YK 43(075.8)
bBK 81.2 Aurn. g 73
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nenoBoro obmeHusa. [locobue Hapsay ¢ HEOOXOAWMBIM TEOPETHUUYECKUM MaTepHaIOM
COJIEPKUT TPEHUPOBOYHBIE YIPAKHEHUS, CIHOCOOCTBYIOLIUME MPOYHOMY YCBOEHUIO
TEOpHUH, a TAKXKE TEKCTHI ISl YTCHUS M OOCYX ACHUS M TECT JIJIsl KOHTPOJISA MOTYYCHHBIX
3HaHui. [locoOue Takke MOXKET ObITh MCIOJIb30BAHO IS MOJATOTOBKM CTYJIEHTOB K

HHTCPHET-TCCTHUPOBAHUIO.

PeneH3eHTBI: KaHIUIAT QUIOJOTHYCCKHUX HAYK, JOLCHT Kaeaphl IepeBoia u
nepeBogoBenenus [II'TA C.B. bo6nuieBa,

KaHIUIaT GUITOJIOTHYECKUX HAYK, JOIEHT Kadeaphl IepeBoia u
nepesogoseneHus [II'TA A.A. Ps0Gosa



Teopernueckasi 4yacTb
CTpyKTypa JMYHOTO MHUChMa

[IprMepb! TMYHBIX TMCEM

PCKOMGH,ZIaHI/II/I 110 HAITMCAaHHIO JIMYHOI'O ITMCbMa

CtpykTypa Ae710BOro Nuchma
Pexnamnaoe nmucemo
[Tucemo-npeaioxeHue
Pestome

ConpoBoAUTENBHOE MUCHMO
[Tucemo-3ampoc
[Tucpmo-3akas

CnyxeOHas 3armcka
[Tucbmo-pexnamanms
IIpakTnyeckast 4yacTb
TpeHupoBOUHBIC YIIPAKHEHUS
TekcThl 17151 YTEHUS U 00CYKICHUS
TecToBbIe 3a1aHUs

Cnucok aureparypsl

COILEPKAHHUE
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24-40
40-43
44-54
55-57
57-59
59-61
62-64
64-66
67-68
69-70
70-73

74-92
93-104
105-107
108-109



CTpykTypa JUYHOI0 MHUCbMA

C pa3BuTHMEM HOBBIX TEXHOJOTMH 30J0TOM BEK NMHChbMa ymén B mponuioe. Ha
CMEHy NpHIIEN UHTEepHET, a ¢ HuM e-mail, fax, telex u T.n. Ho u cerongust nanmcanuoe
OT PYKH WJIM HareyaTaHHOEe, a TakXKe IOCIaHHOE IO MOoYTe, MUChMO HE TepseT CBOECH
3HAYMMOCTH. Beap Tak TporareiabHO Y3HAaTh HOBOCTH U3 JUIMHHOTO, TIyOOKO-
MPOYyMAaHHOTO U COJEPKATEIHHOTO MHUChMA.

B o0mem, cTpykTypa muchbMa HE M3MEHHJIACh M MOXKET OBITH IIpejCTaBjIeHA
CICAYIOIIMM 00pa3oMm:

aznpec otnpasuTtens (sender's address).

nata (date)

anpec nonyyatens (inside address)
obpamenue (Salutation)

3a4MH, WIK TiepBas ¢ppasa (opening sentence)
tekct nuchkma (body of the letter)
3aKIrounTeIbHas pasa (closing sentence)
3aKII0YUTEIbHAsS (HOpMYyJia BEKIMBOCTH
(complimentary close)

9. moxmuck otnpasuTels (Signature)
10.MOCTCKpUNTYM, MIPUIKHCKA K OKOHYCHHOMY ITHCHMY
(P.S., Postscript)

ONOoOOhRWNE

[TncbMO MOXKHO TIPEACTABUTH B BUJIEC CIEAYIONIECH CXEMBI:

1. sender's address

2. date

3._inside address _

4. salutation

5 opening sentence

6 _body of the letter




7._closing sentence

8._ complimentary close

9. signature

10._P.S., Postscript

AZpec oTnipaBUTeJIA. Apec MOJy4aTeas.

AJlpec oTnpaBUTENS MUIIETCS B MIPABOM BEPXHEM YIUIY, XOTS YaCTO €ro MOKHO BUJIETh
1 B JIEBOM BEPXHEM yTIIy. AJpec Mojaydaresis — Nocjie AaThl MTUCbMA B JIEBOM YTy YyTh
HIKE aJpeca OTIIPABUTEIIA.

[lepBas cTpouka B azpece oThnpaButens (TMoiydaresnsi) 3TO uMs, daMuIus
ampecanta (addresser) win ampecara’ (addressee). Ilepen damutueit Inia, KOTOPOMY
BBl HampaplsieTe MUCHbMO (€CJIM, KOHEYHO, 3TO HE Ball POJCTBEHHUK WM XOPOIIO
3HAKOMBIH ), TOJDKHA 00SI3aTCIIbHO CTaBUTHCS OAHA U3 TpeX dopm: Mr., Mrs., Miss. bes
bamuuu >t Gopmbl HE ynoTpeOistorcsa, a nociae Gopm Mr., Mrs., kak mpasuio,
CTaBUTCS TOUKa™*.

*WuHorma, mpaBaa, TOYKa HE CTaBUTCS, OCOOCHHO B OpPHUTAHCKOM BapHaHTE
AHTJIMMCKOTO S3BIKA.

e 1 - agpecaHT — JWIIO WM OPTaHU3AIHNS, aIPECYIONINE TTIOUYTOBOE OTIPABICHHUE
KOMY-JI.

e 2 — ampecaT — JIMIO WIM OpraHW3aius, KOTOPOMY ajpecoBaHa
KOPPECTIOHIECHITHS



Hanpumep:

Mr. Richard Smith rocrionuny/ muctepy Puuapny Cmury
Mrs. Lucy Long rocrioxe/ muccuc Jlycu Jlonr
Miss Agatha Brown rocmosxe/ Mucc Arare bpayn
Misses Helen and Agnes rocrokaM XeJjeH u ATHec
Bosworth Bosyopt

B nHacrosimiee Bpemss B NMHChbMax MOXHO BCTPETUTh HOBYIO (Gopmy MS., koTopas
gutaercs [Miz] wim [mis]. Drta ¢opma, TO CyTH Jena, SBIACTCSA S3BIKOBBIM
SKBUBAJICHTOM (popMbl Mr., Tak Kak oHa ymoOTpeOJSIETCS MO OTHOIICHUIO K >KEHIIUHE
0e30THOCUTENHEHO K (DakTy ee 3amykecTBa. B moBcegHeBHOM Ku3HM 3Ta (opma
ynoTpeoyseTcs He TaK 4YacTo, Kak B O(UIMAIBHON TMepenucke, MO0 OOJBIIUHCTBO
KCHIIMH TPEANOYUTAIOT HCIONb30BaTh (GopMy Mrs.  (3amyxHss) wim  Miss
(He3aMyKHSIs).

Bropas cTtpoka — 3TO HOMEp JI0Ma C HA3BaHUEM YJIUIBI, NPUYEM HOMEpP A0Ma
MPEALIECTBYET HA3BAHUIO YIIULBI, Jajlee, YeEpPe3 3aIsTyI0 HOMEP KBaPTUPHI.

Tpetbst cTpoka — ropoa, (mrat, paiion, okpyr — CIIIA, Kanana, ABctpanus, HoBas
3enaHaust), MHICKC.

N ygerBépras cTpoka — cTpaHa.
Hanpuwmep,

Mr. Richard Smith

25 North Road, Apt. 5
London W2 4RH

Great Britain

Jlara.

JlaTa oTmpaBieHHs Yalle BCEro YKa3bIBaeTCs B IPABOM BEPXHEM YIIIy, Cpasy ke
0] aJIPeCOM OTIPABUTEINS (€CIIU OH €CTh).

CymeCTByeT HCCKOJIbKO BApHMAHTOB HAIIMCAHUS JaThbI:



September 7, 2012

September 7th, 2012

7 September, 2012

7th September, 2012

[lepBbIit BapraHT B HacTOAIEE BpeMsi HanboJliee yrmoTpeOUTeNeH.

Oopamenue.

®dopma oOpaleHus B TUCbME 3aBUCUT OT CTENEHU 3HAKOMCTBA UJIU POJICTBEHHBIX
CBSI3€H C JIMIIOM, KOTOPOMY BBI ajipecyeTe nuchbmo. Hanbonee TUMUYHBIMU 171 JIMYHOTO

IMNCbMa ABJIAIOTCA CIICAYIOIIHUC O6paHIeHI/IH:

Dear James,

Dear friend,

Dear Kate.

[Tocne obpareHust CTaBUTCS 3arisTasl.

Bunpl oOpatiiennii MOXHO MPEACTaBUThH B BUJIE OOIIEH CXEMBI.

Madam/ My dear
Mrs. Smith

Cruib En. yucio MH. yucjio
My dear Sir /
Sir(riry6oxoyBakaemMblii
®opmaibHO U cop/rocnoaun)
CTPOro
oduuHATBLHO My dear Madam /
Madam(riy6okoyBaxkaemasi
MajgaMm)
Sir/ My dear Sirs(rocnona)
Mr.
Smith(raydokxoyBazkaemblii )
Crporo rocomus CMuT/ToCHoMKa Mesdames([meidzemz]rocnoaam..
opuumaabHO Cmur) )




Sir/ My dear Sirs(rocnopaa)
Mr.
Smith(riry6okoyBaskaemMblii )
Crporo rocoani CMHT/roCTIoNa Mesdames(|meideemz]rocrogam..
opuIHATBLHO Cmur) )
Madam/ My dear
Mrs. Smith
Dear Sir Dear Sirs/ Sirs
Dear Madam Dear Mesdames/
Odunnaasno Mesdames
Gentlemen
Ladies
Dear Mr. Jones Dear Messrs. Jones
Menee ¢popmaiib- _
HO (IPU HAJTMYMH and Smith
npebITy e Dear Mrs. Jones Dear Mmes. Jones
MePEeNnucKu)
and Smith
Dear Jack/ Jack 7
HeoduuunaabHo (noporoii
JlkeK)

TekcT Mucnbma.

Pacrnionaraercs Ha OJJHy CTPOKY HI>KE 0OpallleHus U MUIIETCs ¢ KpacHOM CTpOKuU. TekcT
MUChMa MOXET OBbITh pa3/Jesi€H Ha OTAENIbHbIE YaCTH a03alaMu.

3auyunn.

3a4rH TUChMa OOBIYHO COCTOMT U3 CJIOB 6J'IaFO,Z[apHOCTI/I 3a IMOJIYYCHHOC paHCC IMMCbMO
WJIA U3 KaKUX-JIH0O APYyrux (1)pa3 B 3aBUCHUMOCTH OT CUTYallUH.




1. HAUBOJIEE YIIOTPEBUTEJIBHBIE BBIPAKEHUSA, UCITIOJIB3YEMBIE
B HAYAJIE ITMCBMA

Cnacu6o/ orpomHoe criacu6o 3a 106poe/
TEIUI0e MUCHMO OT 15 masi.

Bonwmmoe cracn6o 3a Barie 100poe u
TEIUI0€ IMMMCHhMO OT 16 uroJIA.

Cmacu6o Tebe 3a TBOE MUCHMO IO TIOBOTY
Bu3uTa JI>KOHa B...

Buepa s momydnir TBO€ MUCHMO. ..

$1 OBLIT OYEHB pad IOJIYYUTh TBOC IIMCHMO.
S1 ouenb OCHIO TBOH I[06pI>I€ CJIOBA.

A uckpenne 6maronapen Tebe 3a...

S oueHb coXkaliero, 4TO Yy MEHS HE OBLIO
BO3MOXHOCTH JIMYHO MTOOIarogapuTh TeOs 3a...

Bb110 NPUATHO MOTYYUTh OT T€OS MUCHMO
IIOCJIE CTOJIb MPOAOJKUTEIIBHOIO BPEMEHH U
Y3HATh, 4TO...

Bb110 NPUSATHO MOTYYUTH OT T€OS MUCHMO
IIOCJIE CTOJIb JTOJITOTO TEPEPHIBA.

Kakas npusiTHast HEO)KUJAHHOCTH !

Jlns1 MeHst OBLI0 OOIBIITIM
YIOBOJBCTBUCM...

S1 TonbKO UTO IMOJIYIMJI TBOC ITMUCHMO H...

CeronHss yTpoM, K MOEMY OIPOMHOMY
YAUBIICHUIO, 5 TIOTYYHI OT T€0SI MHUCHMO.

Thank you/ thank you very
much/ thank you ever so much for
your kind/ warm letter of May 15.

Many thanks for your kind
and warm letter of July 16.

Thank you for your letter
concerning John's visit to...

|  received your letter
yesterday...

| was delighted to receive
your letter.

| appreciate your kind words.

| am sincerely/ truly grateful
to you for...

| regret very much that I did
not have an opportunity to thank
you personally for...

It was nice to have a letter
from you after so long and to hear
that...

It was nice to have a letter
from you after all this time.

What a pleasant surprise!

It was with great pleasure for
me...

| have just received your
letter and...

This morning, to my great
astonishment, | received a letter




51 Tak pan, 4TO THI...

A numry Teoe...

S He cabimal o Teoe...

[TpusiTHO OBLIO Y3HATH, UTO THL...

Kakwue BaXBaTLIBaIOHII/Ie/ 3aMedaTelIbHbIe/
BOJIHYIOIHI/IG/ pPaaoCTHBIC HOBOCTH!

Tak MHOro BCEro IPOM3OILIO C TEX IIOp,
Kak s nucal teoe.

Kak muoro BPpCMCHH IIpOHIJIO C TCX IIOP,
KaK MbI BCTPCUATINCH MOCJICAHUM pa3!

[Iponuio MHOroO BpEMEHH C TEX MOp, Kak s
OoT TeOs 4YTO-nuOO CIHbllIaid, U s OYEHb XOUYy
Y3HAaTh, KaK Thl [I0’)KUBACLIb.

Kak Tosibko 5 ycampimar...

[IpuBeT, KaK ThI MOXKUBACIIb cEHYac?

Teneps MO3BOJIL MHE pacckas3aTh O cede.
[To3gpasisato c...

[To3apaBiisito 1 »ejar BCEro HAMIyYIIero!
[To3apaBidaro ¢ THEM poKaAeHNs !

Sl xorem OBl TOJNBKO IIOKEIATH BaM

Becesoro PoxxgectBa u cuacTiimBoro Hosoro
roja.

Haunyumue noxenanuss k PoxnecTtBy u
Hosomy ronuy.

Tl Oyaemib YIUBIATHCA, MOYEMY s Tak

from you.
| am so pleased that you...
| am writing you...
| have not heard from you...
How nice to hear that you...

What exciting/ wonderful/
thrilling /happy news!

So much has happened since
| wrote you.

What a long time it is since
we last met!

It is a long time since | heard
from you and | am anxious to know
how you are getting on.

As soon as | heard...

Hello, how are you these
days?

Now let me tell you about
myself.

Congratulations on...

Congratulations and all best
wishes!

Many happy returns!

This is just to wish you a
very merry Christmas and the
happiest of New Years.

With  best wishes for

Christmas and the New Year.

You will be wondering why

-9-




JOJITO TSIHYJI C OTBETOM...
51 TONBKO 4TO BEPHYIICS U3...

Tenepb, KOrJa s HaKOHCHI MOry CCCTb H
HaImMcaTb BaM CHOBA...

Kaxercs, y)xe Bce B MHpe, KpOME MEHS,
Harnucaay Te0e U Mo3apaBuiIH T€0s, HO s OBLIL...

S 3apmepxancs ¢ OTBETOM Ha 3TO MHUCHMO,
MOTOMY YTO...

S cobupancs HamucaTh C TeX MOp, Kak
NOJIy4nJI TBOE MHCbMO, HO Y MEHs OBbUIO Tak
MHOT'O BaXKHBIX JI€JI, YTO S HUKAK HE MOT HaWTH
BpEMH.

Bbl Oynere yauBiIeHBI, MOTYYUB MUCHMO OT
a0COJIIOTHO HE3HAKOMOTO YEJIOBEKA.

S mageroch, BbI He OyjaeTe TPOTHB

IIOJIYUUTH ITHUCBMO OT...

Bb1 He 3Haete MCHs, IMO9TOMY IIO3BOJIBTC
MHC IIPCACTAaBUTHCA.

51 y3Han Bamie ums u agpec or...

S nuiry, moToMy 4TO, KaK s MOHUMAIO, BbI
OBl XOTEMW UMETh JApYyra IO IMEePenucKe B Moeu
CTpaHe.

Bame umst s y3Hanm oT r-Ha X, KOTOPBIM
IIOCOBETOBAJI MHE CBSI3aThCS C BAMMU.

it has taken me so long to reply...
| have just returned from...

Now that | am finally able to
sit down and write you again...

By now everyone in the
world except me seems to have
written to congratulate you, but |
have been...

| have delayed answering this
letter because...

| have been meaning to write
ever since | received your letter, but
| have had so many important
things to do that I just haven't had
time.

You will be surprised to get a
letter from a perfect stranger.

| hope you dont mind

receiving a letter from...

You don't know me so let me
introduce myself.

| obtained your name and
address from...

| am writing because |
understand you would like to have a
pen friend in my country.

Your name has been given to
me by Mr. X who suggested that |
should get in touch with you.

This is just a brief note to

-10 -




[lumy  KOpOTKyrO YTOOBI

nobJyiarogapuTh TeOs

3allUCKY,

S naxxe He 3HaK, Kak OyarogapuTh TeOs
3a...

OT UMEHU MOETo MyKa M OT ce0sl IMYHO 5
U1y BaM, YTOOBI TOOJAarogapuTh Bac 3a Ballle...

Kak muno ¢ TBO€W CTOPOHBI BCIIOMHUTH O
MOEM JIHE POXKICHUA H KAaKOM MPEJECTHBIN
noaapok!

Temepp, korga s BO3BpaTWICA IOMOW,
X0uy cpasy K€ HalucaTh U Mo0JaaroJaputh TeoOs
3a...

Temepp, Korga s BO3BpPaTWICA IOMOW, S
CYMTAI0 CBOMM JIOJITOM HAIMCaTh WU BBIPA3UTH
TeOe MOIO CaMyIO TEILIYI0 0JaroJapHOCTb 3a BCIO
Ty J0OpOTY W TOCTEIPUUMCTBO, KOTOPOE ThbI
OKa3ajl MHE B CBOEM JIOME.

Bboroch, 3T0 MTUCEMO IPUYUHUAT BaM 00Jb. S
JOJITO COMHEBAJICS, MPEXKAE YEM HAIUCaTh €ro,
HO...

A HaACIOCb, Bbl IPOCTUTC MCHA 3a

OECIOKOMCTBO, HO A  3HAK0, YTO  BHI

eHHHCTBeHHBIﬁ, KTO MOT OBI IOMOYb MHE.

N3BunuTE, MOXKANTyHCTa, 4TO OECTIOKOIO Bac, HO 5
ObLT ObI OUYEHB OJ1aroJapeH, €Ciau Obl BbI TIOMOTJIH
MHE B OY€Hb JEIIMKATHOM JIEJIE.

51 Obu1 OBI BaM IIpU3HATENEH, €CITU OBl BBL...

S xody mpocuTh Bac 00 O4YeHb OOJBIIOM

thank you for...

| don't know quite how to
thank you for...

On behalf of my husband and
myself | am writing to thank you
for your...

How very kind of you to
remember my birthday and what a
lovely present!

Now that | am back home |
want to write straightaway and
thank you for...

Now that | am back at home,
| feel that 1 must write and thank
you most warmly for all the
kindness and hospitality shown to
me at your place.

| am afraid this letter is going
to hurt you and | hesitated a long
time before writing it, but...

| hope you will forgive me
for troubling you, but it has
occurred to me that you are the only
person who may be able to help me.

Please forgive me for
troubling you but I would be very
grateful if you would help me in a
very delicate matter.

| should be grateful if you
would...

| want to ask you a very great
favor.

| wonder if you would do me
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OJIOJIKEHUMU.
He Morium ObI BBI Clie1aTh MHE OMOJDKEHUE?

He 3mHaro, kak HayaTh, TaK KaKk g XO4dy
MIPOCUTH BaC O OOJIBIIIOM OJOJIKEHHH.

[Ipoury mpoiiieHus, 4TO HE MOT BCTPETHUTD
BAaC, KaK IUIAHUPOBAJIOCH.

S ¢ coxkaneHuem Y3Hall, 4TO...

Her cnoB, kxoTopbic OBl BBIpa3HWId MOIO
OTPOMHYIO/ TTTyOOKYIO TIeUajb 0 CIyJaro...

Msue OBUIO OYEHB/

YyCJIbIIATD O...

YKACHO  TAKCJIO

Mpb1 ObUIM MCKPEHHE OTOPYCHBI, y3HaB O
Ballleu IoTepe.

Sl cumTaro cBOUM JOJI'OM HaIlMCaTb BaM,
KaK s COXaJICIO...

[Tury ¢ TeM, 4TOOBI BHIICHUTb...

a favor.

| don't know how to begin
because | have a great favor to ask
you.

| am terribly sorry that I
could not meet you as planned.

| was sorry to learn that...

There are no words that can
express my great/ deep sorrow
about...

| was extremely/ terribly
sorry to hear of...

We were sincerely/ honestly/
very sorry to hear about your loss.

| feel I must write to tell you
how very sorry | am...

| am writing to inquire...

3akimouurenbHas ¢pasa.

2. HAUBOJIEE YIIOTPEBUTEJIBHBIE BBIPAKEHUSA, UCITIOJIB3YEMBbIE
B KOHLE IMCbMA

Hanumm, noxanyricra, mnockopee.

C HerepnieHueM xay oT TeOsl OTBETa.

Hanperoch, 4TO TBI BCKOpPE CHOBA

Halmcemb MHC WM YTO IIMCbMa Y Bd4dC HC

Please write soon.

| look forward/ | am looking

forward very much to hearing from
you.

| hope that you will write me

another letter soon and that there isn't a

-12 -




3aJACPKUBAIOTCA.

