CDe,u,epaanoe rocygapcCcrtBeHHoe GropxeTHoe o6pasoBaTeanoe ydpexaeHmne

/}
7/\
{rvy)
o BbiCLLUEro o6pa3oBaHms

«MarHuToropckmin rocygapCTBeHHbI TeXHUYecku yHnsepcuteT um. .M. Hocosa»

E.A. [acaHeHKO
O.A. llykuHa

PRACTICE YOUR BUSINESS
CORRESPONDENCE SKILLS

YmeepxxdeHo PedakyuoHHO-u3d0amesibCKUM CO8emoM yHueepcumema
8 Kadyecmee npakmuKkyma

MarHuToropck
2020



YK 802.0 (075)
BBK81.2 AHrn.

PeuLeH3eHTbI:

KaHangaT negarorm4ecknx Hayk, LOLEHT,
3amMecTuTenb aupektTopa dunmana
OAHO BO «MocKoBCKMin NCMXOSIOro-coumnanbHbid YHUBEPCUTET»
B r. MarHuToropcke
A.10. BopobbeBa

KaHOuOaT negarormyeckux Hayk,
OOUEHT Kadpeapbl A3bIKO3HAHUSA N NnTepaTypoBeaeHNs
OIrb0Y BO «MarHuToropckum rocygapCTBEHHbIN TEXHUYECKNIA
yHuBepcutet um. .. Hocosa»
A.J1. CongatyeHko

NacaHeHko E.A., JlykuHa O.A.

Practice your Business Correspondence skills [OnekTpoHHbIN pecypc] :
npaktukym / EneHa AnekcaHgpoBHa [acaHeHko, OkcaHa AHaTONbeBHa
NyknHa ; ®IbOY BO «MarHutoropckum rocyaapCTBEHHbIM TEeXHUYEeCKUN
yHusepcuteT um. .. HocoBax». — OnekTpoH. TekctoBble gaH. (0,76 M06). —
MarnuTtoropck : ®rb0Y BO «MI'TY mm. .. HocoBa», 2020. — 1 aneKTpoH.
onT. anck (CD-R). — Cuctem. TpeboaHus : IBM PC, niobon, 6onee | GHz ;
512 M6 RAM ; 10 M6 HDD ; MS Windows XP u Bbiwe ; Adobe Reader 8.0 n
Bbiwe ; CD/DVD-ROM guckoBog, ; Mbllb. — 3arn. ¢ TUTYM. 9KpaHa.

Llenb pgaHHOro npaktukyma — OpPMUPOBAHME KOMMYHUKATUBHON WHOSA3BIYHOWN
KOMMNeTeHUMM CTYAEHTOB A5 peLleHNs coumanbHO-KOMMYHUKATUBHBIX 3aay B 4eNOBON U
npodgeccuoHanbHOM cepax, a Takke Ona MofnyyYyeHus HeobxoauMon WHgopMauun w3
3apybBexXHbIX MCTOYHMKOB U AanbHENLEro camoobpasoBaHus.

lMpakTuKym cocTaBreH B COOTBETCTBMM C paboymMmm nporpammMamm no AuCLMniIMHam
«MHOCTpaHHbIN A3bIK B NMpogecCcUOoHanbLHON AeATeribHOCTUY, «[1enoBon WHOCTPaHHbIN
A3bIK» ONA CTyAeHTOB OakanaBpuata M MaructpaTypbl NO HanpaBfeHUsM MOArOTOBKU
38.03.04 TlocymapctBeHHOe W MyHuumMnanbHoe ynpaeneHune, 38.03.01 3koHoMuMKa,
38.03.06 Toprosoe Aesnio 04HOM 1 3a04HOM (hopM 0By4eHUS.

YK 802.0 (075)
BBK 81.2 AHrn.

