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SELF STUDY WORK
      The fulfillment each SSW assignment requires thorough and detailed study of the given topics.
According to the syllabus special tasks and questions are forwarded. It enables the teacher  to determine the level of the practical acquisition of the language by developing skills and abilities of students. 

The following tasks and objectives are set:
-developing of skills and abilities for individual work;

-developing the culture of spoken and written speech;

-enhancing creative activities of students.

        For the achievement of the above set tasks and objectives a student is to do the following;

· to get acquainted with the suggested assignments;

· to get acquainted with the recommendations set forward by the teacher;

· to use the essential lexical and grammatical materials while fulfilling the tasks orally and in writing;

· to submit the tasks fulfilled by the students in due time.—
SSW topics

1. SSW 1. Business letter structure
In writing business letters students should know how to:

a) design a letter heading properly;
b) write out the date in an adequate way;
c) use the salutation and the complimentary closing of the letter;
d) place the names and addresses in the top left hand corner of a business letter;
e) use the terminology in conformity with the type of a letter; 

2. SSW 2 Logical Connectors in writing business letters

It is very important for students to know logical connectors, which will help them to illustrate the main idea of a business letter. The students should apply in practice the following connectors:

a) Coordination

b) Subordination

c) Relation

d) Textual links

e) Sequence markers 

 Prepare presentations using logical connectors, but they should not be overloaded.

3. SSW 3 Types of letters. Formal and Informal letters in the UN correspondence
Try to answer the following questions:

a) What are the main types of UN communications?

b) What subjects require in formal and informal letters?

c) What is the basic outline of a formal letter?

d) Which part of a letter conveys the message?
e) What is the correct form of date in UN correspondence?

 Write a short sample of a formal letter.

4. SSW4 Correspondence between foreign missions and local governments
a) Define the term “Note”;

b) Learn the essential vocabulary used in correspondence between foreign missions and local governments;

c) Keep in mind who is responsible to decide what forms of correspondence should be used in dealing with the authorities of other countries;
d) Is there any difference in writing between British diplomatic missions and Kazakhstani diplomatic missions?

Translate some samples of notes from English into Russian:

5. SSW5 How are Letters of Credence and Letters of Recall written.
Students should know:

a)  which document accredits a new Head of Mission to the Head of State;
b) When are the letters of credence usually presented?
c) What is a “true copy” of the credentials?

d) What is the usual practice of applying for agrément?

 Prepare presentation by using the samples of letters of recall.
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