[locrapaiica HamucaTe MHE €IIE€ OJHO
IIMCBMO.

OO0s13aTeNpHO HANMIIKA MHE NOCKOpPEE U
pacckaku MHe Bce 0 ce0e U 0 CBOei ceMbe.

51 oueHb X04y yCIBIIIATh YTO-HUOYAb OT
T€0s, MO3TOMY HANUWIIM, MNOXKAIYICTa, Kak
MOXKHO CKOpee.

Tel HE TpencTaBisCIIb, KaK S XOUY
YCJBIIIATh OT TE0S YTO-HUOY/Ib.

Haneroch Bckope MOMy4uTh OT TEOs
IMACHMO.

A Oyny pan ycablllaTh 4YTO-HUOYAbL O
Tebe.

A Obu1 OBl MpU3HATENEH 3a CKOPBIM
OTBET.

Sl nmoHMMar, YTO OCTaJoCh Majo
BpEMEHHU, U ObLI Obl OaromapeH 3a ObICTPbIN

OTBCT.

Hanumm MHe, nmoxainyicra, i pacCKaxu
BCE HOBOCTH O...

S odyenb xouy T€OS YBUIETh U IMOITOMY
He Oyay J0 BCTpEYM TOBOPUTH HM O KaKUX
HOBOCTSIX.

A KAy, 4YTO Bbl HAIIMIOIETEC MHC B

Omkaitiiee y1o0HO€E 171 Bac BpeMs.

Xopomo OBl BCKOpPE YCJBIMIATH YTO-
HUOYIb OT Bac.

I/IHTepeCHO, KaK Tbl ITIOXXHBACIIb M KaK

postal "go- slow" in your country.

Do try to let me have another
letter of yours.

Do write to me soon and tell me
all about yourself and your family.

| am very eager to hear from
you, so please write as soon as you
can.

You have no idea how much |
am looking forward to hearing from
you.

| hope to have a letter from you
before long.

| would be delighted to hear
about you.

| would appreciate an early
reply.

| realize that this is very short
notice, and would be grateful for an
early reply.

Please write and tell me al!l the
news of...

| am looking forward to seeing
you and will keep all my news until
then.

| look forward to hear from you
at your earliest convenience.

It would be nice hearing from
you soon.

| have been wondering recently
how you are getting on and whether
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IMPpOABUTAIOTCS TBOU JCJIA.

Ecin y Bac Oyner BpeMs, HOXallyiicTa,

HAMAIIMTE MHE TIocKopee. MHe Bcerna
HPHUATHO TOJIYYaTh OT BaC MUChMa.
A Obu1 Obl OmaromapeH, ecim Ol

ITOJIYYHJI OT BAC U3BCCTHUC KAaK MOJKHO CKOPCC.

Sl BKIaABIBaKO KOHBEPT C aAPECOM H
MapKo# C TeM, 4TOObI BB MHE OTBETUIIH.

[Toxanylicta, MUK MHE Tak 4acTo, Kak
TOJIBKO MOXEIIb.

B cuepyromuii pa3 S IOCTaparoCh

OTHPABUTH MUCHMO BOBPEMSI.
Bcero camoro Hammydmrero.
Kenaro ynaun!

C HaWTy4YIIMMu MoXenaHusAMu!

Mgel kxeiraeM TeOe caMoro OOJIBIIIOIO
C4HacCTb:.

Hawnydimue moxenaHusi OT BCeX HAC 10
clTyvaro...

C ceplIeUHBIM ITPUBETOM.
Ilepenait mpuseT Mbapu 1 1etsm.
A O6yny moOuth TeOs Bceraa.
Ilouenyii 3a MeHs neTei.

Mowu MBICIIH BCera ¢ TOOOM.

Bce TBOM cTapble Apy3bs nepenaroT Tede
CEpACUHBIN NPUBET.

things have been improving for you.

Please write to me before long if
you have time. | always enjoy letters.

| would be grateful to hear from
you as soon as possible.

| enclose a stamped, addressed
envelope for your reply.

Please write me as often as you
can.

And next time, | will make sure
that | send a letter in time.

All the best.
Best of luck to you!
With all good wishes!

We certainly wish you all the
happiness in the world.

With best wishes from all' of us
on...

With kind/ kindest/ best regards.

Give my love to Mary and the
children.

| (will) love you forever.
Kiss the children for me.

My thoughts are always with
you.

All your old friends send their
love.

| want you to know | am
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A Xody, 4YTOOBI TBHI 3HAJI, 4YTO S HE
3a0bIBaro TeO.

[lepemaii MOM NPUBET TBOEWM MaMe€ H
JIxopKy, U ere pa3 6omblioe Tedbe cracuoo.

Mos Mmama IMPUCOCANHACTCA KO MHC U
)KelraeT Tebe BEeCeoro PO)KI[GCTB& N CHACTbhA U
YCIICXOB B HOBOM I'OY.

A HaJICIOCh, qTo ThI XOopo1o

OTJIOXHEIIIb.
beperu ceos.

Kenaro Tebe XOpOUIO MPOBECTH BPEMSI.
[Tvmm yame.

M3BnHM, 4YTO OECIIOKOI TEOS TaKuM
obOpazom.

A HaJACKOCb, 4YTO BbI IIPHUMCTC MOU

HCKPCHHUC M3BUHCHHAL.

DABapJ TMPUCOCAUHAECTCA KO MHE C
W3BUHECHUSIMHM 3a OECIIOKOMCTBO, U MbI 00a
[IJIEM BaM HAIllW caMble JIy4IInue MOoKeTaHusl.

XoTs s HHUKOMM o00pa3oM HE Hecy
OTBETCTBEHHOCTH 32 3Ty HEJIOBKYIO CUTYAIIUIO,
d, ©CTECTBEHHO, CJEeNal0 Bce

0T MCHA

3aBHUCAIICC, YTOOBI HCIIPAaBUTB €C.

[Toxxanyicra, eme pa3 MpoOCTA MEHA 3a
TO, 4YTO HE BO3BpaTwi TeOe 5Ty Bellb He-
MEJIEHHO.

W3BuHUTE, YTO  BBIHYXKIEH  OBLI
HANMcaTh TAKOE MUCbMO, HO, TIOBEPHTE, Y MEHS

HET BBIOOpA.

[loxanyiicta, W3BMHM MEHSA, HO MOE
pelieHre abCoNMIOTHO OKOHYATENBHO.

OdeHb MHJIO C TBOEH CTOPOHBI MUCATH

thinking of you.

Remember me to your mother,
and to George and many thanks again.

My mother joins me in wishing
you a very merry Christmas and a
happy and prosperous New Year.

| hope you will have a very nice
holiday.

Take care of yourself.

Have a good time and write
often.

Please forgive me for troubling
you in this way.

| do hope you will accept my
heartfelt apologies.

Edward joins me in apologizing
for troubling you and we both send
you our best wishes.

Though | am in no way
responsible  for this unfortunate
situation, I will naturally do everything
in my power to remedy it.

Once more, please forgive me
for not returning this thing to you
immediately.

Forgive me for having to write
such a letter, but, believe me, | have no
alternative.

Please forgive me,
decision is quite irrevocable.

but my

You are a dear to write me so
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MHC TaK 4acCTo.

TBoun nuchpMa eJIaroT MEHS
CYACTJIMBOM.

Ecnau TBI HE OTBETHIIL B TEUYEHUE JIBYX
HEJeNb, 1 OyAy BBIHYKJIEH U3MEHHUTh CBOE pe-
LICHUE U...

Jlaii MHE 3HATh, YTO THI PELIMIIb.

Ecin BBl OyneTe 3aHATHI B 3TO BpeMs,
JaiiTe MHE 3HATh, KaKOe JPYroe Bpems Oyjaer
BaM yj00Hee.

[loxanyiicra, Jgadre MHE  3HaTh
MIOCKOpPEE, 3aMHTEPECOBAHBI JIU BBl B 3TOM.

Yro BEI gymaere?

Xorenocb OBl 3HATH, KOrjJa Bac
0)KUIATh.

He 3a0ynp...
JlaiiTe MHE 3HaTh, yIOOHO JIU 3TO BaM.
Bo3MoxHO 1111 3107

Ecnmm BBl 3HaeTe Kakyr-IHOO KHUTY,
KoTopasi Obuta OBl MHE T0JIE3HA, TO s ObLT OBI
OYCHB BaM OJ1arojiapeH.

[IpuHomy W3BHHEHUS 32 TMPUYMHEHHOE
BaM O€ECIIOKOMCTBO M HAAEIOCh, BBl IOMMETE,
4TO 00CTOATENHCTBA OBLIN CHJIIbHEE MEHS.

S Obu1 Obl OnaromapeH, eciiv Obl BBI
BbICJIaJIM MHE OOJibllle MHPOPMAIIUU U aHKETY
I TIOCTYIUICHHUS.

MoxeT ObITh, Bbl OyAeTe TaK JIHOOE3HBI
U JaJNTE MHE 3HAaTh, YOOHO JIA 3TO.

often.

Your letters make me so happy.

If you do not reply within two

weeks, | will have to change my mind

and...

know

Let me know what you decide.

If you are not free then, let me
if there is any other time which

would be more convenient.

Please do let me know soon if

you are interested in it.

you.

What do you think?

Let us know when to expect

Don't forget to...

Let me know if this is

convenient for you.

Would that be possible?

If you know of any book which

might be of assistance to me, | would
be most grateful.

While | greatly regret the

inconvenience, | feel sure you will
understand it was due to circumstances
quite beyond my control.

send

| would be grateful if you would
me further details and an

application form.

Perhaps you would be kind to let

me know if this is convenient.

-16 -




Coskajero, yTo OECIOKOI0 Bac, HO S HE
3HAIO, YTO JIeNIaTh.

S1 He 3Hat0, 4TO OBI 5 Jenaj 0e3 Teos.

Ecnu y Bac Oyzner BpeMs IOMOYb MHE,
Oyay BaM O4eHb 00sI3aH.

bmaronmapro u xny.

3apanee Omarogapro Bac 3a

HCOUCHUMYIO ITIOMOIIIb.

PaspemuTe MHE 3apaHee MOOJIarogapyuTh
Bac 3a Ballly MOMOIIIb.

PaSPGHII/ITG MHC CIIIC pa3 HO6JIaF0,Z[apI/ITI>
Bac.

Mp&I TBOM JTOJDKHUKH 34...

[Toxxanyiicra, nai MHE 3HaTh, 4YeM 4
MOTY IIOMOYb.

[loxanyiicta, TIO3BOHM MHE, €CIHU

MTOHAO0UTCS KaKas-HUOY/Ib IIOMOIIb OT MEHS.

Toer BCb 3HACIlb, YTO BCECrAa MOXCIIb
paCcCUUTbIBATh HA MCHAI.

Jlaii Moe uMs U aapec MHTEPBBIOEpAM,
€CIIA HYXKHO.

| am sorry to bother you with
this, but I don't know what to do.

| don't know what | would do
without you.

If you have time to give me any
assistance, | will be greatly in your
debt.

Thanking in advance/

anticipation.

| thank you in advance for your
much valued help.

Let me thank you in advance for
your help.

Let me thank you once again.
We are indebted to you for...

Please let me know what | can
do to help.

Please call on me if there is
anything I can do to help.

You know you can always count
on me.

Do not hesitate to give my name
and address to interviewers.

3akiouuTenbHas GopMyJia BeKINBOCTH.

Kak u ¢dopma obOpaiieHus, 3aKI0UATeIbHAS GOpPMYyJia BEKIUBOCTH 3aBUCHT OT TOTO,
KOMY BbI muiirete nmucbMo. OHAKO B aHTJIMICKOM MHUCHMEHHOM 3THKETE B HACTOSIICE
BpeMsl CTIOJIb3yeTes Ooliee v MeHee oomas popmyita Sincerely yours.
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. The preferred ending to formal social or business correspondence is “Sincerely,”
“Sincerely yours,” “Very sincerely,” or “Very sincerely yours.”

. “Kind(est) regards,” and “Warm(est) regards” fill a nice gap between formal and
more intimate closings.

. In friendly notes, the most frequently used closings are “Cordially,”
“Affectionately,” “Fondly,” and “Love.”

. “Gratefully” 1s used only when a benefit has been received, as when a friend has
done you a favor.

. “As always” or “As ever” is useful in closing a letter to someone with whom you

may not be close or haven’t seen for some time.

3. HAUBOJIEE YIIOTPEBUTEJIBHBIE 3AKJIIOYUTEJIBHBIE ®OPMY JIbI
BEXKJ/INBOCTU

Sincerely yours,
Sincerely,
Yours sincerely,
Nckpenne Bam
Very sincerely,
Very sincerely yours,

Most sincerely yours,

Truly yours, [Tpenannsiii Bam
Yours truly,
Yours very truly, Becbma npenannbiii Bam

Very truly yours,

Yours, Bami/ Troii/ [Ipenanubiit Bam

Faithfully yours, C COBEpIIEHHBIM OYTEHUEM/

Yours faithfully, yBaXXCHHCM

Cordially yours,
Hckpenne Bam
Yours cordially,
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Cordially,
Very cordially,

Most cordially yours,

Respectfully yours,

C yBaxxeHueM/ MOYTCHHEM

Best regards/ Regards,

C HaAWJTYUIIUMHU ITOKCITaHUAMHA

Devotedly yours,

Devotedly

[Ipenannsiii Bam/Tebe

Your devoted husband,

TBol Mr00SIINIA MYXK

Affectionately yours,
Yours affectionately yours,

Affectionately,

C nmr000BBIO

Your most affectionate son,

Your affectionate cousin,

JIxoOstmii Te0s1 ChIH

JIroOsiuit Tebst Opat

Yours ever,
Ever yours,
Always yours,

As ever,

Bcerna Bami/tBoi

Love, With love,
With all my love,
Lovingly yours,
Lovingly,

All my love,

JIxoOsumii Te0s

Your loving son/ friend,

JIroOstimmii TeOst cbin/ apyr

Adoringly yours,
Fondly

JIroOsiumii Te0s
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Your own, Tsoi

Your friend, TBoii apyr

Tenderly, JIro0smumii Te0s

Cordially, as always, CepneuHo, Kak Bceraa

With sincere thanks, C uCKpeHHeH 01arogapHOCTHIO

Good-bye for now, Jlo ckoporo

Fraternally, Hpyxeckn (wieHaM Kiry0a)
IMoanucn

[Tumerca ot pyku , pacmonaraeTcs moj 3aBepiuaroneil gppaszoi. Ecnu nucbmo
aZpECOBAHO HE3HAKOMOMY YEJIOBEKY, TO JIYUIIE NOAMUCHIBATH MMCHMO MOJHBIM HMEHEM
1 (pamunueit. Touka nmocnie noAnMcu He CTABUTCS.

. Sign with your first and last name if you’re writing to someone you’ve never met
face to face.

. Put your last name in parentheses if you’ve only spoken with the person on the
phone.

. Use your first name or nickname on letters to friends or business associates who
know you.

F. ex.
Best wishes,
Lennox Louis

B koHIle muchbmMa MoXKeT ObITh YKa3aHue Ha BioxxeHust Enc mim Encl (enclosure-
BJIOKCHUE)

Odopmirenne koHBepTa

B nacrosimee Bpemsi B CIIA, na, moxanyii, u Bo Bceld EBpore (BKkirouas
AHIIINIO), CYHIECTBYET €QUHBIA CTaHAAPT O(opmiieHUsT KOHBEpPTOB. COIVIACHO 3TOMY
CTaHJapTy MH(OpMaLMs pacroyiaraercss B CTPOro OINpPENEICHHOM MECT€ U B CTPOro
OTIpeICTIEHHOM TOpsAKE. AJlpec OTIPABUTENH MUIIYT B JEBOM BEPXHEM YTy, TuOO Ha
0o0paTHOW CTOpPOHE KOHBEpTa, a aJpec Nojydareias — IOYTH MOoCepeanHE KOHBEpTa,
HECKOJIBKO CITpaBa U HEMHOT'O KHU3Y B CIEAYIOIIEM MOPSAAKE (OTHO MO APYTHM):
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1. Ums1, pamunus oTipaBuTens, 2. Mapka,

HOMEp KBapTUpHI/ ToMa, yKa3aHue Ha croco0

Ha3BaAHHC YJIMIbI, TOPOA, JOCTaBKH

mrat/ paiioH, MOYTOBBIA HHICKC,

CTpaHa
3. Nms, pamunus nomyyarens,
HOMEp KBapTHPhl/ TOMa, Ha3BaHWUE YJIHIIbI,
ropo, mrat/ pailoH, MOYTOBBINA HHJICKC,
CTpaHa
Obpas3zey oghopmnenus kKoneepma
J. Wilhelm Stamp
410 Lawrence Street, Apt. 5 REGISTERED MAIL
Ann Arbor M1 48105 AIR MAIL
USA

Mr. J. R. Smith

400 S 5th Avenue, Suite # 80
Detroit, MI, 48202-2831
USA

NMeHHO coOJo/IeHne YCTAaHOBJICHHBIX TNIPaBWJI OOECreYrBaeT OBICTPYI0 U
TOYHYIO TOCTaBKY KOPPECIOHAEHIIUU apecary.

Anpec mojydareiass HAYMHACTCS C €ro IMOJHOr0O MMEHW W (aMuimu, Tepen
KOTOPBIMHU 00s13aTeNIbHO CTaBUTCs oHa u3 popMm: Mr., Mrs., Miss, Ms.
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Jlanee crmemyeT ykasaHhe Ha HOMEpP JOMa, Ha3BaHUE YJIHIIBI, MEepeyjKa U T.II
(Street, Avenue, Drive, Lane, Place, Road, Circle). ITpu 3ToM 00bI4HO yKa3bIBa€TCS, I1€
HAXOJMTCS JaHHas yJuIa 1Mo OoTHouIeHHIo K crpaHam cBeta: N, S, W, E (cesep, 1or,
3amaji, BOCTOK). Homep JoMa cTaBUTCS Mepe/] Ha3BaHHEM YIIMIIBI, 3aTEM CJIEIyeT HOMED
KBapTUpPHI WK anapramenTos (Apt., Suite). Hampumep:

350 West Forty-Second Street, Apt. 10
85 N Gower Street, Apt. # 5
39 S Alexandra Road, Suite 8

B mpuBenennbix mpumepax otmeTmM crienyromee. Ciosa Street, Apt., Suite
(ynuua, KBapTHpa, anapTaMeHThl) Yallle BCEro MUIIYTCS C 3arjaBHOM OYKBbI. 3HaK #
o0o3HauaeT 'HoMep' (mpaBaa, OH MOKET U He cTaBUTheA). [Ipu Hanmcanum agpeca yacTo
UCITOJIB3YIOTCSI COKPAILICHMS:

St. (Street) Rte. (Route)

Rd. (Road) Apt. (Apartment)

Ave. (Avenue) Pkwy. (Parkway)

Dr. (Drive) Mt. (Mount or Mountain)
Blvd. (Boulevard) Expy. (Expressway)

Jlanee B aapece ciemyeT Ha3BaHHWE Topojia, IITara (Yaie BCEro COKpPAICHHOE)
uiu rpadctBa — B BenmkoOputanuu (Toke COKpaIEHHOE).

3arem maet noutoBbiii uHAekc (ZIP Code = Zone Improvement Plan). B CIIIA
ATOT WHIEKC COCTOUT U3 AT Iudp, B BenukoOpuranmn — wu3 OykB u 1mudp. 3a
1mouToBbIM UHAEKCOM B CIIIA MOXET CTOSTH elie OJAuH (MECTHBIN) KO/, COCTOSIINN U3
gyeTeipex mudp. Hakoner, ciemyer Ha3BaHHWE CTpPaHbI, KOTOPOE MOXKET KaK-TO BBIJIE-
JSATHCS WM ToAuepKuBaThcs. Hampumep:

Mr. John S. Smith Mr. Giles S. Leman

25 High Street, Petersfleld 3500N 29th Street, Apt. 7
Hants., GU 31 4LN Waco TX 76708-2642
Great Britain USA

Hasganus mratoB B CIIIA u rpadcte B BeaukoOpuTanuu 4acto 0003HAYAIOTCS
cokpamenso (Ml = Michigan; Hants = Hampshire). ITouroBsie muaekcol B CIIIA
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uudpossie (76708-2642), a B Aurnuu Oyksennsle u mudpossie (GU 31 4LN; WC2
3AB).

Takum xe oOpazom opopmIIsIETCS U aipec OTIPaBUTENS, C TON JIUIb PA3HUIICH,
4YTO B HEM, KakK MpaBuiio, He cTaBuTcs dopma Mr., Mrs., Miss, Ms. nepea umeHem u
(dbaMuIIIel OTIIPaBHUTEIIA.

WNHorma B ajapece moyiydaTelis MOTYT BCTPETHTbCs cioBa care Of wim
COKpaIeHHo c¢/o, ¢.0. DTH CJIOBa 03HAYAIOT, YTO MHUCHMO HAIPABISACTCS KOHKPETHOMY
JIUITY, OJTHAKO WJIM OTIPABUTEIIO BOOOIE HEU3BECTEH aJIpeC ITOTO JIUIIA, UK 3TO JUII0
BPEMEHHO HAaXOJUTCA HE MO cBoeMy aapecy. COOTBETCTBEHHO NMUCHMO HANPABISIETCS
JIPYroMy JIMITYy WJIM B OpTaHU3aLUIO IS Iepeadyn YKa3aHHOMY JIMITY. DTO MOXET ObITh,
HamnpuMep, OTeNlb, B KOTOPOM OCTaHOBWIICS MOJIy4YaTellb NMUCbMa, WIM €ro APYy3bsi U
3HAKOMBIE, KOTOPBIE MOTYT NIEpeIaTh MUChbMO O Ha3HayeHuto. Hampumep:

Mr. R. Jones
c/ o Hotel Savoy
Paris

France

B 3akmrouenne HeCKOIbKO O6H_[I/IX COBCTOB:

Anpec monydyatens Ha KOHBEPTE BCErjia CIEAyeT MUCATh TOJHOCTHIO M, IO
BO3MOXKHOCTH, II€YaTHBIMH OYKBaMH — 93TO OOCCICUHUT €ro HAJCKHYIO JIOCTaBKY
ajpecary.