© [acaHeHko E.A., JlykmHa O.A., 2020
© ®IrbOY BO «MarHMToropckn rocyaapCTBeHHbIN
TexHunyeckun yHusepcutet um. .. Hocosa», 2020



CopepxaHue

BBELEHUE ... ... 4
PA3OEJT | MAIN BUSINESS DOCUMENTS AND BUSINESS LETTERS...... 5
PA3OEI 1l BUSINESS CORRESPONDENCE WRITING ........cocoviiiiiiieen. 34
PA3JEI 11l BUSINESS CORRESPONDENCE WRITING PROGRESS TEST
.................................................................................................................... 50
KITHOUML. KEY'S .. 66
BUBNTMOTPADPUYECKUN CTINCOK ... 67



BBEOEHUE

[Mpaktnkym «Practice your Business Correspondence skills»
COCTaBfeH B COOTBETCTBMM C paboummu nporpammamu no aucuuniauHam
«MHOCTpaHHbIN A3bIK B MNpodeccuoHanbHOM OedaTenbHOCTUY», «[lenoBon
MHOCTPaHHbIN A3bIK» AN CTyaeHToB OakanaspmaTa M mMarucrtpaTtypbl no
HanpasneHusm noarotoBkn 38.03.04 [ocynapCTBEHHOE U MyHMUMNANbHOE
ynpaeneHune, 38.03.01 3koHomuka, 38.03.06 ToproBoe geno, a Tak e byget
nonesHbiM AN LWMPOKOro Kpyra vy, U3ydalowmx aHrmumCcKUn A3blK Ha
NpPoABUHYTOM 3Tane.

[MpakTMKyM 3HAaKOMMUT C OCHOBaMUu OEefI0BOM KOppecnoHAeHUUn, Tunamm
aenoBblx Oymar ©n 3TUKETOM OEfioBOr0  MUCbMEHHOro obuweHna Ha
aHIMIMNCKOM $A3bIKE.

Llenblo gaHHOro npakTukyma sBnsieTcs (opMupoBaHne MHOA3bIYHOM
KOMMYHUKaATUBHOW KOMMETEHLMN CTYOEHTOB ANA pelleHns pedeBbiX 3a4ad B
AenoBon 1 npodeccruoHanbHom cgepax obLeHus, a Takke Ans nonyyYyeHuns,
NOHMMAaHUSA U UHTEepnpeTaunm HeobxoanmMon nHopmaLunum N3 opUrMHanbHbIX
aHrNoA3blYHbIX NCTOYHMKOB.

[MpencraBneHHble MaTepuansl UMEKT NPaKTUYECKY0 HanpaBfiEHHOCTb U
NO3BONAT NPOrHo3upoBatb 3GEMEKTUBHOCTb OCBOEHUSA  CTyOEHTaMu
cofepXaHnda npakTukyma.

[MpakTkym cocTouT M3 pasgenoB no 6as3oBbiIM TEMaM C JIEKCUKOW,
TeKCTaMn 1 3agaHnamu, obecneymBaloWUMN HEOBXOOUMBIN TPEHUHT MO
npeanoXeHHbIM TemaM. TecToBbIM  pasgen  npeactaBnder  cobowu
KOHTPOSNbHO-U3MeEpUTENbHbIE MaTtepuanbl N0  WU3YYEHHbIM TemMam AN
NpoOBeLEHUS TEKYLLLEero KOHTPOSI Ha 3aHATUAX U CaMOKOHTPOSIS CTYOEHTOB.
dopmaTt npakTukyma no3sossieT UCMNosb30BaTh €ro Ansa ayautopHom paboThl
B rpynnax 6akanaspoB, MarncTpoB, acnMpaHToOB, CoOMCKaTenen, a Takke ons
camMocCTosATENbHOM paboTbl CTYAEHTOB NPU ONOCpPeaoBaHHOM PYKOBOACTBE CO
CTOPOHbI NpenogasaTens.

CoctaButenn npakTMKyma YyBEpPEHbl B BalleM YCMeLwHOM OCBOEHUU
npeanoXXeHHoro marepuana.



PA3OEN |
MAIN BUSINESS DOCUMENTS AND BUSINESS LETTERS

B pasgene npeactasBneHbl Matepuanbl U MHOpPMaUna Ona OCBOEHUS
AernoBON [OKYMEHTaLUMW Ha aHrfIMMCKOM SA3blKE U aHMMUACKOM JIEKCUKU B
cdepe 9KOHOMUKN.

