) scholar-athlete, (b) wildly-successful debut.

2. Which is correct? (a) 19 BC, (b) AD 565.

EXERCISE #4—ACTIVE VERSUS PASSIVE SENTENCES
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Following is a formula for more readable writing. Use simple, active sentences

made up of familiar, concrete words. First, write with active sentences. In an

active sentence, the doer of an action is named first, before the verb. In a passive

sentence the doer (if mentioned at all) appears in a phrase after the verb: “The

meeting was changed by the sales manager.” Change each of the sentences

below from passive to active.

Passive: The meeting was called to order by Ted

Active: Ted called the meeting to order.

Plans for the conference will be made by the staff assistant.

An error has been discovered by our staff.

The report will be reviewed by us.

A decision was made to terminate the search.

The mistake in billing will be rectified by the supplier posthaste.

Receipt of your letter is acknowledged and appreciated.

Cost-cutting procedures are advised by the vice-president.

3. Do you underline, or place in quotation marks, the names of: films, TV

programs, paintings, ships, song titles, episodes of a TV program?

4. Which of the following should be underlined, which put in quotes? Bible, Genesis, Koran.
5. When you are absolutely certain, do you say “doubtless,” “no doubt,” or “undoubtedly”?
6. Find the error in the following statement (from a speech by Sen. Edward

Kennedy): “If I was to make a political decision, it would be a different

announcement today.”

7. Which of these advertising slogans is incorrect grammatically? (a) “Us

Tareyton smokers would rather fight than switch.” (b) “For we fullfigured gals.”

8. Which is correct? (a) high school teacher, (b) earners hair brush, (c) small businessman.
9. Which is correct? (a) in regards to, (b) as regards, (c) in regard to.

10. Which spelling is correct in each of the following word pairs? (a) all ready/

already, (b) all right/alright, (c) a lot/alot.

©53365.  OMamO3  3bgsgm  0byaolin®  gbsbg  Loddosbo  3mEgldmbogbiool
306099 wo  Fom3smr30b5m30L  LoFomms  Lbagangdol  msbsdgtmmgg, 0b@gmog@omeo
90™dgd0Ls s LAMIGJ0JOOL 0bEIBLOMOO 2odmygbgds, MHMIgwoi dodsbmnwo 0dbgds
d99LHoggamms Msbmgbmd®mogzo 30fMm 3OHMmzowemo BsdgGHY39wm 5J¢03mdoL 9B9JGHMOO
w656-$393900L  BOIoMYOLS 5 96300 BY. Loddosbo (doBbYL) 0bywrolyHolimzgol
©535bsll0sMYdGE0s g0 GHodo  BHIMIbMEMYoMEOo, glodMMO, AMSTIGH0IMEO
bGHOWOLEH03MNMO  Mo301939Mgdsb0. Y3zgms 58 60vblol BWMds s 9G3OLEMESOHYICO
RMOIom  Fomo 3MOYJGHME0 godmEgds dmombmal, MM Lfogws/bfagzwgdol 3HmEglo
dogdLodoMo MO0 0gmb LEMIBEBH™S I0BEHIMILYdILS s Fomo TmEGH035300L
5050¢9001396, LoFomMs, MM BHogwgdolsl obgmo 59EH03MmdJO0 259M309gbmm, MHMIgdoE3
Mmoo LYFgAY3I™  BoB¥Ys30gd0L LSO 04695, MOE WYFOWMBEISP  OIWIOOM
393gbsl  dmobgbl  dsmo  gbmdMmo30  3m3393gb30gdol  dgdamad  2963005MgBS s
LEOYEYNRBY, M3 Mog30L M3 LBHMIbEJOL F9damddo F9odergdobgdls 9x39dEIMS©
©0M3Mgd0L 450939 0930 osMmM396 BadoldogMo LoMmweol dJmby fgdowmdomo Labols
©535¢900L gl gdsls doBbgliol bezgOmdo  3GMABILOMEO oddosbmdOLLL.
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