He crapaiiTech BMECTUTH ajipec B JIBE CTPOKH, IMUIIUTE €r0 Ha TPEX MK YETHIPEX
CTpOYKaX.

PaznuynHbie ykazaHus O croco0ax JIOCTaBKU TMHChbMa JIENAIOTCS, KaK IMPaBUIIO,
MOYTOBBIM OTJAECJICHUEM B IPABOM BEPXHEHM YacCTH KOHBEPTA IOJ MAapKOH, OIHAKO
WHOT/Ia OHU MOTYT OBITh C/I€JIaHbl U BaMU JIMYHO OT pyku. Hampumep:

Registered (mail) 3aka3Hoe

Air mail/ Via air mail ABua

Express (delivery) Dkcmpecc

If not delivered please B ciydae HemocTaBKu
return npocb0a BEpHYThH
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O0pa3ubl IMYHBIX IHCEM
Friendly Letter Sample
JApyxeckue nucbma

[TumryTest OT pyKH WM MeYaTaloTCs Ha MOYTOBOM Oymare. AJpecyroT Ipy3bsiM U
KOJUIETaM.

701-235 Sherbrooke St.
Montreal, QC H3C 1L4
January 11, 20xx

Dear Frank,

All the best to you for the New Year! How are things going in the Land of the Rising
Sun? | must say, | really envy you getting that Tokyo gig with the company. Somehow
they overlooked me on that one and | am forced to slug it out here through another
frigid and snowy Montreal winter. Brrrr!

I heard through the grapevine that business is going well there. Rumor has it that you
guys are just about to close a big deal with the Japanese government for an M-750
Simulator. Great news! Good for the company and good for you. Keep up the great
work!

Did you hear about Margie Bronson suddenly leaving the company just before year-
end? It was a bit of a shock to say the least. She gave one week's notice and was gone.
Nobody knows for sure what's up with her but rumors have been flying fast and furious
that she went through a bit of a personal meltdown and has now gone underground to
lick her wounds for a while. There could be some truth to that since her long time
relationship ended recently and three months ago she was passed over for that director
position that was up for grabs. I'll keep you posted when we find out more.

As for me, | am quite busy these days on the Branscombe Systems Project. We are
entering Phase Two now, and that is expected to run for three years, at least. Frank
Schindler is Senior Project Manager and | am Team Leader of the Embedded Systems
Group. I am enjoying it so far. Whether I'll feel the same way in three years, I'm not
sure. By then | might be ready to join you in Japan.
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I'm still kicking butt in the squash court and am managing to get in two or three matches
per week. What about squash in Japan? Have you been able to play any over there? Are
there even any squash courts? | suppose since you are in Tokyo there must be some. Let
me know.

| have to go now and attend to family duties. Jonathon needs some help with his
homework and Angie wants me to fix something in the kitchen. You single guys
traveling the world sure are lucky!

Keep me posted whenever you can. | really enjoy receiving your letters and getting the
details of your life in Japan.

Your squash buddy,

Dave
Goodbye Letter Sample
IIpomajbHbIe MUCbMA

JI0JDKHO OBITH JJAKOHUYHBIM, TI0 CYTH, U HCKPEHHUM. AJpecyeTcs KoJijieram 1o padore,
meyaraercsa Ha OJlaHKe.

August 12, 20xx

Dear Friends:

As a number of you already know | have recently accepted a position with another
company and will be leaving at the end of this week. Please consider this to be my
sincere goodbye to each and every one of you.

I want you all to know that | am truly leaving here with mixed feelings; happy about my
new career opportunity, but sad to be leaving such a great company where | have so
many wonderful friends and colleagues. The last three years as a member of the SysTek
team was the best period of my career so far. | learned a great deal and worked with
many people with whom I am sure | will remain friends for a long time. | can only wish
that my new job will give me such rewarding experiences and supportive friends.
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Thank you so much for making my time at SysTek a truly enjoyable one. I invite any of
you who would like to keep in touch, to speak to me before | leave on Friday and | will
be happy to give you my new phone and e-mail co-ordinates.

My very best wishes for the future go out to each and every one of you.

Yours sincerely,

Jason Hurley
Romantic Love Letter
PoMmanTH4eckoe mucbLMo

OTO pa3HOBUAHOCTH JHOOOBHOrO muchMma. [luimiercs mo pasHbiM moBoaaMm. Tak, Kak
Takue BUJBl MUCEM IMEPENOJHEHbI 3MOLUSIMH, UX CJEAyeT MUcaTh OT PYKH, YTOObI
0003HaYUTh BAXKHOCTh W TPOTaTeJbHOCTh MOMeHTa. [lumiyrcs Ha HMMEHHOW WM
MIPOCTOM TOYTOBOM Oymare.

11017 Ashley Dr.
Rockville, MD 21547

September 5, 20xx

My Dear Robert:
| was just reminiscing about Saturday evening; it was such a perfect night.

The subtle breeze made me shiver from time to time, but I'm so glad they had a table for
us outside. What a wonderful way to spend an autumn evening.

Sitting across the table from you, listening to your fascinating stories, | was
mesmerized.

You're so passionate and intense when you speak of the things you love. | find that so
attractive.
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The wine you selected was perfect. Sipping it from the delicate glass enhanced the taste
and it warmed my body as it filled up my insides.

Dinner was sumptuous. The pasta was so flavorful; | savored every bite, sucking each
strand of linguini slowly through my pursed lips as | listened to you speak.

It was a luscious meal, and you were a delicious date.

| loved it after dinner when we sat there gazing into each other's eyes sipping our wine.
After each sip, the subtle taste of wine lingered on my lips, and I licked them so slowly,
catching every last drop. And when you touched my lip with your finger, capturing that
one drop of wine that I missed, and then licked your finger, a tingling sensation flooded
my entire body.

After dinner, as we walked along the sidewalk hand-in-hand, | realized just how much |
love being with you, sharing a meal with you, talking with you, and being a part of your
life.

Love and affection,

Diana

Love Letter Sample
JIr000oBHOE MUCHMO

O0s13aTenbHO TOJDKHO OBITH HAMKMCAaHO OT PYKHM HAa MMEHHOW WJIM MPOCTON MOYTOBOM

Oymare.
1735 Stanton Ave.
Richmond, VA 22045
May 15, 20xx
My Dear Cheryl,
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Loving you is so easy.

There are so many reasons why I love you...

The little things you do, the simple gestures you make, the feelings and thoughts that
you share with me. | adore the way you look, the way you move, and your infectious
smile.

There are so many things to love about you!

Do you know I love it when you daydream and you think no one is watching?

Do you know | love the way your eyes sparkle when you tell a funny story?

Do you know that I love the shape of your ears?

Do you know | love to watch you sleep?

| could go on and on.

It's important to me that you know that | love you - and how much | love you.

So whatever it is that you are doing, thinking or saying, as you go about your day --
know that I am there with you, loving you.

Much Love,

Nathan
Letter of Apology

ITnceMo—u3BUHEHHE JOJDKHO OBITH KOPOTKHUM U UCKPCHHHUM.

175 Pitkin Park Road
Apt. No. 7
Montpelier, VT
05602-2950

April 10, 20xx
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Martin Gavin

175 Pitkin Park Road
Apt. No. 15
Montpelier, VT
05602-2950

Dear Martin:

Re: Parking Garage Problem

Please regard this as a letter of apology for the recent problems that I caused you by
moving your belongings in the parking garage without your permission.

Believe me, | had no intention of causing you any problems. Over the long weekend |
decided to rearrange my space in the garage and install some new shelving on the front
wall opposite my parking space. While | was at it | thought | would also tidy up the
entire garage. It was during that process that | noticed that your boxes of books were
stored, what | thought was, dangerously close to the electric heating element. So, | took
the liberty of moving those boxes to the other side of the garage. It didn't occur to me at
the time that this would block the entry and exit on the passenger side of your vehicle.

After you brought this to my attention Monday evening | immediately moved your
boxes back to where they were stored originally. As you suggested, by stacking them
carefully I was able to place them so that there was sufficient safe clearance from the
heating element. | trust you will find everything in order now.

I'm really sorry that I didn't check with you first before moving your belongings. I can
now see how it would have upset you to return after the holiday weekend and find your
belongings moved for no apparent reason. All I can say is that it won't happen again.
Sincerely, Jeff Gibson

Letter of Complaint

ITucsMo-kxa100a

[Tucekmo — >xamobGa 3T0 camblii 3¢ (EKTUBHBIN CMOCO0 YCTPaHUTh HEIOBOJIHCTBO
CIOXKMBIIEHCs cutyareid. [lumercs, 4ToObl MoKa3aTh CEpbE3HOCTh U PEHIMMOCThH B
JOCTH)KEHHUH TIOJOKUTEIBHOrO pe3yibprara. IleyaTaeTcss Ha CTaHAAPTHOM IOYTOBOM
OJaHKe.
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15-1505 Drummond St.
Montreal, QC, H3C 1L2
(514) 989-1758

Oct. 15, 20xx

Jeremy Foster
17-1505 Drummond St.
Montreal, QC, H3C 1L2

Dear Jeremy:

Further to my letter to you of Sept. 15/xx, tomorrow will make seven (7) weeks since
your renovation project mishap caused significant water damage to the ceiling of my
bathroom (i.e. Aug. 27/xx). As you know, most of the ceiling collapsed due to the
excessive water build-up. As you are also aware, Units 11 and 13 were also damaged.

The only thing that has happened on this since my Sept. 15th letter, took place about ten
days later when an Estimator for your insurance company inspected the damage to the
various units.

The day after the mishap, you told me that since you had caused this problem you
would be following-up promptly and would keep me posted on developments. It has
now been 48 days since your actions caused this damage and my bathroom ceiling has
still not been repaired, nor have | heard anything from you or anyone else about when
repairs might be done.

I have recently had two sets of house guests visit me and | was not too pleased about
having to apologize to them about the state of my bathroom. | expect more guests in a
couple of weeks and | would really appreciate it if the repairs were done before their
Visit.

Frankly Jeremy, | am at a loss to understand why you have obviously made no efforts to
expedite these repairs and to keep us informed of the situation. You seem to be acting as
iIf this really didn't happen and that perhaps it will somehow go away. I'm afraid it will
not go away until you attend to repairing the damage for which you are responsible.

At this point | would ask you to please show some respect and consideration for your
neighbors who suffered these damages through no fault of their own, but due to your
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negligence.

Jeremy, on behalf of my fellow residents in this building | ask you to do the right thing

and see to it that the necessary repairs get done post-haste.

Sincerely,

Steven Faubert

cc: Evelyn Tracey
Claude Patterson
Letter of Congratulations

IMo3apaBuTe/IbHOE IMCHEMO

HOI[XOI[I/IT AJIs1 pa3IMYHbIX CHTyaHHﬁ, KaKk 1Jd4 ACJIOBBIX, TaK W 4 JIMYHBIX.

[TeyaTaeTcst HAa CTaHAAPTHOM MTOYTOBOM OJIAaHKE.

Mavis Jamieson

880 West 60th Street
Suite 1850

New York, New York
10025-5745

Dear Mavis:

495 West Village Way
Suite 975

New York, New York
10023-6825

January 15, 20xx

Please accept my heartiest congratulations on your recent selection for inclusion on the

short-list for the NY City Writers Prize.

| just heard the news today from Francis Goodspeed when she dropped into my office

-31-



with the marked up proofs for her latest collection of stories. As you can imagine, Fran
was very excited too!

| am so proud of you. As you know, | have been a longtime promoter of your work, and
in my mind it's about time they finally recognized your talent. In fact, I believe that your
selection for the NYCWP short-list is long overdue.

| have already read two of the other books that are short-listed and in my opinion they
don't hold a candle to your "No Turning Back™. | will read the other three books
nominated and let you know what | think. Although, I could hardly be considered an
objective reviewer on this one!

Once again Mavis, my sincere congratulations on your nomination. Just being
nominated for the NYCWP is an honor in itself. | will be keeping my fingers crossed for
you until they announce the winner on March 1st.

Sincere best wishes,

Brad Merchant
Letter of Personal Reference
JII/I'-IHOQ pEKOMeHI[aTe.]ILHOG IINCHBMO

JInyHOE PEKOMEHIATEIbHOE MUCHMO WJIM MTUChMO-XapaKTEPUCTUKA OOBIYHO HAYMHACTCS
¢ ¢pa3sl «ToMmy, KOTO 3TO MOMKET KacaThCsS» WM C MPUBBIYHOTO MPHUBETCTBHUSA, UTO
MIPOTHUBOIIOJIO)KHO «PEKOMEHIATEIIBHOMY IHMCbMY», aJIPECOBAHHOMY OIPEICIEHHOMY
JUITy B KOHKPETHOM cuTyaruu. [lumercst Ha cTaHIapTHOM MOYTOBOM OJIaHKE.

2550 Notre-Dame W.
Montreal, QC H3C 1L2

July 27, 20xx

To Whom It May Concern:
Re: Personal Reference - Michael Meloche

I have known Michael Meloche for the past 15 years, first as a neighbour and squash

partner, and in recent years as a friend.
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| first met Michael shortly after he arrived in this country from his native Serbia. He had
moved in with his father in the same building in which I lived. Not long after he arrived,
he noticed me in the elevator with my squash gear and asked me in his rudimentary
English if I would play squash with him, to which | agreed.

When he first arrived in this country, Michael registered in the final year of high

school to improve his English. In fact, during that first year | often tutored him in
English and History in the evenings which allowed me to get to know him quite well. |
quickly realized that not only was Michael very bright, he was an incredibly hard
working individual who was determined to overcome all challenges he faced.
Accordingly, within one year he was quite fluent in English, with very little accent, and
he had finished at the top of his class in high school. In addition to that, in parallel with
his studies he managed to hold down two part-time jobs.

After that, Michael was accepted into university on a partial scholarship in another city.
Although we didn't see each other for about three years we kept in touch by e-mail and |
could see that he was continuing to excel in his studies. After three years he graduated
with an Honors degree in Biochemistry.

After a short stint doing research with a pharmaceutical company in Toronto, Michael
moved to Montreal six years ago to pursue his dream of becoming a medical doctor.
While he was studying medicine at McGill University in Montreal | saw quite a bit of
him and was well aware of his progress as he moved through medical school. Last year
Michael realized his dream and graduated near the top of his class as an M.D. He is
currently a plastics and reconstructive surgery resident at a major Montreal hospital.

Clearly, Michael's deeds speak for themselves. He is a highly intelligent hard worker
who never loses sight of his goals. He is also a fine person with a great deal of integrity
who | am proud to call a friend. | therefore have no hesitation whatsoever in
unreservedly recommending Michael Meloche as a trustworthy person who can always
be counted on, regardless of the enterprise.

If you have questions or need additional information about my knowledge of Michael
please free to call me in Montreal at (514) 978-1789.

Sincerely,
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Samuel Francis, M.B.A.
Letter of Sympathy
HHCBMO-CO‘lyBCTBHe

OTH uchbMa el TakKe U3BECTHBI KaK MUCbMa-co0oe3HoBaHus. COriacHO CBOEH CyTH
¥ COJIepKaHUIO, OHM MHIITYTCS TIOYTH BCETAA OT PYKH.

895 Don Mills Road, Unit 2735
Toronto, ON
M3C 1T5

November 19, 20xx

Dear Sabrina,

Please let me express my deepest sympathies to you and the children. | was shocked and
shattered when | heard about Frank's horrific accident. | can't even imagine what you
have been going through for the past ten days.

As you know, Frank and | have been colleagues and friends for the past eight years. His
tragic loss leaves a terrible void in our office. He was so well-liked and respected by
everyone who came into contact with him, both colleagues and clients alike. He had
tremendous people skills, and as such, was a role model in our company and the
industry at large.

| trust that, when they are older, the children will be made aware of what an outstanding
person Frank was in his professional life.

Sabrina, please feel free to contact me if | can help in any way while you go through
this very difficult period. | will support you in any way that | can should you reach out

to me.

Also, please tell the children how terribly devastated all of us are here at the company
due too their Father's tragic passing.

Sincere sympathy,
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Darlene Francis
Letter of Thanks
I[Mucpmo-0J1arogapHoCTh

OTO MUCHMO JTOJKHO OBITh KOPOTKHUM, HO MIPOYYBCTBOBAHHBIM U UCKPEHHUM. OOBIYHO
IUALIETCS OT PYKH.

The Marsdens
7425 Lansdowne Road
Bethesda, MD 20812

January 15, 20xx

Fred and Sylvia Becker
455 Battery Lane
Bethesda, MD 20814

Dear Fred and Sylvia:

On behalf of the entire Marsden family | would like to thank you for your unflagging
support and kind condolences in recent weeks as we mourned the tragic loss of
Raymond.

Without wonderful friends like you to spend time with us and help with daily tasks it
would have been much more difficult for us to suffer through this very difficult period. |
especially appreciated the numerous meals that you prepared and delivered to us as well
as the drives to school you provided for Kirstin and Charlie. You can't imagine what a
help this was to Carl and | as we tried to focus on Raymond's funeral arrangements
while also having to deal with the media.

As you will understand, it is going to take some time before our family can get back to
normal after this senseless tragedy. So, please don't take our lack of contact during this
period as any more than us taking the time we need to try to get back to some
semblance of a normal life.

Please accept our heartfelt thanks for all that you have done.

Sincerely grateful,
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Susan and Carl
Letter of Welcome
ansMo-npnrﬂameHne

briBaeT kak JWYHOrO, TaK M JEIOBOrO THMa. YacTo HCHONMB3YETCS pPa3THIHBIMU
OpraHu3alusIMH, YTOOBI TPHTJAIATh HOBBIX JroAei. [lumercs Ha cTaHmapTHOM
MMOYTOBOM OJIAHKE WM TIeYaTHOU (popMe yupekIeHHUS.

1350 Carling Ave.
Ottawa, ON, K2P 1P7

April 10, 20xx

Mr. Peter Lawrence
1350 Carling Ave., Suite 1204
Ottawa, ON, K2P 1P7

Dear Peter Lawrence:

As Administrator for the Mountain Vista Residents Association (MVRA) | would like
to welcome you as a new member of our community. As a longtime resident | am sure
that you will enjoy living here. Below are some administrative and contact details on the
operations of the common facilities.

Administration Office
The Administration Office off the main lobby is open weekdays from 10:30 a.m. to
6:30. p.m. The phone number is (613) 232-4985.

Health Club
The exercise room and whirlpool are open from 7:30 a.m. to 9:30 p.m., 7 days a week.

Squash Courts

The two squash courts are accessible during the same hours as the Health Club. Courts
must be booked in advance using the sign-up sheet outside the office. A new sign-up
sheet is posted at 10:30 a.m. each day to book courts for the following day only.

Swimming Pool
The outdoor pool is open daily from 7:30 a.m. to 9:30 p.m.; from May 15th to
September 30th.

Party Room
The party room may be booked for special events through the Administration Office at
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(613) 232-4985. A $100 damage deposit is required with each booking.

Emergency

The general emergency number is 911. However, for any building-related emergencies
please call the special emergency beeper number at (613) 232-4300 and leave a
message. Someone should get back to you within the hour.

At Mountain Vista we take pride in the cooperative and considerate way in which our
community operates. We ask you to join us in that spirit of cooperation as you enter this
community.

Please feel free to call me at (613) 233-9210 if you have any questions.

Yours Sincerely,

Frank Higgins
Administrator, MVRA

Teacher Letter to Parent
HI/ICLMO pO)II/ITe.]ISIM oT y‘II/ITeJIH.

[lumercs BHauyane y4dyeOHOTO ToJa C LEIbI0 Pa3bSICHEHUS MO MOBOJAY JOMAIIHUX
3a/laHUii, HE3aKOHYEHHBIX KJIACCHBIX PabOT, OTCYTCTBHUSIM IO YBAXXUTEIbHBIM M HE
YBOXUTEIbHBIM TPUYMHAM, a TaKXKe JaJbHEHIIero OOLIEHUS MEXIy IIKOJIOH U
poautensmu. [leyataercs Ha opuIIMaIbHOM OlaHKE IIKOJBI.

September 10, 20xx

Parents of Students
Grade 11, Class C
Maxwell Park Secondary School

Dear Parents of 11C Students:

As the new school year gets underway it is timely to send you the guidelines and
procedures that will be followed this year at Maxwell Park School with respect to
homework and unplanned absences.
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Uncompleted Class Work

If your child does not complete his/her school work in class, | may require that it be
completed at home. In such cases | will send you a special "Classwork at Home" form
that will explain what work was not completed in class, and why. | ask you to please
sign the bottom portion of that form where indicated, and have your child return it to me
when they hand-in the completed work. This will help distinguish incomplete seatwork
from regular homework.

Uncompleted Homework

Repeated failure to complete homework may result in the issuance of an Academic
Notice. In accordance with school policy, Academic Notices always require a meeting
with the parent and administration. If | send such a notice to you, it will request that you
telephone me as soon as possible so that we can set up a meeting involving you the
parents, me the teacher involved, and the vice-principal.

Missed Homework Due to Absence

Excused absences:

Students who are absent due to illness have three days for each full day missed to make
up school work that was missed (after he/she returns to school). Students are
responsible for completion of all missed schoolwork or they will receive a grade of zero
("0") on any quizzes, tests, projects or assignments missed. If your child is absent more
than two days and you would like to pick up any missed homewaork assignments, please
telephone the school office at 615-245-7645 to make arrangements.

Unexcused Absences:

Classwork and homework missed due to planned or voluntary absence must be
completed and handed-in on the day of return to school. Parents and students must
secure assignments in advance of such absences and should inform me in writing at
least one week in advance of the planned absence.

IlIness At School

Students who appear to become ill during the school day will be sent to the office and a
determination will be made by the school nurse whether or not a child should be sent
home. If deemed necessary to send the child home, parents will be telephoned at home
or at work to make arrangements for pick-up.

I would ask you to please review and take note of the above guidelines and procedures
so that we may work together in providing the best possible educational experience for
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your child this year.

If you have any questions or comments please feel free to call the office at 615-245-
7645 and leave a message for me and | will contact you as soon as possible to discuss
your concerns.