1. 3yunTe Ha3BaHNSA OCHOBHbIX 4EM0BbIX JOKYMEHTOB

Main business documents
aBMaHaknagHas air bill
aBTO4OpOXHas HaknagHas road bill
areHTCKoe corfnaiwleHne  agency agreement, agency contract
aKKkpeauTumBe letter of credit
rapaHTurHoe obas3aTenbCTBO  guarantee certificate
reHeparbHbIA NOAUC open cover
rpacpuk (NOCTaBOK, MOHTaXHbIX paboT) schedule (of deliveries,
erection works)
AeTanMpoBOYHbIN YepTex detail drawing
OOroBop agreement, contract
Xenes3HoaopoxHas (TpaHcnopTHada) HaknagHas — way bill
3akas-Hapsag  order
McnonHUTenNbHbIN (paboyunn) YepTtexx  working drawing
MMMNOPTHAasA NULIEH3NS import license, import permit
KaBepHOT cover note, covering note
KapaHTUMHHOE CBMOETENbCTBO  quarantine certificate
koHocameHT  bill of lading

of



KOHTpakT contract

KOHCYIbCKas ghakTypa consular invoice

MaHUeCT (geknapauma cygoBoro rpysa)  (ship’s) manifest
obLwme ycnosusa noctaBok general conditions of deliveries
oOLLme ycrnoBus okasaHus TexHmyeckon nomow general  conditions
of rendering technical assistance

OTrpy3o4Has cneumgukaumd shipping specifications
npeaBapuTenbHbIn c4eT  proforma invoice

npunoxeHue (k gorosopy) appendix, supplement (to a contract)
NPOTOKON UCNbITaHMMINSpection report, inspection certificate
pabo4ne MHCTpyKUuM manual, set of instructions

paspeLueHne Ha oTrpy3ky release for shipment

cepTudmkaT (CBMAETENBCTBO) O NpuBMBKax certificate of vaccinations
CBNOETENBLCTBO O MPOUCXOXKAEHUN certificate of origin
cepTudukart o kayectBe  certificate of quality

cKknaackas KButaHums warehouse bill

cornaweHune (o noctaekax) contract (for deliveries)
conpoBoAnTENbHOE NMUCbMO covering letter

cneuundumkaums specification

CTpaxoBoW nonuc  insurance policy

cyer invoice

TaMOXXeHHas aeknapauma customs declaration

3KcnopTHas aeknapaums export license

2. Buabl genoBbIX Nnucem

B noHaTue «genoBasi nepenuckay BXoAONT:
e MNCbMa, B TOM YUMCIE ANIEKTPOHHbIE
MeMopaHayMbl (MaMATHbIE 3aMCKN)
pekoMeHaaTenbHblE NMCbMa
pes3tome

cyeTa

A0roBopbl

nnucbmo 6narogapHoOCTb

3anpoc

3aKkas

NUCbMO NOATBEPXKAEHME

CTpyKTypa AenoBoro nucbma
1. Agpec oTnpaBuTens
[ormkeH 6bITb pacnonoXxeH B NpaBoM BepxHeM yrny nucbma. Cnepyet
yKaszaTb HOMep aoma, ynuuy, kog (MHL4EKC) ropoaa, ropof, CTpaHy, TenedoH.



[MpumeyaHne: B amMepuKaHCKOM BapwaHTE aHrUMCKOro dAsblka agpec
OTnpaBuUTenNsd, Kak rnpaBuno, pasMellaeTcs B NIeBOM BEpPXHEM YrIy, HUxe
AaTbl UK B KOHLIE NMUCbMa rocse noanucu.

2. laTa

CTpokon HuxXe nocrie agpeca nuweTtcsa gata B popmarte yucsio - mecsiy, -
200

(30 October 2011)

Ecnn pgenoBoe nNucbMO nuweTca Ha (UPMEHHOM 6raHke KoMMnaHwuw,
aZipec He ykasblBaeTC4, a faTa NpoCTaBnAeTCA B BEPXHEM NIEBOM Yrny.