Yours truly,

Antonio Vargas
Personal Thank You Letter
JInyHoe nmucbMO-0/1arofapHOCTh

I[OJ'DKHO OBITH KOPOTKUM, MCKPCHHUM H HWIATH HU3 CCpAla. TaK, KaK TaKu€ IIMCbMa
aJIPCCYIOTCA OIU3KUM APY3bsiM, 3HAKOMBIM U POACTBCHHUKAM, UX IMUIIYT OT PYKH.

The Rogers
255 Ditchburn Road
Charleston, SC 29414

January 12, 20xx

Dear Joanne,

| really want to thank you for all of the trouble you went to entertaining the entire
family over the past holiday season.

I know that you organize these holiday gatherings because you enjoy doing it and you
love to have everyone get together at your place. Nevertheless, | just want to make sure
that you understand how much the rest of us appreciate everything you do to make these
get-togethers happen.

Having helped Susan organize a few much smaller social gatherings over the years |
know how much work is involved. | realize how much planning and preparation you
must have to do each and every year so that the entire extended family and assorted
friends and acquaintances have a happy and fun holiday celebration. It's amazing really,
that you are able to do such a great job, year after year, in parallel with your other
duties, both as a mom and an active volunteer worker!
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So Joanne, on behalf of everyone | want to express my sincere thanks to you for all that
you do to assemble and entertain us during the holiday season. You really are the glue
that holds our extended family together!

With love and admiration,

John

PexoMeHIaluM 110 HAIMCAHUIO KOPPEKTHOI'0 JIMYHOI'0 MHCHbMA
XOpo1o NpoAyMbIBaUTE MUCHMA.

YMeno, 1 KOPPEKTHO ACIUTECh IUIOXUMH U XOPOIIMMHU HOBOCTSIMH, OOMEHHBANTECh
uHdopmaluent, oTBeYailiTe Ha BOIMPOCHI, pearupymrTe Ha HOBOCTH W3 MPEIBIIYIIETO
MMCHbMA, CIIPABJISIUTECH O COCTOSIHUM a/ipecaTa.

CrapaiiTech BKJIIOYaTh HH(POPMAIIUIO, KOTOPYIO ObI 4eJIOBEK ObLT CYACTIIMB MOy YHTh.

[TucsMo, OCIaHHOE IO MOYTE U HATMCAHHOE OT PYKH, BCETJa OCTAHETCS TUYHBIM, B TO
BpeMs KaK MUCHMO, MOCJIAHHOE IO 3JIEKTPOHHOM IMOYTE, MOXKET ObITh HEYMBIIIUICHHO
MPENPOBOKACHO IO HEBEPHOMY aJIPECY.

O yém Jyulle He MUCATH

. Woe-is-me (rope mHe!): mMCbMO MMOJIHOE TOPSI, OTYASIHHS, HEY1a4 HE JOCTaBHUT
YUTATEITO YI0BOJIBCTBHUSA, 4, HAOOOPOT, UCIIOPTHT HACTPOCHHUE U JOCTABHUT
0€CIOKOMCTBO.

. Tell-all: HeT HUYETO MPEIOCYAUTENEHOTO B TOM, YTO BbI OY/I€TE U3IHBATH CBOIO
Ayury Ha Oymare, HO BCE XOpOILO B MEpY.

. GOSsip: HempaBUILHO PACCKa3bIBaTh BCE, UTO BbI 3HAETE O YbHUX-THOO
WCTIBITAHUSIX WK 3J0KITI0YeHUsX. CTapaiitech ce0si KOHTPOJIUPOBATh.

b Anger: Cropsda CKa3aHHBIC CJIOBA CTUPAIOTCA U3 IIaMATH, HO BCE YTO HAMCaHO
Iepom ... . He numure nucbMa B INIOXOM HAaCTpOCHHHU.

3aKaH4YMBalTe MUCHMO Ha IOJIOKUTEILHOM HOTE.
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. Use your first name or nickname on letters to friends or business associates who

know you.

Useful Vocabulary

BBoausie ¢paszbl

3aKIroYuTeNbHbIE (PPa3b

O It was great to get your
letter....

N Thanks for your letter. It was
great / lovely to hear from you.

N Thanks for your long letter. It
was really great to hear all your
news, after not hearing from you for
ages.....

O Sorry I haven’t written for so
long but.....

O I’m very sorry about not
replying to your letter sooner but
I’ve been extremely busy.

[ Sorry for not writing earlier but

[l How are things with you? I'm
sorry I haven’t written for so long,

N | was really pleased to hear
that....

O I thought I’d better write and
tell you about....

O | would really like you to visit me
this summer. Write to me and tell me
your plans.

[ Thanks for sending me... Please
write to me again soon, and tell me all
your news.

O Please give/send my regards
(love) to your.... And write and tell
me your plans for....

O | would really love to see you.
Why don’t you come and visit me
this..... Write back soon!

[ If you want to know anything
else, just drop me a line.

[] Well, that’s all for now. Do write
back soon.

0 That’s all my news for now...

Iucoema c npocvooit oamo cosem.

Asking for advice

BBoanbie ¢hpasbl

3akmouuTenbHbIC (Ppasbl

Formal
N | would appreciate it if you
could give me some advice about...
N | am writing to ask if you
could help me with...
N | am writing to ask for your

advice.
N Could you possibly offer your

Formal

N | would be grateful if you could
give me your advice as soon as
possible

N | look forward to receiving your
advice.

N It would be of great help if you
could advise me.
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advice?

Could you please give me your
advice?

| am writing to request some
advice concerning...

| would be grateful if you could
offer your advice.

| wonder if you could help me
with a problem...

Informal

| am writing to ask for your
advice.

Can you give me your advice?

Give me your advice about....

Can you think of anything
that...?

I’ve got a problem and I need
your advice

I’ve got a problem, and I think
you can help.

]

O O 0O O

| would greatly appreciate your
assistance in this matter.
| would appreciate it if you could
give me your advice as soon as
possible.
Informal
What do you think | should do?

Give me / Send me your advice
soon.

Do you think I should...?
Do you have any idea about...?
Please let me know what to do

Please let me know what you think
| should do

I’d like to know what you think
about...

Write back soon and tell me what
you think.

Your advice would help me a lot.

[]

Hucvema-cosemeut. Giving advice

Brogusie ¢pazbl ®pa3bl OCHOBHOM 4acCTU 3akIrounTeNbHbIE (pasbl

Formal Formal Formal

Thank you for | [ | strongly recommend [ | trust you will
your letter that....... accept this advice
requesting.... [ | would suggest O I hope this advice

| am writing in that......... will be of help
reply to your letter | [ | believe the best course | [ | hope to have
asking for advice of action is.... been of assistance to
about... 0 | would advise you you/

| am writing to......... [ | would very
with regard to your | ] You should / ought much like to know if
letter requesting to........ this advice was
advice helpful / has been of
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concerning....

Informal

I ‘m sorry to
hear .....and I think
| can help.

Cheer up /
Don’t worry too
much.

Don’t let it get
you down

I’m only too
glad to help.

| just got your
letter and |

Here’s what [
think you should
do.

If I were you |

Informal

Why don’t you.......... ?

If I were you / in your
position, I’d...../ I
wouldn’t.....

Have you thought of /

Don’t forget to....
It would be a good idea

What you should do is...

How about +

I think you should......

The best advice | can
give you is.........

Another good idea is

SOMmMe Uuse.

Informal

| hope that this /
my advice helps.

Let me know
what happens.

Let me know
how it went.

Let’s hope that
things get better

Let’s hope that
everything turns out
all right.

Hope this helped.

If you do this,
you would.......
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CTpyKTypa 1eJ10BOr0 NUChbMa

[TucbMO — 3TO BaXKHBIN 3JIEMEHT BelleHUs Ou3Heca. be3 mepenucku BeCTH JIeTIOBBIC
OTHOULIEHUS HEBO3MOXKHO. HecMoTps Ha pas3BuTue TenedOHHOU CBSI3M, TeleKca U
TenerpadHON CBS3HM, YBEIMYCHHE JMYHBIX KOHTAKTOB B MEXIYHAPOJIHOM OW3HECE,
oOMEH MUChbMaMU MPOAOJKAETCS U ceroiHs. [Ipu ycTaHOBIEHUU NIEJOBBIX KOHTAKTOB
XOpOIIIO COCTaBJICHHOE MHUCHBMO MOXET JY4YIIMM 00pa3oM NpelCTaBUTh (GUPMY U
CO3/1aTh OJaronpusTHOE BIEYATICHUE O HEHM Y MOTEHIIMAIBHOTO MapTHEpa.

Buemnnii Bujg nucbma umMeer Oombinoe 3HaueHue. [IpaBunbHOoe odopmieHue

ACJIOBOI'O IMKMCbMa — OYCHb BaKHasd 4aCThb ACJIOIIPONU3BOJACTBA.

KOHBepT AJId J€JI0BOro mucbmMa II0 IPpUMEPY JHMYHOI'O IIMChbMa O(l)OpMJ'ISIGTCH

CEAYIOIIMM 00pa3oMm:

HUmsa / nazeanue opeanuszayuu omnpagumes
Homep ooma, ynuuya omnpagumens
TI'opoo, cpaghcmeo (wumam), unoexc,
Cmpana
HUmsa / nazeanue opzanusayuu noayuames
Homep ooma, yruya nonyuamens
T'opoo, cpaghcmeo (wumam), unoexc

Cmpana

OcHoBHBIE TpeOOBaHUS K CTHIIIO AHTJIMICKOTO JAENOBOTO THChMA: SICHOCTD,
C)KaTOCTh U BEXJIMBOCTH. /[enoBble MuchbMa MUIIYTCS, KaK MPaBUIIo, HA HAaleYaTaHHbBIX
TunorpadckuM cnocobom OjaHKax MO YCTAHOBIEHHON (popMe, KOTOopasi CXeMaTH4YEeCKU
BBITJISIAUT CIEIYIOIIMM 00pa3oM.

1. 3aroaoBok (The Heading)
2. laTa (Date)
3. Buyrpennunii agpec (The Inside Address)

4. IlpuBercrBue. BerynurenbHoe oopamenue (Salutation / The Greeting)
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5. Texer mucbma (The Body of the Letter)
6. 3axarwuenue (The Conclusion/ Ending)
7. IIogmucek (The Signature)

8. Ipuaoxenne (ecau ecthb) (The References to Enclosures (if any))

1. 3aronoBok, Kak MpaBWJIO, HarleyaTaH TUNOTrpadCKUM CocoOOM (€ciu MUChbMO Ha
crienuaibHOM OJlaHKe) W COACP)KUT Ha3BaHWE (QUPMBI, €€ aapec, HoMmepa
TenedoHoB, (akc, Ha3BaHHWE KOJOB M JApYyrue JAeTalid, Hampumep, ajapeca
¢ummanos ¢upmel. IHOT/Ia B 3aT0JIOBKE TaKXKe COJAEPKUTCS yKa3aHue Ha 00JIacTh
NeATENbHOCTH (PUPMBI, IMEHA €€ PYKOBOJUTENEH U JIp.

2. Bpems namucanus muchbMa, Kak U B JMYHOM IHCHbME, MOMEIIAECTCS B MPABOM
BEPXHEM YTIJy TOJ 3arojioBKOM. [IpaBuinbHO HamucaTh JaTy MOXKHO YETBHIPHMS
crocodamu:

March 16", 2009

16™ March, 2009

March 16, 2009

16 March, 2009

Haubonee pacnpocTpaneHHbIe CIOCOOBI HAMCAHUS JaT:
16™ March, 2009

March 16, 2009

3. BuyTtpennuii aapec — TOT ajapec, KyJa Hampasisercss nucbMo. OOBIYHO, OH
MIOBTOPSIET aJpec Ha KOHBEPTE MUChMa. AJIpec MUIIETCS B CIACAYIOIIEM MOPSIIKE:
1) HaMMeHOBaHUE OpraHHU3AIINH,

2) HOMED J0Ma ¥ Ha3BaHUE YIIUIIBI,
3) HasBanue ropona (¢ 0003HAYEHHUEM TOYTOBOTO pailoHa) WM INTaTa (eciu
nucbMo otnpasiisieTcs: B CLIA).

Hanpumep:
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Black &Co., Ltd.,
20 Moorgate Street,
London, E.C.2
Great Britain.

YacTo Ha BHYTPEHHEM a/Ipece HOMEP JIoMa U Ha3BaHHE YIIUI[BI OITyCKAIOTCSI.
A66peBuarypa Messrs. (Messieurs, ['ocrioza) ucnoibp3yercss B TOM CiIydae, eCiu

Ha3BaHHC (prMBI COICPKUT KaKoe-I1u00 UM, HAIIpUMCECD:

Messrs. A. Robinson Ltd.
Messrs. John Smith & Sons.

Ecnu umenu denoBexka B Ha3BaHuM (upmbl HET, TO 3Ta abOpeBHaTypa He

VCTIOJIB3YETCS, HalpuMep:

The Sheffield Electronics Corp.
The Associate Advisors Ltd.

. OOpaiieHre HA B KOEM CiIy4yae HE JIOJDKHO omyckarbes. C HETO HAUMHAKOTCS BCE
nenoBele muchMa. Hawmbonee pacnpocTpaHeHHble (OPMBI  BCTYNHUTEIHHOTO
oOpaIeHus:

Dear Sir, - k MyXuuHe

Dear Sirs, (Gentlemen) — k ¢upme (popma, ynorpediasiemas riiaBHbIM 00pa3oM B
CIIIA). Hayanbuabie OykBbl — iporiicHble. [locine oOparieHnust craBuTcs 3amsitas B
Anrmun u aoetoure — B CIIIA. BocknuuarenbHblii 3HaKk He craButcs. [lpu
oOpallleHUH K XOpOoIIeMYy JeJI0BOMY APYTY MOXKET OBbITh MCIIOJIb30BAHO €0 MM,
Harnpumep:

Dear Mr. Black,

OOparenre K OJMHOKOW WM HE3aMY»KHEH KCHIIMHE CIEAYIOIIee:
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Dear Madame,

Bo MHOkECTBEHHOM 4HCIIE:

Dear Mesdames,

ConeprxkaHre TTUChbMA SIBJISICTCSL €T0 CaMOM CYIIECTBEHHOM 4acThio. TEeKCT MmuchbMa
cieayeT pa3ouBaTh Ha ab3allbl TAKUM 00pa30oM, YTOOBI KaXKJIbIH ab3al] coaeprka
0COOYI0 TEMY MJTH OCOOBIN MTOBOPOT TEMBI, TPEOYIOIIHIA OTACIPHOTO BHUMAHUSI.

C neBoii CTOPOHBI CIIETYET OCTAaBUTH MOJIe KAK MUHUMYM TPH CAHTUMETpA.

CyMMBI JIeHer, yIIOMUHAEMbIE B MUCbME, MOXHO MMHUCATh C HOBOI CTPOKH, TUOO

IMOAYCPKUBATD.

Hepez[ OCHOBHBIM TCKCTOM ITMCbMa 4aCTO AACTCA YKA3aHUC OTHOCHUTCIIBHO

coaepskanus nucbma. Hanmpumep:

Dear Sirs, VYBaxkaemble rocroaa!

Re: Letter of Credit No. ... KacarenpHo: Akkpeautun No ...

B aT10if cchuike Bce cioBa (KpoMe apTUKIEH, MPEeaioroB M COK30B) MOXKHO
MUCATh C MPOMUCHOMN OYKBBHI.

Wuorga Bmecto Re (Ref)ucrone3yror cioBo Subject mnm HaspiBaloT Temy
nmMchMa BOOOIE 0Oe3 KaKuX-IuO0O BBOJHBIX CJIOB, JIMIIb TOJYEPKHYB e€e,
HaIpumep:

Dear Sirs,

Order No. 2125/54 for «Belarus» Tractors
3aKiIroYeHue MHuchbMa MPEACTaBIsSeT CO0OM OAHY M3 TPAAULHUOHHBIX (opM
BOXKIMBOCTH.  JIJIS  3aKIIOYMTEIIBHOTO  TPHBETCTBUS ~ HAmWOoJiee  YacTo

WCIIONIB3YIOTCS Cleaytomue (GopmyIb:

Yours faithfully,

Faithfully yours, Hckpenne Bami(n),

Yours truly, C yBaxxeHueM,

Yours sincerely,

7. Hwuxe aToit popmyssl 0OBIYHO MOBTOPSAETCS Ha3BaHKUE (PUPMBI, 3aTEM OCTaBIISAETCS

MECTO OJId IIOAIIMCH, IIOA KOTOpOﬁ neyaracrtca uMA IIOAINHCABIICTO ITMCBMO
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YyeloBeKa M €ro JOJDKHOCTh B (upme. TpaauIllMOHHO MOANUCH CTAaBUTCA B
CEpeNHE JTUCTAa, HO COBPEMEHHBIX TMCbMaXx CABUHYTA K JIEBOMY IOJIIO.

Ecnu nucbMo MOANUCHIBAET HE TOT, Yb€ MM HANE4YaTaHO BHU3Y, 4, HAIPUMED,
3aMECTHUTEINIb, TEXHUYECKUHA PaOOTHUK MU T.O., TO NEpPE] HareyaTaHHbIM BHU3Y
MMChbMa UMCHEM CTaBsIT cj10BO fOr wim OykBEI P.p.

. HpI/IJIO)KeHHH YIIOMHUHAIOTCA B HIDKHEH JI€BOM 4acTU CTpaHHUIIbl, HUKC ITOAIINCH.

Hanpumep:

Enclosed: [Tpunoxxenue:

Bill of Lading KOHOCaMEHT

3 Enclosures: 3 [IpunoxeHus:

Bill of Lading KOHOCaMEHT,
Certificate of Quality cepTUUKAT KauecTBa
Invoice cuer

Azpeca B AHIVIMM U AMepPHUKe UMEKT CJIeTYIIni BUI:

Ms. J. Simpson

Foreign Rights Manager
Chapman & Hall Ltd.
11 New Fetter Lane
London EC4P 4EE
England

Ms. A. Arafel

Product Information Manager
McCraw-Hill Book Co

1221 Avenue of the Americas
New York, N.Y. 10020

USA

O6paTI/ITC BHUMAaHHE Ha ITOYTOBBIM HHJCKC U COKpalllCHNEC Ha3BaHMUU ILITATOB.
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Paznuuuss mexay OpUTaHCKMM W aMEPUKAHCKUM CTHIISIMU TIPEICTaBJICHbI Ha

CIEYIOLIEH CXEME:

British American
Hara (Date)

12" October, 2013 October 12, 2013
12 October 2013
12 Oct. 2013

Ipusercrue (Salutation)
Dear Sir, Dear Sir:
Dear Madam, Dear Madam:
Dear Mrs. Smith, Dear Mrs. Smith:
For the attention of Attention: Mr. E.C. Wilson
Mr. E. Wilson
Dear Sirs, Gentlemen:

Kommnuiementapuas konmoka (Complementary Close)
Yours faithfully, Sincerely yours,

Yours sincerely, Yours truly.

B nucbmax He J0MycKaeTcss HUKAaKUX T'paMMaTHUYECKHX COKpalleHuil tuma 1°’m,

don’t, we’ve u T.1. Bee 3TH cltoBa HY)KHO MUCATh MOJHOCTBIO.

Cnucok ocnHoéHbIX coxpameuuﬁ, UcCnojib3yembslx 6 oenoeoit Koppecnom)enuuu:
AJC, alc, acc. (account current) — Tekymuit cyer
adds (addressed) — agpecoBano
adse (addressee) — aapecar, mosydJarenb
ad (advertisement) — pexitamHoe oObsiBIIeHHE (MH. YrCIIO — ads)
a.m. (ante meridiem) — no mosyaHs
app. (appendix) — mpuioxeHue
a.s.a.p. (as soon as possible) — kak MoxHO ckopee
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Attn. (attention) — BHUManuto (KOT0-1100)
B/E, B.E., b.e. (bill of exchange) — nmepeBoHO# Bekcenb, TparTa
B/L, b/l, B.L., b.l. (bill of lading) — xoHOCameHT
CC., cC (copies) — yka3aHHe Ha aJpecaToB KOMWN MTUChMa
CEO (chief executive officer) — ncroJHUTEIBHBIN TUPEKTOP
cf (compare) — cpaBuuTE
cont, contr. (contract) — koHTpakKT
Co. (company) - koMmaHus
Corp. (corporation) — koproparus
cur. 1. (currency) - Bamora; 2. (current) — Texymui
CV (curriculum vitae) — xpatkast 6uorpadus
dd 1. (dated) - natupoBannsiii; 2. (delivered) — mocraBieHHBIH
Dept. (department) — 1. - otaen; 2. — MUHUCTEPCTBO
doc. (document) — nokymenTs! (MH. uncio - docs.)
e.g. (exempli gratia, nar.) — Hanmpumep
enc., encl. (enclosed, enclosure) — BiOXeHHBIH, MpHUIAracMblii, BIIOKCHHE,
npuiiokeHre (K TUChbMY | T.I1.)
exc., excl. (except, excluding, exception, exclusion) — uckitouasi, ICKIIOYCHHE
expn (expiration) — ucredenue (cpoka)
fig. (figure) — 1. - uudpa; 2. — puCyHOK, cxema
FY (fiscal year) — ¢punaHcoBbIi roj
h.a. (hocanno, nat.) — B TexyIeM roay
hf. (half) — mosoBuHa
id. (idem, sat.) — TOT e
I.e., ie (idest, maT.) — TO ecTh
inc., incl. (including) — Bxirouas
Inc., inc.(incorporated) — 3aperucTpHpOBaHHBIH KaK IOPHIWYCCKOE JIMIIO
(kopmoparius)
info (information) — uadopmarus
inv. (invoice) — cueT-akTypa
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IOU (I owe you) — monroBast pacrucka
L/C, l.c., l/c (letter of credit) — akkpeauTus
LLC (limited liability company) — xoMmnaHusi ¢ OrpaHHYeHHON OTBETCTBEHHOCTHIO
Ltd., Itd. (limited) — ¢ orpanrYeHHOI OTBETCTBEHHOCTHIO
LOC (letter of commitment) — rapanTHiftHOE THCHMO
mdse (merchandise) — ToBapbl
memo (memorandum) — 3amnucka
M.O., m.o.1. (mail order) — mouToBbIit TiepeBo; 2. (MONey order) — AeHEXHbIH
MIEPEBO/I, TUIATSIKHOE MOPYUCHHE
N/A (not applicable) — Henmpumenumo (Harp., MyHKT B aHKETE)
N.B., NB (nota bene, iar.) — BaxxHO€ 3aMeuyaHHe
NC, N.C., n/c (no charge) — 6ecriaTHO
o/l (our letter) — (ccputasich Ha) Hallle THCHMO
PA (power of attorney) — 10BepeHHOCTD
p.a. (per annum, Jyiat.) — B oA
par. (paragraph) — a63ar, naparpad, myHKT
Plc, PLC (public limited company) — oTkpbITas akIMOHEpHAs KOMIIAHHUS C
OrpaHUYEHHOW OTBETCTBEHHOCTHIO
PO (post office) — mouroBoe oTaeneHUE
pp. (pages) — cTpaHuIlbI
pp, P.p. (perpro, nar.) — OT UMEHHU U IO TIOPYICHUIO
qv (quodvide, nar.) — cMoTpH (TaM-TO)
R&D (research and department) — Hay4yHO-HMCCICIOBATEIBCKHE M OIBITHO-
KoHcTpykTOpckue pabotsl (HUOKP)
rct (receipt) — pacrmucka, KBUTaHIIUS
rept. (report) — oTuer
re (regarding) — OTHOCUTEIIEHO
ref. (reference) — ccouika
shipt (shipment) — otrpy3ka, oTrpaBka
sig. (signature) — moamuch
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urgt ( urgent) — cpouHbIi
V., VS. (Versus,iat.) — mpoTHB
VAT (value-added tax) — HAC

V.1.P, VIP (very important person) — oco6o Ba)XHOE JIAIIO

v.S. (vide supra, 1aT.) — cM. BBIIIIE
Vv.v. (vice versa, iat.) — Ha000poOT
w/o (without) — 6e3

& (and) — u (coro3)

@ - xommMepueckoe at

# (number) — nomep (amep.)

BBIPAKEHUSA, YALILE BCEI'O UCIIOJIB3YEMBIE B JTEJIOBbBIX
IINCBMAX

Jlna noomeeparrcoenusn noayuyenus RUCbMa, meaexca u m.n.

We have received your letter of...
We are in receipt of your letter of...
We acknowledge the receipt of your...

We thank you for your letter dated...

In reply to your letter of...
We are obliged (thankful) for your

letter of...

Mpe1 nosnyunnu Baire nucsMo oT. ..

ITonrBepxnaem nonyuenue Bamero...

bimarogapum  3a  Bame  mmcemo,
JaTUPOBAHHOE. . .

B orBet Ha Bame nucemo or...

Msb1 Bam npusHatenbHbl (0J1arogapHbI)

3a Bamre miceMmo.. .

Ilpu ccvinke na npedvlOyuiyro nepenucKy, Ha KaKue-iuodo 00KymeHmbol,

menegonHbvle pazzo6opwl, Nepezosopsvl U m.o.

With reference to...

Referring to your (our) letter of...

We refer to your (our) letter of...

Ccpuasch Ha...

Ccputasgcr Ha Bamie (Hame) mnucbMo
oT...
\Y 03

cceutaemMcsi Ha Bamre (Hare)
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Reverting to our letter of...
With further reference to...
Again referring to...

Further to our letter of...
...our letter of 17" May and our

telegram of the same date

MUCHMO OT...
Bo3sBpainasce k HailleMy MUCbMY OT...

HOBTOpHO CChLIIAsACH HaA...

B nonosnHeHue k Hallemy nuchbmy OT. ..
...Halle NuceMo OT 17-ro Mas W Haa

TCJICTpaMMa OT TOr'O K€ 4Yuclia...

Jna eesxcnuevix npocvo o uem-nubdo

Please inform us...

We ask you to inform us...

We beg you to inform us...

We shall be obliged if you will...
We should appreciate it if you will...
Please, be so kind as to... (do smth)
Please be good enough to send us...

Please send us by return of post...

Please send us as soon as possible

(urgently)...

[ToxxanyiicTa, COOOIINUTE HaM. ..

[Ipocum Bac cooOmuth HaM. ..

Mps1 Oyzaem npu3HaTeNbHbl, €ciid Bbhl. ..

BynpTte Tak 1r00€3HBI (CIeaTh YTO-TO)

IToxainylicra, BBILIIMTE HAM. ..

[loxainyiicta, mnouumMTe C OOpaTHOU
MOYTOM. ..
IToxanylicra, NONUIMTE KaK MOXHO

ckopee (CpoUHoO)...

ﬂﬂ}l omeemoe Ha ymu np00b6bl

In accordance (in conformity) with your
request...

In compliance with your request...

As requested by you...

As requested in your letter of...

B cooTtBercTBUU ¢ Baieir mpock00ii. ..

(Beimonnsis Bamny npock0y...)

Kak 6b1110 moTpeboBano Bamu. ..

Kak Bs1 TpeOoBanu B mucbMe OT. ..

Ilpu nocwinke uezo-1uoo
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We are glad to send you...

We are pleased to send you...
We are sending you herewith...
We enclose...

We attach...

Enclosed (attached) is...

Please find enclosed...

C YAOBOJBCTBHEM BLICHLIIIACM Bawm...

[Ipu sTOM mpuaraercs. ..

MBg1 npunaraem npu 3TOM. ..

[Ipu >TOM MPUITOKEHO. ..

Bbzpaafceuu}l corcajieHus, U36UHEHUA

We regret to inform you that...

We must acknowledge with
that...

Unfortunately,...

Regrettably,...

To our deep regret...

regret

Please accept our apologies for the

inconvenience caused.

We apologize for...

C coxanenueMm coobmaeMm Bam o Towm,
9TO...
C coxaJIeHueM MbI JIOJKHBI TIPU3HATD,
9T0. ..

K coxanenuro...

K namemy rimy0okoMy COXKaJeHHUIO. . .

IToxanyiicra, IIPUMUTE HaIlU
W3BUHEHUS 3a NPUYMHEHHOE
HEY100CTBO.

MN3BuHsgemcs 3a...

Ilpu ucnpasnenuu oumndoK

We regret that through a typing

(technical) error...

through a clerical error. ..

due to the mistake made by the packing

department...

Coxxanmeem, 4YTO WH3-32 CEKPETapCKOH
(TexHHUYECKOM) OLIMOKE. . .

M3-3a OIMOKY TIepPCOHAa. ..

n3-3a OIIINOKH, ClIeIaHHOU

YIIaKOBOYHBIM OTACIIOM. ..
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HexoTopsbie BUBI 1€/10BBIX I CEM
Pexaamuoe mucbmo (Sales Letters or Advertising)

Bo Bcem Mupe XOpoIo H3BECTHO, YTO OCHOBOHM JHOOOW TOPTOBIIU SIBIISETCA
pexkiaMa. B 3Toil CBSi3M caMbIM MEPBBIM IIaroM B YCTAHOBJIEHUM KOHTAKTOB C
napTHEpaMH SIBIISIETCA  OOMEH peKyiaMoil. DTO TOMOXKET MperoCTaBUTh Ooiee
noApoOHYI0 HMHQOpMAIMI0 O ToBapax U yciyrax ¢GuUpMbl Uid  [OAJEpKAHUS
JNAJTbHEUIIINX TaPTHEPCKUX OTHOLIECHUN.

Haubonee npocThiMM M NOMYJSIPHBIMH METOAAMM PEKJIAMHOU JEsTeIbHOCTU
Bcerja Obliia M €CTh MeYaTHasi MPOIYKLUHS: KaTaJIOTH, IPOCIEKTHI, PECC-PENU3bI U T.I1.
PexnamHoe nucbMo HauOoliee crieHU(PUYHOE M3 BCEX BHUJAOB PEKJIAMbI IPOMOYTHUHTA.
OHO HaleNneHO Ha CO3JaHME MHTEpeca Yy NMOTEHIMAIBHOIO IOKYNAaTelsd K TOBapy WIH
ycIIyTe.

Takoe nUCBPMO, Kak IpaBWUJIO, HAYMHAETCS C CHJIBHOIO, HEOTPAa3HMMOro U
VUHAUBUAYAIBHOTO 3asBiICHUs (YTBEpXKIEHHUS), YTO CMOXET IMpHUBJIEYb BHUMAaHHE
aapecara. TOH pekJlaMHOIO TIMChbMa JIOJDKEH OBITh BEXJIMBBIM, TO3UTHUBHBIM,
yOeauTeNbHbIM U yOeXJalolUM KJIMEHTa B TOM, YTO OH HYXJA€TCsi MMEHHO B TOM
TOBape, KOTOPBIA €My IBITAIOTCS IPOJATh.

UYeTsIpe OCHOBHBIE IO3ULIUN PEKIAMHOTO MUChMA!

1)  BO30yXIeHHE HHTEpeca;

2)  dopmHpoBaHUE KEITAHUS;

3)  noamep)aHUE UHTEpeca;

4)  CTUMYJIUpPOBaHUE K JACHCTBHIO.

Useful phrases and sentences of sales letter or advertising:

We are attaching some information [TpuBOAMM HEKOTOPYIO HH(DOPMAITUIO
about... 0...

I enclose the description of... [Tpunararo onucanwue. ..

We would like to draw your X0Tenoch 00paTUTh Ballle BHUMaHUE
attention to the attached Ha TpUjIaraeMbli Mpecc-penms,

press release announcing our KOTOPBIA MBI M3BEIaeM O Hallei
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launch of... products and
services.

Our new catalogue will be
published soon, and | shall
send you a copy when it appears.

As you requested, we are
enclosing a copy of our
latest catalogue.

| have just sent you, by
separate mail, our recent
catalogue for this year.

Enclosed you will find
the latest listing of our
production.

I will send you our catalogues
on a regular basis.

We appreciate your cooperation.

Thank you for continued
support.

Thank you for your interest
in...

Would you please make a
Comments at your earliest
convenience.

Please do not hesitate to
write if you require
additional information.

| believe it will satisfy you.

| hope that this information
will be useful for you.

NPOAYKIIMH U yCIyrax B 00iacTu. ..

Cxkopo OyAeT u3/1aH Halll HOBBIN
KaTaJior, U 5 BBIIIUTIO BaM dK3EMILISAP
KaK TOJIbKO OH ITOSIBUTCH.

ITo Bameit npock0e npustaraem
HK3EMIUISIP HALLIETO MOCIEAHEr0
Kartajora.

S TOJILKO YUTO BBICJIAT BaM
OTIEJILHBIM ITAKETOM HAalll CBEXKUH
KaTaJor Ha DTOT T'OJ.

[Tpunaraercs caMblil TOCIICIHUNA
MEPEYEHBb 110 HOBOM MPOTYKIIHH.

S 6yny BbICHUIATH BaM HaIlIH
KaTaJoru PETyJsipHO.

MEI OBbI BEICOKO OLIEHUJIH HAllle
COTPYJIHUYECTRBO.
Cnacu0o 3a MOCTOSHHYIO
TIO/IJICPIKKY .

bnaromapum Bac 3a uHTEpEC K. ..

XoTenochk ObI PU IEPBOMA
BO3MOYKHOCTH YCJIBIIIIATH OT BacC
KOMMEHTapUH.

[Toxanyiicra, numure 6e3
KoJieOaHuii, eciu nmotpedyercs
JOMOJHUTENbHAs UH(OpMAIIHS.

41 Bepro, 4To 3TO Bac
YIOBJIETBOPHUT.

Hanerocw, uTo ganHas

uHpopmarus OyaeT moJie3Ha s
Bac.
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Example of Sales Letter

Dear Mr. Harrison,

We are sorry for you. Your ears are deafened by the ceaseless noise of
typewriters and calculators. You get frequent headaches and go home tired and irritable.
In short, you are gradually becoming a nervous wreck. And it is understandable.

But thanks to our silent machines you can rid yourself of all this suffering. Your
peaceful for everyone and, what is important, output will go up.

Give us the chance to bring your office up to date. We will give you a generous
allowance on all your silent modern typewriters.

You no longer need to be the suffering victim of noise. All you need to do is to
complete and return the enclosed card. Our Mr. Petkins will call whenever it is
convenient for you to see him and discuss with you a plan to bring peace into your

office. Meanwhile, he asks me to send you his compliments.

Yours sincerely,

IMucemo-npengoxenue (Offer Letter)

[TuceMo-TIpeiTIoKEHHE OOBIYHO SIBISCTCS OTBETOM Ha 3ampoc. OTBeyas Ha
3aIpoc, MOCTABINUK OJaroAapuT 3a 3aMHTEPECOBAHHOCTH B €r0 MPOAYKIIUH U YCIyrax u
IpUIaracT K MUChMY-IIPEUIOKEHUIO KATalIOTH, MMPAMC-IMCThl WM YCIOBHS THIIOBOIO
JI0rOBOPA.

CTpyKTypa MuchMa-mpeaioKeHns CIeAyIoIast:

- MOTHBAI[US HAIIMCAHUS;

- OTBETHI Ha BOIIPOCHI,

- IIOTTOJTHUTEIbHBIC PEII0KCHHS,

- BRIP@KEHHUE HAIEXKIbI Ha 3aKas3.

B oTBeTax MODKHO OBITH OMHMCAHUE TOBAPOB C MPUIOKEHHEM (HOTOMATEPHATIOB U

/ uu 006pasIoB.
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Useful phrases and sentences of letter of offer:

We were pleased to learn your interest
in...

We are glad to say that we can reserve
you...

We take pleasure in sending you the

desired samples and offer...

Our detailed catalogue will demonstrate
the wide range of our products.

We deliver our goods on CIF terms.

We can give you a 5 per cent discount.
I especially call your attention to...
We ask you to consider our proposal

once more and let us know if we can
expect your order.

We would appreciate if we get the
order from you as soon as possible.

If you are not happy with our
proposal please let us know why.

We are looking forward to hearing from
you soon.

Ham Opu10 NpHUATHO y3HATH O

Bamen 3anHTEpECOBAaHHOCTH B. ..

MpI1 pagibl COOOIIUT, YTO MOKEM

OCTaBUTH 34 BaMH...

C YAOBOJIBCTBUEM ITOCBLIIACM

BBIOpaHHBIC BaMH 00pa3libl U
IpeJIaraeMm. . .

Hamr monpoOHbIit mpeiickypanT
yOenuT Bac B pa3HOOOpa3uu

Hamiero aCCOpTUMCHTA.

MEI mocTaBjisieM Ha YCIIOBUAX

CHUD.

MEI MOXXEM IMpeaoCTaBUTh BaM

5 % ckuaKy.

S ocobenHo obparatro Baiie

BHMMAaHHC HaA...

MBeI pocum Bac enie pas
00CyIUTh HAIlIe MPEIOKEHUE

1 COOOIIUTH HaM, MOKHO JIH
pPacCUMTHIBATh HA TIOJIYUCHHUE
3aKasa.

Mpb1 ObuH ObI OYEHB Paibl
MOJIYYUTh OT BaC 3aKa3 Kak

MOJKHO CKOpee.

Ecnu Bac He ycTpanBaeT Hame
MPEI0KEHHE, IPOCUM
COOOMIUTH HAM O MIPUYHHE.

C HeTeprieHUEM KJIEM OTBETA.

Example of Offer Letter

Dear Sirs,

Document Cases from Russia
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We thank you for your inquiry of the 17" July concerning Document Cases.

We are pleased to send you an offer for our Document Cases models 550 and
456. You will notice that the price list states delivery about ten weeks after receipt of
order.

We should like to add that the first consignment could be despatched in
September, 5.

Two sample document cases have been sent to you separately so that you may
convince yourself of the good quality of our products. We take it that you will like our

articles, and look forward to your orders.

Yours faithfully,

Enclosure

Resume

CymiecTByeT HECKOJIBKO CIOCOOOB TOJNYYHUTh paOoTy. OCHOBHBIE Iaru Mpu
ycTpoiicTBe Ha pabotry: wuHbpopmaius mpisi ceds u  Oyaymero padoToaarens,
cobecenoBanue ¢ paboromareneM. [lepBbrit mar — 3To uHboOpManus A Oyayiero
pabotomatens. KanammaTty Ha JOHKHOCTH YacTO MPUXOIUTCS 3amloOiHITH PE3OMe
(popma, mpunsaras B CIIA (a resume)) wim oOpaszeny cBoeil «kpaTkoil Ouorpapum»
(dopma, mpunstas B BenmukoOpuranuu (curriculum vitae)), nim craHgapTHYIO aHKETY
nocrynaromiero Ha padoty. CrocoObl 3amoJIHEHHS TaKOro pojia aHKET MOTYT OBITh
pa3HBIMU, HO B OOJBINIMHCTBE CiIy4aeB HeoOxomumasi wHpopManus (0 KaHIujaTax)
OyZeT OJIMHAKOBOM.

Kparkas Ouorpadgus 00bIYHO BKIIIOYAET CIACAYIONIYI0 HH(POpMAIIHIO:
1. Wwms, pamuaus (name).
2. Anpec (address).
3. KonrakrHsriii Tenedon (telephone).
4. ®daxc (fax).
5. Anpec snekTpoHHOM o4tk (e-mail).
6

. Jlara poxxnenus (date of birth).
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7. Mecto poxnaenus (place of birth).

8. HammoHansHOCTH (B COBpEMEHHBIX CTpaHaX MpH MpHUeMe Ha padoTy 3Ta rpada

00bruHO omyckaercs) (nationality).

9. Cewmeiinoe noaosxxenne (Mmarital status).

10.11enn (Objective).

11.0meiT pabotsr (WOrk experience).

12.06pazoBanue (education).

13.3nanue s361k0B (languages).

14 . Nurepecsr u yBieuenus (hobbies and interests).

15.PexoMeH1aliuy 1 XapaKTEpUCTHKN PEKOMEHIaTeIbHOTO XapakTepa (references

(UK) or testimonials (USA)).

Paznuuue mexny kparkoil Ouorpadueii u pe3roMe He 04eHb OOJIBIIOE U COCTOUT
rJIaBHBIM 00pa3oM B pasHulle ux o0Ovema. Kparkas Ouorpadust mo oobemy Oosibliie U
COJIEPKUT OOJIbIIee KOMMUECTBO MH(POpMaIuu o KaHauaaTe. Ee 0ObIYHO MCTIOB3YIOT,
KOTJla BO3MOXHBIM paboTojaresib XOoueT 3HaTh Oosiee MOAPOOHYI0 HH(OpMALUIO O
KaHIMJIaTe Ha JOJDKHOCTh WJIM B TEX CIy4asx, KOTJa YeJIOBEK MPETEeHIYET Ha KPYITHbIE
WM OTBETCTBEHHBIC MOCTHI. [IpeTeHaeHT AOMKEH NpenocTaBuTh (OTO, ampec u
KOHTAKTHBIA TeledOH, IMacHOpTHBIC JaHHBIE W JaTh JeTalbHYyI0 HHGOpMaIui 00

00pa3oBaHNUU U KBAJIM(PUKAITNH.

I[pumep: ¢yHkuuonaabHass 4Yactb CV deloBeka, NpeTEeHAYIONIEr0 Ha
BBICOKHMIi mocT B 06JacTm MammHOcTpoeHmsi (Senior position in engineering
management).

Highlights of Qualification

1. Business oriented; able to understand and execute broad corporate policy.

2. Have an experience in analyzing and improving engineering and

administrative methods.

3. Effective in facilitating communication between management and project

team.
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4. Proven ability to manage both large and small groups and maintain
productivity.

5. Successful in negotiating favourable design and construction contracts.

Example of Resume

John H. Mill
25ParkAvenue, Ap. 60
New York, N.Y. 11389

Tel. (312) 476-7754

OBJECTIVE A position as a bookkeeper
SUMMARY 12 years of experience in all routine work in this
field. Perfect knowledge of computers and
statistics.
RESPONSIBILITIES Compiled financial reports, balance sheets and
Production planning forecast.
EXPERIENCE
2003-2008 FRISCO DOCKS, Inc.
San Francisco, California.
Deputy Chief of Planning, Commerce Dpt.
In charge of account books, statements, new
ideas in planning.
1993-2003 SAKHA Co, Ltd.
New York.
Accountant. Prepared accounts and balance
sheets.
EDUCATION LONDON SCHOOL OF ECONOMICS
(1990-1993) London, Great Britain, Bachelor (Ec.).
PERSONAL Arrived in the United States January, 1993.
British subject. Married, one child.
REFERENCES Available upon request.
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YacTo Kak B aHKETaxX KaHJIUJIATOB, TAK U B PE3IOME HEOOXOJAUMO YKa3aThb UMS U
TenedOH OIHOTO WM JBYX YEIOBEK, KOTOPHIE CMOTYT BBICTYIIHTh B Ka4yeCTBE
nopy4yuTened WIM JaTh XOpOIIWE PEeKOMEHJAIlMM B TONb3y KaHaujarta. Ilupoko
UCIIOJB3YETCs MPAKTUKA KOHTAKTA C JAHHBIMU MOPYYUTEISIMU ISl TOTO, YTOOBI Y3HAThH
MHEHHE O KaHJUJaTe C WX CTOPOHBI — CYHMTAeT JU OH (OHA) JAaHHOTO KaHIWJaTa
MOAXOSAIINAM JIJIS1 OTIPEICIICHHOM TOKHOCTH.

B kadecTBe MOpy4yuTENIsT MOXKET BBICTYIIUTH IMPUXOJCKON CBSIIEHHUK (OYEHb
pacrpocTpaHeHO B AHIJMH) WM JyXOBHBIM HACTAaBHMK, IIKOJBHBIM YUHUTENIbh WIH
Hay4YHBII pYKOBOJMTEIIb, U J1a’KE€ CTAPUHHBINA IPYT CEMBHU.

Yacto dupMa wid KOMIIAHMS 3ampaliMBaeT MMEHA HACTOSIIMX WA OBIBIIMX

pa6OTO,Z[aTeJIeﬁ HNJIn pYKOBO,I[HTGJIeﬁ, Y KOTOPBIX pa60TaH IMPCTCHACHT.