3. Aapec nony4yaTtens

B 6puTaHCKOM aHrmuMmMckoM agpec nosiydatens nuMWeTCs Ha TOW Xe
CTPOKe, rae v garta, Unm CTPOKOU HUXKeE.

B amepukaHckoM BapuaHTe aHIMUUCKOro $A3blka ajgpec nosydartend
nMweTca OBYMS CTPOYKaMW HUXe agpeca oTnpasuTtens (unn gatbl, ecrnu
aZipec He nuweTcs).

4. NMNpusetcTBUE

Ecnn Bbl 3HaeTe nmsa Yenoseka, K KOTOPOMY nuwleTe NUCbMo,
NpuBETCTBUE NogaeTcs B popmare:

Dear Ms / Miss / Mrs / Mr / Dr + doamunus

[Mpn obpaLLeHnm K XXEHLLMHE NCMONb3YITCA criegyoLlmne cnoga:

Mrs — ecnu oHa 3amMyXem

MiSs — ecnu oHa He3aMyXHSAA

Ms — ecnun HM4ero He U3BECTHO O ee CEMENHOM cTaTyce, a TaKkKe B
oOpalleHNN K HeE3aMY>KHEN XKEHLLVHE.

Ecnu Bbl He 3HaeTe non agpecara, MOXXHO HanucaTb NoSTHOe UMS,
ynyckast TUTyn:

Dear Hadi Jalali

NmeeTca HeCKONbKO BapuaHTOB ObpalLeHUs K YenoBeky, MMeHU
KoToporo Bbl He 3HaerTe:

K MyxuunHe:

Dear Sir / Dear Sirs ( in British English)

Gentlemen (in American English)

K »XeHLwuHe:

Dear Madam (in British English)

Ladies (in American English)

Ecnn Bbl He 3HaeTe, KTO ByaeT untatb MMCbMO — MYX4YMHA UK
XEHLUUHa:

Dear Sir or Madam (in British English)

Ladies and Gentlemen (in American English)

To whom it may concern (in American English)

[Mocne npuBeTCTBUSA CTaBUTCA 3andTas:

Dear Sir or Madam,

NIN XKe NYHKTYaUMOHHbIN 3HaK MOXET OTCYTCTBOBaTb BooOLLe:

Dear Sirs

CornacHo ¢ Hopmamu American English - ucnonbsyetca gsoetouune:
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http://euroeducation.com.ua/article/36-english/103-american-and-british-english.html
http://euroeducation.com.ua/article/36-english/360-kursy-anglijskogo-kiev-anglijskij-dlja-kompanij-korporativnyj-anglijskij.html
http://euroeducation.com.ua/article/36-english/362-kursy-anglijskogo-kiev-nositel-anglijskogo-jazyka.html
http://euroeducation.com.ua/article/40-razlichnaya-topics/418-anglijskij-dlja-nachinajuschih.html

Ladies and Gentlemen:

5. Tema genoBoro nMcbmMa

CTpokon HKUXe NpuBETCTBUSA pasmellaeTcd Tema nucbma (British
English). YTobbl BbIgENUTL €€, NcnonbayTcs crnosa "Subject." unn "Re:",
XUPHbIN WPUAT MNKn 3arnaeHble 6YKBbI.

Dear Sir or Madam,

Subject: Order #1234/1

B amepukaHCKOM aHrMnUCKoM Tema nponucbiBaeTcs nepen
NPUBETCTBUEM.

6. OcHOBHas YacTb AefoBOro NnMcbma

[lepBoe crnoBo TekcTa nuwetca ¢ 6onbwon OykBbl. TekcT cnegyet
BblpaBHMBATbL MO SIEBOMY Kpato, a Nnocrie Kaxgoro absaua nponyckaTb O4HYy
ctpoky. lMepBbIn ab3au npeacraenseT cobon BCTynneHue, B KOTOPOM
0O bACHATCA NPUYNHBI HAaNMcaHna nucbma. B nocnegyowmx absauax bonee
AeTtanbHO um3narawTca Bawwn uenu, npuBoautca MH@opmauma v T1.4. B
nocrnegHem ab3aue HeobxoaMMO NOABECTM UTOr U oNMUcaTb, YEro MMEHHO
Bbl oxupaete oT Bawero agpecata. TekCT nucbMa OOSfMKeH OblTb YeTko
CTPYKTYPUPOBaH M co3gaBaTb NOMOXUTENbLHOE BrevaTieHne.