IMpumep ¢popmsl 3anmpoca / cONPOBOANTEIHLHOT0 MUCEMA
(Format for Letter of Inquiry or Cover Letter)
Date

Dr., Mr., Ms.

Title

Company, Institution
Address

Dear Sir / Madam:
State your reason for writing.

You will either inquire whether any positions are available or you will say which
position you are applying for. If you are applying for a specific position identify the
source of the information (a person, a newspaper, including date, etc.)

Describe your educational background and professional experience. Focus on

those things from your resume that best relate to the position you are applying for.

Say you are enclosing your resume and/or other supporting material. State your

willingness to provide more information and to be interviewed.
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Thank them for their consideration. Say you look forward to hearing from them.
Yours faithfully, (signature)

Your name
Address
Phone

Enclosure

Example of Cover Letter
Mark Diamond
5634 Pine Street, #K-14
Philadelphia, PA 18124
Tel. 1-(215)-675-5632

March 6, 2012

Dear Mr. Marinichenko:

| am a first-year student in the M.B.A. program at the Wharton Business School
in Philadelphia.

| understand that you are heading the independent Ukrainian airline. | have heard
from my friend Mr. Bill Eastmann, a student at Duke University’s Fuqua School of
Business, that you might wish to have an American M.B.A. student work with your
airline this summer as an intern. | am very interested in the possibility of such an

internship during the summer of 2012.

My professional experience has given me an in-depth knowledge of the air
transportation industry. | have, in particular, worked for American Airlines, the Federal
Aviation Administration, and Kurth &Company, Inc., an aviation consulting firm where
I was Manager of Airline Analysis. My responsibilities included the study of schedules,
fares, equipment selection, and financial results. Notably, | prepared numerous
feasibility studies for both jet and turboprop routes, including passenger and cargo

flights, for proposed transatlantic and transpacific services.
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| wish to place this experience at the disposal of your airline. I believe strongly
that my knowledge of the deregulated air transportation industry in the United States

could be quite beneficial to your carrier.

| have enclosed a copy of my resume. If my background and qualifications are of
interest to you, please telephone me on (215)-675-5632. | would be interested in
meeting you in mid-March in New York to discuss further the possibility of such a

summer position, and your requirements.

| look forward to hearing from you soon.

Yours sincerely,
(signature)
Mark Diamond

IMucemo-3anpoc (Inquiry Letter)

Korga dupme unum koMmmaHuu TpeOyeTcs 4To-Iu00, OHA MOCHLIAET MUCHMO-
3anpoc. [Iucema-3anpocsl HCNOJIB3YOTCS AJIS ITOTYYEHUS:

- MOAPOOHOM UH(POPMAIIUU O TOBAPAX;

- uHpopMaluu 00 UX HAIUYUU;

- nH(opManuyU O LIeHaX Ha TOBapHI,

- UH(OpPMALIUU O CPOKAX U BPEMEHU MOCTABOK;

- uHpopmanuu 00 YCIOBUSX TIOCTaBKH, JEUCTBYIOIIMX CKHUIKaX, Croco0e
TPAHCIIOPTUPOBKHU U CTPAXOBAHUU;

- MOJIyYEHUs KaTaJloroB U 00pa3lioB TOBAPOB.

[Ipu HamucaHUM 3ampOCOB HEOOXOJUMO JaBaTh KaK MOXKHO 0oJiee JeTalbHYIO
uHbOpMaLIMIO [ JENIOBOrO TMapTHepa. OTO TOMOXET COKpaTHTh BpeMsl Ha
coctaBieHre oTBeTa. [Ipu oOpallleHHd B HOBYIO KOMITAHMIO HAWJIYYIIUM BapUAHTOM
OyZeT BKJIIOUYUTH B MUCHMO-3aMPOC CIAEAYIOLIEE:

- YKa3aTb Ha UCTOYHHUK I/IH(bOpMaHI/II/I O KOMIIaHHUH U TOBapax;
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- U3JIOKUTH CYyTh BOIIPOCA;

- KpaTKUE€ CBEJICHUS O Balllell KOMIIAHUU;

- BBIPA3UTh HAJICKAY HA JalbHENIIee COTPYITHUYECTBO.

B ciydae noBTOpHOrO 3anpoca MOKHO BKJIIOUYHUTH B HETO TOJIBKO BTOPOM ITYHKT.

Kak u OOJBIIMHCTBO JENOBBIX MHCEM, MHChMO-3allpOC I€YaTaeTcs Ha
cnenuaibHOM (UPMEHHOM OJlaHKEe KOMIIAHWU C €€ Ha3BaHHUEM, aJpecoM, HOMEpaMH

TenedOoHOB U (pakca Ha HEM.

The expressions most commonly used in letters of inquiries:

We noticed an advertisement describing... Mpsl yBunenu pexiiamy (00bsIBICHUE),
/i€ TOBOPHTCH. ..

We are very interested in... Mp&1 04eHb 3aMHTEPECOBAHHI B...
We suggest that you send us [TpocuMm Bac BeicniaTs Ham Bamm
your catalogues and prices KaTaJoru u MPEHUCKYpaHTHI B TPEX
lists in triplicate and preferably IK3EMILTSIPax U jKeIaTesbHO Ha

in English AQHTJIMACKOM SI3BIKE

We would like you to advise us [TpocuM cOOOIIUTE HAM O CKUJIKAX,
of discounts that you provide and KOTOpBIe Bl ipeocTaBisieTe, U 0
delivery time CpOKax MOCTaBOK

We should be glad to receive... Bynem panbl moy4duTs. ..

We may be able to place large B03MO03KHO, MBI CMOKEM 1aTh
orders with your company Bareit kommanun 00JIbINNE 3aKa3bl
The catalogue is of considerable Karayior Hac oueHb 3aMHTEPECOBAI
interest to us

We are particularly interested MpbI 0COOEHHO 3aMHTEPECOBAHEI B...
in...

We shall appreciate it if you Mpr 6ynem Bam OmarogapHsl, ecim
will send us a more detailed Bb1I BhITIIETe HAM OoJiee IEeTaIbHOE
description of... OIHMCaHUE. ..

We are regular buyers of... MBbI crieluaIn3upyeMcst Ha TTOKYIIKE
We are in the market for... MpbI iMeeM HaMepeHHUE KYIHTh. ..
Please send us samples of... [TosxanyticTa, BEIIUIATE HAM
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o0Opas3tipl. ..

Your offer should be accompanied Barie npeioxkenue J0IKHO

with specifications and blueprints COIMPOBOXKAATHCS CHCIU(PUKALUSIMU
U YepTeIKAMH

We would ask you to send us [Tpocum Bac Beiciath Ham Baiire
your offer (tender, quotation) npeaioxeHue (opHuIraIbHOS

peUIoKEeHUE, KOTUPOBKY) Ha. ..

Example of Inquiry Letter

Pet Products Ltd.
180 London Road
Exeter EX4 4JY
England

24" March, 2013

Dear Sir,

We read your advertisement in the "Pet Magazine" of the 16" January. We are

interested in buying your equipment for producing pet food. Would you kindly send us

more information about this equipment:

price (please quote CIF Odessa price)
dates of delivery

terms of payment

guarantees

if the price includes the cost of equipment installation and staff training.

Our company specializes in distributing pet products in Ukraine. We have more

than 50 dealers and representatives in different regions and would like to start producing

pet food in Ukraine. If your equipment meets our requirements, and we receive a

favourable offer, we will be able to place a large order for your equipment.

Your early reply would be appreciated.

Yours faithfully,

(signature)
V. Smirnov

Export-Import Manager
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IMucsmo-3aka3. (Order Letter)

Ecim mokymarens Xo4eT 3aka3aTh KaKOH-JIMOO TOBap, OH JIOJDKEH 3aIlOJTHHUTH
CIeIMalbHbIe OJIAHKK 3aKa30B C yKa3aHHEM B HHUX KOJHYECTBA TOBAPOB, MX OIMHUCAHMS,
IIEHBI, YCIIOBUI OILIATHI, JaThl IOCTABKM W CKHUIOK. B HEKOTOPHIX cCllydasx, Korja
HEOOXOAMMO MPOSICHUTH OTJACIBbHBIC MMyHKTHI 3aKa3a, JOJDKHO OBITh HAIMMCAHO BMECTE C
OJJaHKOM 3aKa3a COIPOBOAUTEIHHOE ITUCHMO.

Ecii mocTaBmMK TOBapa WJIM IPOJABEIl B COCTOSHHW BBITIOJHUTH 3aKa3, OH
MOCBIJIAET IOKYIMATENI0 IMOATBEPIKICHHUE 3aKa3a, KOTOPOE OOBIYHO SIBJISCTCS KOIHUEH
3aKa3a C MOANKCHIO MPOJIABIIA.

B cnydae ecnm mpojgaBen WIIM IMOCTABIIMK HE MOJXKET BBINOJIHHUTH 3aKa3, OH
OTKa3bIBaCTCS OT 3aKa3a WM MpejyiaracT acKBaTHYIO 3aMeHYy TOBapy.

B cuTyanum HecOrjJacOBaHHOCTH MEXKAY IPEIJIOKECHHEM M 3aKa3oM, WIA B
clydac M3MEHEHHUS YCIOBUM, HEOOXOIUMO IOCIaTh BCTPEUHBINA 3arpoc. OCHOBHBIC
ITYHKTHI BCTPEYHOTI'O 3a1poca:

- 0J1aroIapHOCTh 3a 3aKas;

- OIIMCaHNE IPUYHMH HECOTIACOBAHHOCTH;

- IPEIJIOKEHUE €€ PEIICHHUS.

OCHOBHBIC ITYHKTHI ITMCHMa-0T3bIBA:

- CCBUIKA Ha 3aKas3;

- ONMCAaHKE MTPUYMH €r0 OT3bIBA;

- U3BUHEHUS U / UM o0enanus Ha Oyay1ee.

The expressions most commonly used in letters of orders:

In reply (response) to your letter B otBer Ha Barme muceMmo (akc)
(fax) of (dated)... , we thank you OT... , MBI Onarosmapum Bac 3a...
for...

We enclose our order for... Mp&1 npunaraem Harir 3aKas Ha. ..
Please confirm that you can [TpocuM OATBEPAUTD, YTO
supply... BbI MOKETE ITOCTABUTb. ..

Please send the copy of this B kauecTBe moaATBEPIKACHUS
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order to us, duly signed, as 3aKa3a IMPOCUM BBICTIATh HAM

an acknowledgement. oAMMcaHHy0 Bamu Komuio 3akasa
Thank you very much for bnarogapum Bac 3a Bar 3aka3
your order No ... of (dated)... No... or...

We confirm that delivery MpbI TOATBEPKIaEM, UTO

will be made by... noctaBka OyJieT Ipou3BeIcHa

K... (Takoii-TO garte).

We are sorry (we regret) to K coskaneHuIo BBIHYKICHBI

let you know (to inform you) COOOIIUTH BaM, YTO MbI HE

that we cannot execute your MO>KEM BBITIOJIHUTH Balll 3aKa3
order because of... 0 MPUYUHE. ..

The goods you ordered are no ToBapa, KOTOpHIi BBI 3aKa3alH,
longer available. 00JIbIIIe B HATMYUU HE NUMECTCSI.

Example of Letter of Order

Men’s Clothes Dealers Ltd.
35 South Road
Sheffield S20 4HL
England
19" June, 2010

Dear Sirs,
Our Order for Silk Shirts

In response to your letter of 13" June, we thank you for sending us your
catalogues of men’s silk shirts. We are sure there will be a great demand for them in

Russia.

We are enclosing our Order N0.89, and would ask you to return its duplicate to

us, duly signed, as an acknowledgement.

Yours faithfully,

Export-Import Manager
Enc. OrderNo.89
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Cay:xeonas (mamsitHas) 3anmucka (A Memorandum or a Memo Letter)

CnyxeOHasi 3aluMcka — OYEHb pacmnpocTpaHeHHas (opma JIeT0BOr0 MHUChMA,
KOTOpON OOMEHMBAIOTCS 4J€Hbl OAHOW opranu3zanuu. CnyxxkeOHas 3amucka OOBIYHO
COJIEPKUT COOOIIEHUE WM UH(HOPMAITUIO, KACAIOITYIOCS YJICHOB (PUPMBI UM KOMITAHUU
U yacTo nmoOyxaaer K aerctBuio. OHa MOKET ObITh OTIIpaBJcHA OJHOMY UYEJIOBEKY WIIU
TpyIIe Juil.

CayxeOHble 3aMHUCKH OTIMYAIOTCS O(DOPMIIEHHEM U BKIIOYAIOT CIIETYIONINE
MOMEHTBI: KOMY, OT Koro, tema, jgara. I[loamucu moryt morpeboBaThcs. Tak Kak
CIIy’K€OHbIE 3almUCKU OOecnedrBaroT Jrojeld uHpopmanuendn o OyAylmux COOBITHSIX
(koH(pepeHIuAx, ceMuHapax, coOOpaHusiX, COBEIIAHUAX, 3aCEIaHUAX U T.I1.), CEKPETaph,
KaK MpaBuiIo, JejiaeT KOIHUHU.

CymiecTByeT HECKOIBKO Pa3HBIX CIIOCOOOB JIJIsl HAMMMCAHUS CITy>KEOHOW 3aIlMCKH,

HO CCTb pAd OCHOBHBIX IIPaBHUJI €C O(bOpMJICHI/Iﬂi

Tak kak ciaykeOHbBIC 3alMCKU MEHee (POpMalibHBI, HEXEIU JICJTIOBBIC MUChMA,

JydIIie BCETO B MX HAITMCAHUU MCIIOJIb30BaTh MPOCTOM SI3BIK.

- OdopmuaTe caykeOHYIO 3alHMCKy HYXHO YETKO, HCIIOJb30BaTh KOPOTKHE,
MPOCTHIE TIPEITIOKCHHUSI.

- OO0beM ciy)keOHOW 3alMCKH HE JOJDKEH OBITh OOJIbINe OJHOW CTpaHHUIBI. Y
OOJIBIIMHCTBA JIOJICH HET BpeMEHH, YTOOBI YUTATh JUIMHHBIC TOKYMECHTHI.

- BcrynurensHoe oOpalieHre 1 3aKIIF0UYeHNe MOTYT OBITh MEHEE (POPMaTbHBIMH,

49Y€M B ACJIOBOM IIHMCBMC.

Example of Memorandum
DATE 16" August
TO Vincent Mills, Human Resources Manager
FROM Philip Groves, Managing Director
SUBJECT Seminars on management
The seminars as we discussed are to be held on 22-24 August. Could you contact
the members of Seminars and inform me about the following:

a. The topics that these Seminars cover
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b. Short description of each topic

c. Whether you think we should use reports printed in advance

We haven’t much time, so could you do this a.s.a.p. and also check the
availability of the members who will be involved in these Seminars.

Signature PG

IMucemo-pexaamamus (Letter of Complaint)

B mpaktuke nenoBOW KOPPECMOHACHIIMHM TJIABHBIMH MPUYMHAMH OTHPABKU
MUCEeM-PEKIaMaliii SIBISIOTCS CIAEAYIOIIUE:

- HEJIONOCTaBKa TOBAPOB;

- TOCTaBKa HEJO0OPOKAYECTBEHHBIX TOBAPOB WJIM HE TE€X TOBAapOB, TOBAPOB,
KOTOpBIC ObLIIM 3aKa3aHbl,

- IOBPEXICHUS TOBAPOB;

- NPOU3BOJCTBEHHbIE  JEPEKTh, OOHAPYKEHHbIE TpU  IKCILUIyaTalluu
000pynoBaHusI.

HecMoTpst Ha 6ombITI0€ paszipakeHne, KOTOPOE MOKET BO3HUKHYTh Y TTOKyTaTels
(3aka3unMKa) OTHOCUTENBHO BO3HHUKIIUX MPOOJIEM, MUCHbMO-PEKIaMalus JIOJHKHO
cozepxkaTh B ceOe HamboJee NeTaabHyr0 MHGOPMAIIMIO, a TAKKE€ BAPUAHTHI PEIICHMUS
mpo0em.

OtBewass W mpemaras B IUCHhME BAapUaHTHI PEIICHUS H3JI0KEHHBIX MPOOJIEM,

CJIEIyEeT UCTIOIB30BaTh OCOOBIN TaKT.

The expressions most commonly used in letters of complaints:

The contents of your letter have ConeprkaHue Baliero Muchma yIuBUiIO
surprised us.Hac.

This sets up a chain involving DT0 BBI3BIBACT IICTTH OMPEICIICHHBIX
several complications. 3aTpyAHCHUH.

We are very disappointed about MpbI 04€Hb OrOpUYEHbI JaHHBIM

this fact and hope that you can 00CTOATEIIBCTBOM M HAZAEEMCS, UTO BbI
help me to clear this very OO0BSICHUTE HaM 3Ty CTPAHHYIO
situation CHUTYAIIHIO.
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Your offer was disappointing;
we had expected better terms.

MBI pazoyapoBaHbl BalllUM
MPEJIOKEHUEM; MBI OKHUIAJIN JTyYIIAX
YCIIOBUU.

To mark the occasion we are
making a special offer of...

We wish to draw your
attention to the fact that...

We are disappointed to find
that the quantity of the
equipment (goods) you

HOJII)?)y}ICB ClIy4acM, MbI OCJ1aCM
ocoboe MMpCaJIOKCHUC. ..

Mps1 X0TUM 0OpaTUTH Ballle BHUMaHUE
Ha TOT (axKT, 4To...

K coxanenuto, Mbl OOHapyKHIJIH, YTO
obopynoBaHue (TOBaphl), KOTOPHIC BBI
HaM IOCTaBUJI, HE YJIOBJIETBOPSIIOT

supplied does not meetrpeboBanusIM. . .

(comply with, satisfy, match)
the requirements of...

To prove our statements we
enclose (are enclosing)...

We find it necessary to note...

We are returning... and
would ask you to replace...

We duly informed you about
the breakdown of the
equipment.

When we examined the goods,
it turned out that...4To...

We have carefully studied
your claims...npeTeH3uu. . .

You are perfectly correct in
saying that...4To...

After investigating your
complaint, we have to admit
that...

We can assure you that...

B IMOATBCPIKACHNC HAIIICTO 3asABJICHUA
MBI IIpUJIaracM. ..

CunraeM HEOOXOOUMBIM OTMETHUTh. ..

Mpg1 BO3BpamiaeM Bam. .. ¥ MpOCUM
3aMCHUT. ..

MBI 10KHBIM 00pazoM
MPOUH(POPMHUPOBAIH BaC O BBIXOJIE
U3 CTPOsi 000PYAOBAHUSI.

[Tocne ocMoTpa ToBapa 0ka3anoch,

MpbI BHUMATEILHO H3YUYHJIH BaIll

BbI cOBEpILIEHHO MPaBbI B TOM,

[Tocne nu3yueHus BaIien »Kaao0bl MbI
BBIHYKJICHBI IPU3HATH, YTO...

Moxem 3aBCPUTH BaC B TOM, YTO...
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So far we have received no J10 cuX Iop MbI HE TOJTYYHIIH
reply... OTBeTA...

Example of Letter of Complaint

Men’s Clothes Dealers Ltd.

142 South Road

Sheffield S20 4HL

England

27" April, 2011

Ref: Our Order #67 of 7" March, 2011

Dear Sirs,

Thank you for your delivery of men’s silk shirts, which we ordered on 7™ March, 2011.

At the same time, we would like to draw your attention to the following.

After examination of the shirts we discovered some manufacturing defects:

a) there are oil stains on 8 shirts;
b) the colour of buttons of 10 shirts does not match the colour of these shirts:
c) three shirts are in a different style.
We are retuning defective shirts by separate mail, carriage forward, and would ask you
to replace them by shirts in the colours and sizes specified below:
We would appreciate a prompt reply.
Yours faithfully,
(signature)
Vladimir Sonin

Export-Import Manager

Example of Answer
Modulo Ltd.
P.O. Box 57
Krasnoyarsk
Russia
30™ April, 2011
Ref: Order #67 of 7" March, 2011
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Dear Sirs,

Your letter of 27" April was duly noted. Some shirts you returned us are indeed
defective. We have to admit that these defects were overlooked by our controller and
offer apologies for the oversight.

We are sending you new shirts as a replacement this week by air; carriage paid, and
would ask you to confirm their receipt by fax.

If any other problems arise, please do not hesitate to contact with us in the shortest
possible time.

Yours faithfully,

(signature)

Clark Scott

Claim Department
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EXERSICES

IIpuMepbI MOATOTOBUTEILHBIX YIIPAKHEHUH (Mepel HANMCAHUEM JIMYHOIO
nUuchbMa)

Exercise 1. Pacnonoscume uacmu nucoma 6 npasuibHOM nopsoKe.
A.. Anyway, I've got to go now. Loads of homework (unfortunately!)

B. I'm sorry to hear you've had an argument with your best friend and that you're not
speaking at the moment. Yes, it has happened to me too, and it's awful, isn't it?

C. Carol
D. Dear Sally,
E. Write back soon!

F. Thanks for your letter. It was great to hear from you! Well done on passing your
exams!

G. | think you need to ask yourself one question: what's more important- that argument
or your friendship? | remember when | asked myself that it all became clear. | realized
my friendship with Chris was far more important. | called him immediately and told
him. We became friends again immediately. Maybe you should do the same thing. Let
me know what happens! Good luck!

H. 23 Portland Street
Manchester

MN3 6YL

24™ September

Exercise 2. Bot Hedaséno noayuuiu HO8yI0 padomy u pewiunu pacckazams 00 3mom
ceoemy Opyzy. Hanuwiume nucomo u pacckasxcume ¢ Hém 0 ceoeill padome u 100X,
xomopute ¢ éamu pavomarom. (100-150 words)

1 Who is going to read your letter? A someone you know well B someone

you have never met
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2 Why are you writing the letter? A to apply foranew job B to tell
someone your news

3. What will your letter be about? A your new job B your friend's

new job

4. Which three points below would you not include in the letter? Put a cross (x).
..... reason for writing

..... description of yourself

..... brief description of the work you do

..... where you went last night

..... the people you work with

..... news about your holiday

..... asking the other person to reply

5. Which of the following could you use in the letter? A. short forms B. idioms C.
informal vocabulary D. formal, polite expressions

Exercise 3. Bot peuwiunu nposecmu npeono6o2o0H010 6euepuHKy y ceos ooma. B
C60EéM nucbme npuzinacume c60e20 0pyza, KOMopwvlil HCUeém 6 Opy2om 20pooe Ha
CB8010 6EUEPUHKY U pacCKadicume 0 mom, umo 6ul yrce npuoymanu. (120-180 words)

A w PN

What style would you use for this letter?

Who is going to read it?

Why are you writing the letter?

Which two points below are main topics that you might include in your letter?

.. the reason you are writing

... why you haven't held a party before

.. a description of your house

.. plans and preparations for the party

.. how much money you will spend on food and drink ....

5.
he

...recent changes in your town

If you were holding a party, what plans/preparations would you make? Use these

adings to help you.

» food & drink
* guests

 decorations

Exercise 4. Ilpouumaiime nucoemo u o3azniasvme Kaxicoyro 4acmo.
» closing remarks e« reason for writing < details about the event
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December

Dear Vic,
Hi - how are you? What are you doing this New Year's Eve? Jean and | have decided to
hold a party at home this year, and we'd love it if you and Monica could come.

We're planning quite a small party with our old school friends, so you'll know all of the
guests. There'll be lots to eat and drink, of course. We've decided to give the party a
Mexican theme, and we thought that a variety of Mexican dishes would be perfect,
since all of our friends love spicy food. Jean's already started planning the menu,
making decorations and so on.

You'll probably be coming by train, won't you? Just give us a ring from the station when
you arrive, and I'll come and pick you up. I expect the party will go on quite late, so of
course you will need to stay the night. Don't worry, though -

There’s plenty of room for both of you.

Well, I really hope you can make it, Vic. Do try and come - it seems ages since we last
saw you both! Please let me know as soon as possible if you’ll be able to join us.
Lots of love,
Mark
Dear Paul,

I'm sorry | haven't written for such a long time, but I've been really busy with my
new job as a hotel receptionist. Actually, that's what I'm writing to tell you about.

I'm working at a lovely hotel in the city centre. | started there two weeks ago. The
job involves answering the phone, making bookings and answering guests' questions -
you know the sort of thing, I'm sure. I'm really enjoying it, actually.

All the people | work with are very nice and have been very helpful to me. The hotel
manager has been especially kind. There's also one woman who's become quite a good
friend already. She's a waitress called Sandra, and we get on like a house on fire!

Anyway, that's all my news for the moment, but | promise I'll write again soon. |
hope you and your family are well. Keep in touch!

Best wishes,
Amelia
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What is the main topic of each paragraph?

Paragraph 2

A plans and preparations for the party B the other guests who will be there C Mexican
food and decorations

Paragraph 3

Athe easiest way to get to Mark's house B specific arrangements for Vic and
Monica C how long the party will last

Exercise 5. Ilpouumaiime npeonoxcenus u onpeoenume, Kakue OMHOCAMCA K
3cmynume.flbuoft yacmu, KaKue K 3aKI0YUMETbHOU .

Please let me know as soon as possible.

I'm writing to invite you to our wedding on 6th May.

I'm sure it will be fun, and | hope you'll be able to come.

Looking forward to seeing you then.

We’re organizing a fancy-dress party and it would be great if you could come.
We'd love it if you could come to our house-warming party on 27th January.

o Ol B W DN -

Exercise 6. Ilpouumaiime Kopomkoe nucobmo-npuziauieHue u UCHPAGbIE OMUOKU
6 GblOCNICHHBIX C/106aX.

Dear Sally,

I'm writting to invite you to our cottage near Wynton for the first weekend on June,
when Wynton has its annual fair. Its always great fun, and I'm sure you are enjoy

it. The fair takes place in the Saturday, with a flower show, a funfair and lots of
others things, and there IS usualy a big dance at the
evening. e

The next day Barry and |amgoing to have a barbecue if the weather will
be fine. Most of our freinds have been invited, so

you'll meet some interesting people.

Please let us know if you can make it. Looking forward to seeing you.

Lots of love,

Beth

Exercise 7. Ilocmasbme 2nazonvt 6 CKOOKaAx 6 NPaAsUIbHYIO hopmy.

Munich
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Germany
Sunday, 20" June
Dear Clare,

| (leave) Australia at the end of April and (get) closer to Britain every day! | (arrive) in
Munich two days ago and | now (stay) with my German penfriend, Suzanne, and her
family. They (have got) a flat near the center of Munich.

Suzanne (have got) a job with a Japanese company. She (get up) very early every
morning and (leave) the flat before six o’clock. It’s not my sort of job!

Last night we (go) to a beer festival. It (be) a great fun. You ever (eat) real frankfurters?
They’re delicious! I (drink) a lot of beer and we (not get home) until after midnight.

Tomorrow I (see) “Swan Lake” at the ballet and on Wednesday I (go) to Austria for a
few days.

I hope everything is going well with you. I (look) forward to staying with you in Oxford
next month.

Love,
Lisa

Exercise 8. Bot cocmume 6 cemve 6 opyzou cmpane. Hanuwume nucomo opyzy 6
bpumanuro unu CIIA. Hcnonws3yiitme npumepom nucomo u3 Exercise 6.

1. Say when you left home, and describe the people you are staying with.
2. Describe your stay so far.

3. Say what your future plans are.

4. And your letter,

Exercise 9. Jlapuca Ceseppo u3 bpazunuu 3aunmepecosana 6 nojiyuenuu paoomot 6
Hlomnanouu. Henonv3ya oannsie, 0onuwiume nucbMo-3a:16/1eHuUe.

Jobs in Britain

Work international, Britain’s leading international job agency, requires enthusiastic young people
to work in holiday villages in Scotland and the north of England. Must speak some English.

If you are interested write to Bob Duncan at: Work International, 98, Stradford Street, London
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E14 9TE, England

1. ®Personal information

20 years old/Brazilian

2. Knowledge of English

Have studied English for 4 Years altogether

3. Work experience

Secretary

4, Reasons for going to Britain

Have never been before

Want to practice my English

Rua 13 de Maio,1878/37,
GEP 01327,
Sao Paulo,
Brazil
Mr Bob Duncan,
Work International,
98, Stradford Street,
London E14 9TE
Dear Mr Duncan,

I would like to apply for a job in a holiday village in Scotland as advertised in “The
Independent”. Iam ... and [ come ... [ have ...

For the last two years | ... as ...
| study English in the evenings after work.

I would like to work in Scotland very much because ...
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I look forward to hearing from you.

Yours sincerely,

Larissa Severro

IIpuMepsb! ynpa:kHeHHH AJ151 HANIMCAHKUS A€JI0BOI0 MUCbMA
1. CooTHecuTe nHGOPMANUIO N0/ ONPeAeTeHHBIM HOMEPOM HA KOHBEPTE C TeM,
4TO OHA 0003HAYAET.
- The country the letter comes from
- The house number in the return address
- The addressee’s house number
- The sender
- The addressee
- The ZIP Code in the mailing address

(1) Horizons Books, Inc.
(2) 24 Harrison Road
Cleaveland, Ohio 36897
(3)Canada
(4) Victor Sharp, Personnel Manager
Earnest & Young
(5) 23 Rachelle Avenue
Dallas, Texas (6) 14336
USA
- The ZIP Code in the return address
- The sender

- The street name in the mailing address
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- The addressee
- The house number in the return address

- The state name in the mailing address

(1) Data Control International
(2) 111 Morris Lane
Kankakee, IL (3) 60620
USA
(4) Maxell Taylor
930 (5) Lewis Street
Chicago, (6) IL 60609
USA
2. IIpouuraiite u 00cyauTe cieaywinue nucbma. Onpeaenaure B NUCbMA.
CORRESPONDENCE CONCERNING THE PURCHASEOF COTTON
FABRICS
Brown & Co., Ltd., of London were interested in buying Cotton fabrics from
Tradeexport. They contacted the company they knew well who gave them the address of
Tradeexport. The British firm and Tradeexport exchanged the following letters.
London, 20" March, 2010
Tradeexport,
Moscow G-200,

Russia

Dear Sirs,

Your name and address have been given to us by "Smith and Sons", who have
informed us that you are exporters of Cotton Fabrics from Russia. We are regular
buyers of cotton Fabrics and shall be glad if you will send us your samples with prices

and all particulars concerning delivery dates and terms of payment.

We are looking forward to your reply,
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Yours faithfully,
Brown and Co., Ltd.

Brown and Co., Ltd., March 28, 2010
12 Bedford Street,
London, E.C. 2,

Great Britain

Dear Sirs,

We thank you for your letter of the 20" March and are pleased to learn that you
are interested in purchasing Cotton Fabrics. We enclose our current price-list which
gives all particulars concerning terms of payment and delivery. Our samples have been
sent to you by separate mail. We hope you will find what you require among the
samples, and if you need any further information, please let us know.

Yours faithfully,
Tradeexport
Encl.

Brown and Co., Ltd. were satisfied with the quality of the samples which they
received from Tradeexport, and asked Tradeexport to make them an offer.
Commentary

1. Brown and Co., Ltd. were interested in buying Cotton Fabrics from Russia.
They contacted the company they knew well who gave them the address of
Tradeexport.

C mnazBanwemM GUPM W JPYrUX OpraHU3aldid CKazyeMoe, Kak MpaBuIo,

ynotpebnsiercss B (opMe MHOKECTBEHHOTO YHCIA, 3aMEHSIOTCS JaHHBIC

CYIIICCTBUTEIIbHBIE MECTOMMEHHEM MHOXecTBeHHOro uuncia they (them).

HpI/II[aTOI-IHBIe MNPpCIIOKCHUA, OTHOCAIIHUCCA K OTHUM CYIICCTBUTCIILHBIM,

BBOAATCA MECTOMMCHHEM who.
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Tradeexport are exporters of mining equipment from Russia. They are

doing business with a lot of foreign firms.

2. We shall be glad if you will send us your samples... - MsI Oyaem pajpl, eciu
Brb1 npuniere Ham CBOM 00pas3IIbl. . .
Jlis  BBIp@KEHUS TIPOCKOBI B MPHUAATOYHBIX MPEAJIOKEHUSX  YCIOBUSA
ynotpeosiercs riaaro Will.

3. We are pleased to learn ... - MbI ¢ yI0BOJIbCTBHEM Y3HAJIH ...
OOpatuTe BHUMaHHE HAa HECOOTBETCTBHE BPEMEHHBIX ()OPM B PYCCKOM H
AHTITUICKOM IMPEIOKCHUSAX.

VOCABULARY NOTES

correspondence N KOpPECIOHACHITUS, TEPETTHNCKa

concerning prep oTHOCHTEIBHO, KacaTeIbHO

purchase n mokyrmnka

cotton fabrics xyomuaToOyMakHbIe TKAaHU

exchange v oOMeHHBaThLCS, 0OMEHSTHCS

inform v coobmars

inform smb. of smth.

inform smb. that ...

regular buyers mocTosIHHBIH MOKYIATEIb

sample n o6pazen

particulars n (pl. ) moapoOHOCTH, MOAPOOHBIE TaHHBIC

learn v y3HaBaTh (4aCTO HEOKUIAHHO)

enclose v npuiaraTh

enclose with (the letter) mpunarats k (mucsMy)

enclosure n mpuiioxxeHue

encl. cokparienue, npuHATOE ISt cioBa enclosure (ctaBUTCS B HUXKHEM JIEBOM

YTy MAChMA, TIOCIIC TTOATIHCH)
by separate mail oTaenbHBIM MaKeTOM
need vV Hy>KIaThCs, UMETh TOTPEOHOCTH

further adj ganpHerIMA, JOMTOJIHATEIBHBIN
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be satisfied v ObITH yIOBIETBOPEHHBIM
be satisfied with smth. ObITh TOBOJIBHBIM YEM-TIHOO
3. CooTHecHuTe IJIABHBIE YACTH AEJI0BOI0 MUCHMA.

Business Information Centre Date
London WC 1A 2TR

Bloomsbury way

Telephone 08564

Telex 5498345

The Denmark Foreign Heading

Trade Enterprise TOREX
00 — 897 Copenhagen

12 /1st. 125

07/04/2013 Body

Attention Mr. R. Scorch Subject line
Dear Mr. Scorch, Close

PRICE LIST Signature

Due to worsening rates of exchanges, we Inside address

are obliged to produce a new price list for
Publication on 2011 /01 /01. Therefore,
may we ask you if your Enterprise is
planning any price increase in the near
future?

Your prompt reply in the matter

would be appreciated.

Yours sincerely, Attention line
For Business Information

Centre

D. Burghers Salutation
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Secretary

4. PacnoJjio;kure qgacTu ACJI0BOI0 InmucbmMa B NMpaBUJIbHOM nmopsiake.
Onpeaenure BUI MUCbMA.

a) Would you send me a copy of World Wide Dictionary, unabridged second

edition, 2002? | am enclosing a money order for $37.50 to cover cost and handling. If

this amount is not correct, please let me know.

Dear Ms. Smith:

Yours truly,

Josephine Black
Principal

City College
14 Mountain View, WA 99999

Ms. R. J. Smith

Blackstone Book Agency
Sixth and Riverside Avenue
Olympia, WA 99999

September 15, 2012

b) 11 November 2009

LETRA PLANPLC
Tea House

Chester Road
Manchester

John Bertrand
Manager, Customer Service
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Yours sincerely,
Dear Mr. Blackwood

| would like to thank you for your welcome when we met on the 12". | was very
interested to learn more of your company’s activities and requirements, and am writing

this letter to confirm certain points which we discussed.

Mr. F. Blackwood

Chief Purchasing Officer,
New Approach Ltd.,
Nottingham NG6 4 JF

c) John Bonds
Marketing Manager

The British Engineering Co.
12 City New Road
London, E.C.I.

Dear Mr. Lyons,

Thank you for your inquiry about our telephone answering machines and voice
mail systems. | am enclosing brochures on our products. A sales representative will be

in London next week. We will call you to schedule an appointment.

Charles Lyons

General Television Services
1201 East Grand Avenue
Chicago, Illinois 60611

Sincerely yours,

December 16, 2010
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5. OnpeneJmTe, K KaKoMy BUAY JeJI0BOIo JOKYMECHTA OTHOCATCHA

NMpeacTaBJCHHbLIC HUKE OTPLIBKU.

Memo / Letter of Complaint / Cover Letter / Inquiry Letter / Resume / Order

Letter / Advertising Letter / Offer Letter

a) We know from the Russian Trade Delegation in London that you produce for
export cotton and other natural fabrics. There is a steady demand here for good and
medium quality goods of this type, especially in pale colours.

Will you please send us your catalogues and full details of your export prices and
terms of payment together with any samples you can let us have.

b) Thank you for your letter of 25 June sending us samples of cotton prints. We
find both the quality and prices satisfactory and are pleased to give you an order for the
following items on the understanding that they are supplied from stock at the priced
named.

¢) The most suitable of our products for your requirements is the Artemis 66A
Plus.

This product combines economy, quick charging time and is now in stock. I
enclose a detailed quotation, specifications and delivery terms.

d) With reference to your advertisement in yesterday’s "New York Times", could
you please send me a copy of your latest catalogue?

| would also like to know if it is possible to make purchases online.

e) | wish to complaint in the strongest possible terms about the treatment I
received from a member of your staff. | was billed the wrong amount of money and

when I pointed to that fact I was rudely interrupted...

.................................................................................................
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f) My professional experience has given me an in-depth knowledge of the
economic industry and culture. In particular, | have worked for market of informational
technology of economic. | wish to place this experience at the disposal of your
company.

6. HanumuTe pe3roMe ¢ 1eJIbI0 MOJYYeHHUsI OTHOM U3 T0JKHOCTEN:

- salesperson in a big department store

- accountant in a big production plant

- laboratory assistant

- research scientist

- secretary in a big firm selling electronic equipment

- sales manager in a firm selling personal computers

7. Huske DaHBI YacTH TNPeAJIOKEeHUi, MCNoJib3yeMble B NMUChbMe-peKJIaMaIuHm.

IocTaBbTe MX B IPABUJIBLHOM MOPSIAKE.

We ordered on 7"May

Until we received your instruction

While our order was only 362

The number of bags was 14

Our present needs are completely covered

8. BbiOepuTe cj10Ba WJIM CJ0OBOCOYETAHMS JJIsl 3aN0JJHEHUS NMPONMYCKOB TaK,

YTOObI OHU OTPAKATH 0COOEHHOCTH 0(POPMIICHUSA CITYKeOHOM 3aANMUCKHU.

Mr. James Julia

To

Resignation

Scott
(1)--- L (2)----

From : Scott Hent
Date : October 14, 2010
Subject - (3) ----
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It’s with somewhat of a heavy heart that I am submitting my written notice of
resignation from Honeywell effective two weeks from today. My last day will be
11/29/10.

The past few weeks have been a difficult time for me as | deliberated the
direction of my career and whether it would be best served staying with Honeywell or
moving to a new position with a new employer. | will be happy to answer any questions

you may have, but | am not comfortable discussing my new position at this time.

()

From
Jack Bowers
Anita Wheeler

Dolly
To : (1) --- Sales Dept.
(2)--- : Dolly Dean, Production Manager
Date : 31 May
Subject - (3) ---

| am fed up with Bowers. He doesn’t care about his job. He doesn’t get along
with the other people in the office. I cannot count on him to be on time — or even to
work at all.

The point of all this is that the Personnel Department can start interviewing

people, because there’s going to be a job opening in the Sales Department very soon.

R

9. Hanumure nucbMa, HCMOJIb3YS CJIeAYIOIIe MpeioKeHus.
- As a manufacturer of electrical household equipment write a letter offering a new
model of carpet cleaner. Explain its advantages and stress that prices are lower than

those of competing cleaners.
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- Your company finds it is necessary to raise its prices. Write advising your customers
about the decision. Give your reasons and details.

10.HanumuTe 0TBEThI HA 7KAJI00bI:
- The Western Oil Co. received a complaint that there was a shortage of 20.000 tons of
oil in the latest delivery. Inform the customer that you will look into this matter and will
inform him about the results.
- Fortuna received a complaint about the delay in dispatch of tinned ham. Explain the
reason of the delay and assure that the goods will be dispatched as soon as possible.

11. HanumuTe OTBET HA Cjeaylollee MUChMO.
Dear Sirs,
We have been informed that two boxes with 397 shirts will be shipped per S/S Odra
today. Unfortunately we were not given the number of the boxes, which we must have
for the Customers in the Boston.
We would be grateful for a quick reply,
Yours faithfully,
Marta Johnson

12.TlepeBeaute cieaywouye NUCbMAa HA AHTJIMICKUI A3BIK.

1) VBaxkaewmble rocrmoa!

M1 nonyuunu Bame nmuceMo ot 15 utons cero rona u 6;aromapum Bac 3a Hero.

Hckpenne Bamn,

2) YBaxaemble rocnojal
biarogapum Bac 3a Bame nucemo ot 14.03.
B cootBercTBUu ¢ Barmieit mpock00ii, ¢ yIOBOJIBCTBHEM BBHICHIIaeM Bam, OTAeIbHBIM
MaKEeTOM, Halll TOCJIEAHAN UIUTFOCTPUPOBAHHBIN KATAJIOT TKAHEH.
Haneewmcs, aToT karanor Bac 3auntepecyer.

Uckpenne Bamn,

3) YBakaemble rocroja,
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Msbl mumiem Bam KacarenbHO HAalIMX HEIAaBHUX MeperoBopoB B JIoHmOHE ¢
Bammm nipencraBureneM r-Hom COKOJIOBBIM KacaTeTbHO BO3MOXHBIX MTOCTABOK B Bamry
CTpaHy KOHTOPCKOTO 000pYI0BaHMUSL.

Jlyis Toro 4ToOBI MCCIeA0BaTh BOMPOC Oosee MeTalnbHO, HAIll YPABJISIONINA T'-H
Maxkcsenn roroB npuexaTth B CankT-IleTepOypr B Hauasie CeHTAOpS U MPOBECTHU JINYHBIC
HeperoBopsI ¢ Bammmu npectaBUTeNs Mu.

Mo mpemnoxenuto r-Ha COKOJIOBa, MBI MPHJIATaeM CIHCOK MTyHKTOB, KOTOPHIE MBI
ObI xoTenu 00CYTUTH BO BpeMs BU3nTa r-Ha MakcBera.

JKnem Bamrero orsera.

Hckpenne Bamm,

4) VYBaxkaemble rocroja!

Mg Bocniosb3oBanuch «CripaBOYHUKOM OM3HECMEHa ISl TOTO, YTOOBI MOJTYYUTh
aapec Bameit ¢upmel. Coobmiaem Bam o TOM, uYTOo MBI siBIsgemcs (HuUpMoid,
UMITOPTHPYIOIIEH KOMMPOBAIBHYIO TEXHUKY, B YaCTHOCTH, (Dakchl, B Poccuro.

Mps1 Obuti ObI OYEHBb TIPU3HATENBHBI, €clii Obl Bl ¢ 00paTHOI MOUYTOM BhICTATN
HaM IIeHBI Ha pa3JIMYHbIC THUIBI MTpeaIaracMbeiXx Bamu akcoB, a Takyke COOOITIIIA HaM O
CpOKax MOCTaBKH.

3apanee Onarogapum 3a OBICTPBINA OTBET.

C yBaxkeHHeM,

5) VBaxaemble rocnojal

bmaromapum Bac 3a 3anpoc or 4 aBrycra, U3 KOTOPOrO Mbl y3HAJIHW, 4TO BbI
3aMHTEPECOBAaHbl B TPOAYKIMU Hamied KoHautepckod ¢adpuku. C yIOBOIHCTBUEM
rpujaraeM K 3TOMY TNHChbMY Halll OpeickypaHT 1ieH. LleHbl ykazaHbl 6€3 TOProBbIX
ckunok. OtaenbHO Bbl monyunTe KaTajor mOpoAyKIuu Hamed (adbpuku B Tpex
AK3EMILIAPAX.

Haneemcs, yto Hame mnpeanoxkeHue noHpaButcs Bam. C uHTepecoMm xkaem
Bamero orsera.

Uckpenne Bamu,
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6) YBaxkaemsle rocroza!
[Tockumtaem Bam 3akaz Ne 6754, KOTOpBIM JIODKEH OBITH BBINIOJIHEH B
COOTBETCTBUM C MPUJIOKEHHBIMU OOITUMHU YCIOBUSIMMU.

C yBaxkeHHEM,
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TEKCTHBI J1JIA YTEHUSA N OBCYXKIEHUS
Bri 3HaeTe, korna nosisuics uHTepHEeT? KTO M300pen anekTpoHHyto nouty? Uto Ttakoe
tenekc? Kro mpuayman dakc? IlpounTaiite M mepeBeauTe CIAEAyIONIME TEKCTHI Ha
pyCCKI/Iﬁ A3BIK, B HUX BBI Haﬁz{eTe OTBCTBLI HA BCC 3THU BOIIPOCHI. Brmonaure 3aaHUA K
TEKCTaM.
Internet History

The Internet has become such an integral part of our lives, with such powerful
capabilities, that it is easy to forget that this technological marvel was created by the
long, hard, dedicated efforts of human beings — folks who had a vision of what universal
networking could become and worked to make it happen.

The Internet (or internet) is a global system of interconnected computer networks
that use the standard Internet protocol suite (TCP/IP) to serve billions of users
worldwide. It is a network of networks that consists of millions of private, public,
academic, business, and government networks, of local to global scope, that are linked
by a broad array of electronic, wireless and optical networking technologies. The
Internet carries an extensive range of information resources and services, such as the
inter-linked hypertext documents of the World Wide Web (WWW) and the
infrastructure to support email.

The history of the Internet began with the development of electronic computers in
the 1950s. The public was first introduced to the Internet when a message was sent from
computer science Professor Leonard Kleinrock’s laboratory at University of California,
Los Angeles, after the second piece of network equipment was installed at Stanford
Research Institute. This connection not only enabled the first transmission to be made,
but is also considered to be the first Internet backbone. This began the point-to-point
communication between mainframe computers and terminals, expanded to point-to-
point connections between computers, and then early research into packet switching.
Packet switched networks such as ARPANET, Mark | at NPL in the UK, CYCLADES,
Merit Network, Tymnet, and Telenet, were developed in the late 1960s and early 1970s
using a variety of protocols. The ARPANET in particular led to the development of
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protocols for internetworking, where multiple separate networks could be joined
together into a network of networks.

In 1982, the Internet protocol suite (TCP/IP) was standardized, and consequently,
the concept of a world-wide network of interconnected TCP/IP networks, called the
Internet, was introduced. Access to the ARPANET was expanded in 1981 when the
National Science Foundation (NSF) developed the Computer Science Network
(CSNET) and again in 1986 when NSFNET provided access to supercomputer sites in
the United States from research and education organizations. Commercial Internet
service providers (ISPs) began to emerge in the late 1980s and early 1990s. The
ARPANET was decommissioned in 1990. The Internet was commercialized in 1995
when NSFNET was decommissioned, removing the last restrictions on the use of the
Internet to carry commercial traffic.

Since the mid-1990s, the Internet has had a revolutionary impact on culture and
commerce, including the near-instant communication by electronic mail, instant
messaging, Voice over Internet Protocol “phone calls”, two-way interactive video calls,
and the World Wide Web with its discussion forums, blogs, social networking, and
online shopping sites. The research and education community continues to develop and
use advanced networks such as NSF’s very high speed Backbone Network Service, and
National Lambda Rail. Increasing amounts of data are transmitted at higher and higher
speeds over fiber optic networks operating at 1-Gbit/s, 10-Gbit/s, or more. The
Internet’s takeover the global communication landscape was almost instant in historical
terms: it only communicated 1% of the information flowing through two-way
telecommunications networks in the year 1993, already 51 % by 2000, and more than
97 % of the telecommunicated information by 2007. Today the Internet continues to
grow, driven by ever greater amounts of online commerce, entertainment, and social

networking.

1. JlaiiTe pyccKHe 3KBUBAJEHTHI CJIeAYIONIUM CJI0BAM U BbIPAKEHUSIM:
Powerful capabilities, technological marvel, integral part, access to computer

sites, universal networking, extensive range, human beings, global system, research
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institute, inter-linked hypertext documents, service providers, information resources and

services, near-instant communication, entertainment, to send a message.

2. CocTraBbTE CJIOBOCOYETAHMSA npuwiaraTeJibHO¢E¢ IIIOC CYIMECTBUTE/ILHOC,

HCIIOJIbB3YH CJIECAYIOIIUE CJI0BA.

Integral capabilities
Powerful system

Universal scope

Global part

Electronic networking
Separate mail

Social technologies

Local networks

3. OTBeTbTE HA BONPOCHI MO TEKCTY.

1. What is internet?

2. What networks does it consist of?

3. What does the abbreviation “www” mean?

4. When did the history of internet begin?

5. What happened in 1982?

6. When was internet commercialized?

7. What is the influence of internet on society nowadays?
8. Do you use internet? How often do you do it? For what purposes do you use

it?
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Electronic Business

Electronic business (E-business) involves business process spanning the entire
value chain: electronic purchasing and supply chain management, processing orders
electronically, handling customer service, and cooperating with business partners. E-
commerce seeks to add revenue streams using the Internet to build and enhance
relationships with clients and partners.

According to research firm IDC, the size of total worldwide e-commerce, when
global business-to-business and -consumer transactions are added together, will equate
to $ 16 trillion in 2013. IDate, another research firm, estimates the global market for
digital products and services at $ 4.4 trillion in 2013. A report by Oxford Economics
adds those two together to estimate the total size of the digital economy at $ 20.4
trillion, equivalent to roughly 13.8 % of global sales.

While much has been written of the economic advantages of Internet-enabled
commerce, there is also evidence that some aspects of the internet such as maps and
location-aware services may serve to reinforce economic inequality and the digital
divide. Electronic commerce may be responsible for consolidation and the decline of

mom-and-pop, brick and mortar businesses resulting in increases in income inequality.

OTBeThTE HA BONPOCHI.

1. What is electronic business?

2. Is it popular among buyers?

3. What is the size of e-commerce?

4. What are advantages and disadvantages of electronic business?
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History of E-mail

Electronic mail, most commonly abbreviated email or e-mail, is a way of sending
text, graphics and photographs down a phone line, over the Internet. Electronic mail is a
natural and perhaps inevitable use of networked communication technology that
developed along with the evolution of the Internet. Indeed, message exchange in one
form or another has existed from the early days of timesharing computers.

An electronic mail message consists of two components, the message header, and
the message body, which is the email’s content. The message header contains control
information, including, minimally, an originator’s email address and one or more
recipient addresses. Usually additional information is added, such as a subject header
field.

Originally a text-only communications medium, email was extended to carry
multi-media content attachments, which were standardized in with RFC 2045 through
RFC 2049, collectively called, Multipurpose Internet Mail Extensions (MIME).

Internet based e-mail system was designed by a Computer engineer — Ray
Tomlinson in late 1971 while working with ARPANET. Tomlinson used a file transfer
protocol to send electronic messages to any computer on the ARPANET network. The
first email was sent between two computers that were actually sitting beside each other
but connected through ARPANET. The first important email standard was called
SMTP, or simple message transfer protocol. SMTP was very simple and is still in use —
however, SMTP has a problem — it makes no attempt to find out whether the person
claiming to have sent a message is actually the same person. This basic flaw in the
protocol was later to be exploited by viruses and worms, and by security frauds and
spammers forging identities. Some of these problems are still being addressed.

In 2004, when Internet standards for email began to mature the POP (or Post
Office Protocol) servers began to appear as a standard — before that each server was a
little different. POP was an important standard to allow users to develop mail systems
that would work with each other. Now Internet mail is defined by a large number of

standards and recommendations by the Internet Engineering Task Force (IETF).

-97-



However, only a few of the protocols used in Internet mail are full IETF standards.
Most of these standards are being used by for people writing Internet mail software.
Supported e-mail clients:
- Microsoft Outlook Express
- Microsoft Windows Mail
- Microsoft Windows Live Mail
- Mozilla Thunderbird

1. OTBeThTE HA BONIPOCHI N0 TEKCTY.

What is e-mail?

What components does an e-mail message consist of?
What information does the message header contain?
Who designed internet based e-mail system?

When did it happen?

How was the first e-mail sent?

What was the first e-mail standard?

O N o O k~ W N PE

What happened with e-mail standards in 2004?

©

What are supported electronic mail clients?

2. CocTaBbTe KPATKHIl IUIAH U NMEPECKAKUTE TEKCT.
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Telex — the precursor to fax and e-mail

Nowadays, it is a simple matter to communicate instantly and in writing with the
rest of the world. But before faxes, e-mails as instant messaging, the telex was the only
way of doing this. But using a telex machine requires knowledge, patience and a whole
lot of a manual dexterity.

Differences between Telex & Telegrams

The Telex is a system or a service of interconnected machines that were designed
to automate the telegraphic process. People may see it as a primitive precursor to e-mail
and the Internet. The telegram, on the other hand, is any message that has been
transmitted through the use of telegraphy. The telegram is most commonly associated
with a piece of paper with a brief message that contained essential information for the
recipient. A telegram was transmitted via a number of telegraphic methods including
Morse code machines. The transmission of a telegram from sender to recipient was
made faster through the Telex system and its machines.

Compared to the telegram, which is an older concept that existed prior to the
1900s, the Telex is a more recent invention. Its history goes back to the 19" century.
While a professor of arts and design at New York University in 1835, Samuel Morse
(1791-1878) proved that signals could be transmitted by wire. It was he that
successfully exploited and bettered Joseph Henry’s invention. Morse made sketches of a
“magnetized magnet” based on Henry’s work. He invented a telegraph system that was
a practical and commercial success.

The original Morse telegraph printed code on tape. A trained Morse operator
could transmit 40 to 50 words per minute. Automatic transmission, introduced in 1914,
handled more than twice that number. Canadian, Frederick Creed invented a way to
convert Morse code to text in 1900 called the Creed Telegraph System.

The Telex was developed and implemented in the 1930s in Europe, the most
notable example of which was when the British postal service opened its first Telex
service in 1932.Almost parallel to the development of Telex in Europe was the effort by
Bell Labs in the USA, called TWX.
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In 1913 Western Union (1851) developed multiplexing, which it made possible to
transmit eight messages simultaneously over a single wire (four in each direction).
Teleprinter machines came into use about 1925. Varioplex, introduced in 1936, enabled
a single wire to carry 72 transmissions at the same time (36 in each direction). In 1956
Western Union inaugurated Telex, which enables subscribers to the Teleprinter service
to dial each other directly.

In principle, a telex machine is a typewriter connected to a telex network that
closely resembles a telephone system. Via this network, it is possible to send text
messages to other telex machines. It is an excellent solution when you have to send a
written request rapidly to some far-off part of the globe — and receive confirmation back
from the other end. To operate a telex machine, you type in your text and a machine
then produces a string of holes on sturdy paper. This is the telex representation of your
message. Every letter and character has its own unique pattern on the strip of paper.
Once the telex strips are ready, a call is placed to a receiver and the strips are fed into
the machine. The text is then sent via the telex network and arrives at the other end in
the legible script.

The concept behind the Telex was a system that automated the process of

telegraphy, made it faster and made it more cost effective.

1. HajiguTe B TeKCTe AHIJIMICKHE KBHBAJIEHTHI ISl CJEAYIONIUX CJIOB H
CJIOBOCOYETAHMIA.

[IpeniecTBeHHUK, 3HAHUS, TTOCIEIHEE N300PETCHUE, UMETh MPAKTUUYECKUMA U

KOMMEPUYECKUM yCIieX, MTHOBEHHOE COOOIIIeHUE, N300pECTH, BBECTH B JICHCTBUE

(9KCIUTyaTaIrIo), KpaTKoe MOCIaHne, TepeaBaTh, MOJ0CKa OyMard,

HKOHOMHUYECKHU IP(HEKTUBHBIHI, TOBKOCTh PYK.

2. Hajlinute K/l04eBoe Mpeasio:KeHHEe B KAKAOM ad3ale U 3aj]aiiTe K HeMy
pa3Hble THIILI BOIIPOCOB.

3. CooTHecuTe 4YaCTH NMPeAJI0KEeHUIA.
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1. But using a telex machine

requires knowledge,

a. your text and a machine then
produces a string of holes on

sturdy paper.

2. The Telex is a system or a

service of

b. via a number of telegraphic
methods including Morse code

machines.

3. He invented a telegraph

system that was

c. patience and a whole lot of a

manual dexterity.

4. The telegram, on the other

hand, is

d. interconnected
machines that were designed to
automate  the  telegraphic

process.

5. A telegram was transmitted

e. a practical and commercial

SUCCesSS.

6. To operate a telex machine,

you type in

f. any message that has been
transmitted through the use of

telegraphy.
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The Brief History of the Fax Machine

Telefacsimile’s or Fax Machines are an everyday must for many businesses
around the world.

A fax means basically scanning a page to make an electronic representation of its
text or graphics, compresses the data to save transmission time, and transmits it to
another facsimile machine. The receiving machine decrypts the signal and uses a printer
(usually built in) to make a facsimile of the original page.

Several people took part in inventing the machine; they include Alexander Bain,
Elisha Gray, Arthur Korn, and Edouard Beeline. It took almost 140 years for the fax
machine to become an everyday appliance, but its roots have been around for quite a
while.

The history of the fax machine begins in England in 1843 with Alexander Bain.
He devised an apparatus made up of two pens connected to two pendulums. He joined
the two together with a wire, and was able to reproduce writing onto an electrically
conductive surface.

Several years later, in 1862, Italian physicist Giovanni Caselli built a machine he
called a pantelegraph, which was based on Bain’s invention. His pantelegraph was used
by the French Post & Telegraph agency between Paris and Marseilles from 1856 to
1870.

Elisha Gray, an American inventor, invented and patented many electrical
devices, including a facsimile transmission system. He almost patented the telephone,
but Alexander Graham Bell beat him to it by only a few hours. Gray organized a
company that later became known as the Western Electronic Company.

Another man, in 1902, by the name of Arthur Korn, invented telephotography, a
means for manually breaking down and transmitting still photographs by means of
electrical wires. In 1907, Korn sent the first inter-city fax when he transmitted a
photograph from Munich to Berlin. This was perhaps the greatest boost the fax machine
had faced so far, and soon many people would try to prefer the machine.

In France, Edouard Beeline constructed the Belinograph. His invention involved

placing an image on a cylinder and scanning it with a powerful light beam that had a
-102 -



photoelectric cell, which could covert light, or the absence of light, into transmittable
electrical impulses. The Belinograph process used the basic principle upon which all
subsequent facsimile transmission machines would be based.

Today’s fax machines owe their core design to the Belinograph although many
fax machines have changed over the years. Several companies would try to develop the
fax machine, and one such company was Xerox.

For several years, the fax machine was expensive and difficult to operate; perhaps
explaining why it was never used much by businesses prior to the 1980’s. In 1966, the
Xerox Company introduced a smaller model that would be more accessible to users by
sending its transmissions over existing telephone lines. You could send a document
from one fax machine to another in about 6 minutes this way, this is slow for today, but
back then it represented a significant step toward greater technology.

The Japanese soon entered this market, and soon started to develop smaller,
faster, easier to use machines once they saw the great potential behind this technology.
Today many companies including Hewlett Packard, Xerox, Panasonic, and a host of
others make Fax machines.

1. 3apaiiTe Bonmpochl K NpeJIoKeHUsIM, HAUMHAS UX CJIOBAMM B CKOOKAX.

1. Several people took part in inventing the machine; they include Alexander

Bain, Elisha Gray, Arthur Korn, and Edouard Beeline. (Who?)
2. The history of the fax machine begins in England in 1843 with Alexander
Bain. (When?)

3. Several years later, in 1862, Italian physicist Giovanni Caselli built a machine

he called a pantelegraph, which was based on Bain’s invention. (What ... on?)
4. Gray organized a company that later became known as the Western Electronic
Company. (Who?)

5. For several years, the fax machine was expensive and difficult to operate;
perhaps explaining why it was never used much by businesses prior to the
1980’s. (Why?)

6. Today many companies including Hewlett Packard, Xerox, Panasonic, and a

host of others make Fax machines. (What companies ...?)
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2. PacmoJsiokure 1aThl B COOTBETCTBHHU C COOLITHAIMHU.

a) 1843; b) 1862; ¢)1856-1870; d)1902; €)1907; f) 1966.

2) Giovanny Caselli built pantelegraph; 2) the Xerox introduced a smaller model
than Belinograph by Edouard Beeline; 3) the beginning of the fax machine
history; 4) the use of pantelegraph; 5) the sending of the first inter-city fax; 6) the
invention of telephotography by Arthur Korn.

3. HanmnumMTe NMUCHMO CBOEMY JPYyry, B KOTOPOM PACCKa;KuTe 00 MCTOPHH

NosIBJIeHHS (paKca U TeJleKca.
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IMPOKOHTPOJIMPYHUTE MOJTYUYEHHBIE 3HAHUS, BHIIIOJIHUB
CJEAYIOUWN TECT
1. OHpC,ZIeJII/ITe, K KaKOMY BHUAY ITHCbMa OTHOCUTC:A CJ'IGI[YIOHIHIZ OTPBIBOK:
a) THYHOE O) JIEeJI0BOE
We thank you for your order No. 7534, which is receiving immediate attention
and will be delivered within the week. We, too, have had a run on HOUSEMAN
paints with the result that we may not be able to supply you every colour marked
on your order.
2. Ompenenute, K KaKOMY BHAY JEIOBOTO JOKYMEHTAa OTHOCHTCS CIICITYIOITUH
otpeiBOK: a) Offer letter ©) inquiry letter B) memo r) advertising letter
Dear Sirs,
We are interested in importing your office equipment to Great Britain. If
you can supply, we would appreciate catalogues and price-lists by return of mail.
3. B kakoM BuIE [JENOBOr0 TNHChMa BCTPEYAOTCS CIASAYIONIAE ITyHKTHI
References, objectives, responsibilities, summary, education?
a) resume 6) cover letter ) memo r) sales letter

4. Kak mepeBoANTCS Ha PyCCKUM s3bIK cokpamienne CV: a) aHkera 0) 3ammcka B)

KOMITaHUs T) KpaTKas ouorpadus

5. “A global system of interconnected computer networks” — srto: a) fax 0)

internet B) telex r) email

6. Onpenenure HEBEPHBIM CIIOCOO HANMCAHUS JAaThl B JIMYHOM HIIH JICJIOBOM
nucoMe: a) The May 26, 2013 6) May 26th, 2013 B) 26th May, 2013 r) May
26, 2013

7. Kak mepeBOAMTCS Ha PYCCKHUU S3bIK COKpAIEHHE 1.e.: a) TOT ke 0) BKIoYast
B) TO €CTh I') HAIPUMED

8. Kakoii yacTu HeT B JIeIOBOM muchbMe: a) Signature 6) reference B) salutation r)
invitation

9. Ompenenure, Kakas (paza He oTHOcHUTCA K 3a4uHy (Opening sentence): a) |

was delighted to receive your letter, 6) Thank you for your letter concerning,
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B) | would be delighted to hear about you, r) This is just a brief note to thank
you for.

10. Onpenenute, Kakas (paza OTHOCUTCS K 3aKJIIOUUTEILHOW YacTH MUChMa: a)
How nice to hear that you 6) Cordially yours B) You don’t know me so let me
introduce myself r) | would appreciate an early reply

11. Yo npu oopmiieHHH KOHBEPTA MOKHO HAIMCATh Ha €ro 0OpaTHOM CTOPOHE:
a) inside address 0) means of delivery (air mail, express, ..) B) sender’s address

12. Anpec ornpaBurensi/monayyatens odhopmisercs B: a) 3-4 cTpoku 0) 2 CTpOKH
B) OJIHY CTPOKY

13. B kakoM BHJe MHChMa UCHONB3YyeTCs 3akiarounTenbHas ¢paza I’m looking
forward to your letters, as always?

a) TMIHOM 0) JEIOBOM

14. Kakoe f1e710BO€ MMCbMO UMEET CIIEYIOUTYI0 CTPYKTYPY: MOTHUBAIIUS
HAIMCaHWs, OTBETHI Ha BOIIPOCHI, JOTIOJTHUTEIIbHbBIE TIPEITIOKECHHUS,
BBIpa)KCHHUE HAJICKIBI HA 3aKa3?

a) MUChbMO-3aKa3 0) MUCHMO-3aMPOC B) MUCHMO-TIPEJIOKEHUE T) PEKIAMHOE
MHUCHMO
15. Kakoii popmbl 0OpailieHrs HET B JEJI0BOM MUCbMe?
a) Dear Sir 6) Dear Mike B) Dear Madame r) Dear Mr. White
16. Kakoro myHkTa HET B 00I1Ie# CTPYKType nuchma?
a) Date 60) ZIP Code B) Salutation r) Signature

17. BeiOepute HEBEpHBIN BApUAHT TOTO, O YEM HE HYXHO MHUCATh B INYHOM
ITUCHME.

a) Gossip 6) Anger B) Apology r) Woe-is-me

18. dpaza “We are obliged for your letter of...” ynorpebnsercs:

a) TPH CCHIJIKE Ha MPEBIIYINee MUChbMO 0) MPH MOCHIIKE KaTajiora B) IS
BEKJIMBOM TIPOCHOBI T') 7151 TOATBEPIKIACHUS TTOJTYICHUS TTUChMa

19. Kakoe u3 cieayromux BUA0B MUCEM OTHOCUTCS K JIMYHOMY MTUCHMY?

a) pe3roMe 0) MICHbMO-TIPENJIOKEHUE B) MUCHhbMO-U3BUHEHHUE T') MUCHMO-

pPeKIaManus

- 106 -



20. OnpenenuTe, kakas ¢pa3a He ynoTpeOasieTcs B IMYHBIX MUChMaX:
a) | have just sent you, by separate mail, our recent catalogue for this year.

0) | was delighted to receive your letter.
B) | look forward very much to hearing from you.

r) | don't know how to begin because | have a great favor to ask you.
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