7. 3aknouunTesnibHas 4YacTb AefioBOro nMcbma

OTO aKBUBANEHT pycckoro "C yBaXXeHUeM.../C Hanny4LwnmMmm
noxenaHusimu...."

B 6putaHckom aHrnunckom, ecnu Bel obpaltaeTtech K agpecarty no
nmeHu (pamunum), ucnosbadymTte croso "sincerely”, ecnu HeT - "faithfully".

Dear Ms Wexley

Dear Jane Wexley

Dear Jane Yours sincerely / Sincerely yours

Dear Sir

Dear Sirs

Dear Madam

Dear Sir or Madam Yours faithfully / Faithfully yours

B amepukaHCKOM aHrIMACKOM B NOAMUCU MOXET HaxoguTCa NnLlb
"sincerely", 1.k. "faithfully" He ynoTpebnseTcs.
B 9neKkTpoHHbIX MMCbMax MOXHO UCMONb30BaTh
Regards
Kind regards
Best wishes
[MyHKTyaums B 3aKnOYNTESNIbHOW YacTu 4ef0BOro nNMcbma - No aHanornm
C NPMBETCTBUEM, pasaennTeribHble 3HaKn OOMKHbI OblTb OANHAKOBbIE.
OTcTynuB aBe CTPOYKM OT nocnegHero ab3aua, cneesa
nnwetcaBusiness (firm) to business (firm)  ®upma dumpme
Yours sincerely/ Yours faithfully
C COOTBETCTBYIOLUM MYHKTYaLMOHHbIM 3HAKOM,
yepes 4 CTPOUKM (OCTaBNAKTCA 4NA NOANUCK) - UMS agpecaTa.
KTo KoMy MoXeT nucaTb AenoBblie Nucbma?
e Business (firm) to consumer — ®upma noTpeduTento
8



Job applicant to company  3asBuTenb Ha AOMMKHOCTb KOMMaHUN
Citizen to government official ['paxxgaHWH YAHOBHUKY

Employer to employee HaHumaTternb cOTpygHUKY

Staff member to staff member CoTpyaHWK COTPYAHUKY

Mo KaKOMy noBoay nuuiytcs aenoBble nucbma?

to persuade  ybeaouTtb

to inform nponHdopmMmnpoBaTb

to requestcaenatb 3anpoc

to express thanks Bblpa3nTb BnarogapHoOCTb

to remind HaNOMHUTb

to recommend pekomeHOoBaTb

to apologize  M3BMHUTLCS

to congratulate nosgpaBuTb

to reject a proposal (of cooperation) or offer (of goods) oTkasaTbca oT
npeanoXeHnst 0 COTPYAHNYECTBE UNKN OT TOBapa

to introduce a person or policy — npeacTaBuUTb YerioBeka U HOBbIN
KypcC

to invite or welcome npurnacuTb UM NPMBETCTBOBATb

to follow up NpoBePUTb (MCNOSTHEHME)

to formalize decisions 3aKpenuTb peLLeHuns

CraHpapTHble BolpaxeHus B AenoBow nepenucke

. ObpaweHue

e Dear Sirs, Dear Sir or Madam (ecrnv BaMm He U3BECTHO UMS
agpecarTa)

e Dear Mr, Mrs, Miss or Ms

e (ecnn Bam M3BECTHO UMS apecarta; B TOM Clnyyae Koraa Bbl He
3HaeTe ceMenHoe MNoJIoXKEeHNe XXeHLWMHbI criegyeT nucaTb Ms,
rpyoon owmnbkon sensieTca ncnonb3oBaHue dpasbl “Mrs or Miss”)

e Dear Frank, (B obpalieHun K 3HaKOMOMY YerioBeKy)

. BctynneHue, npeabiayuiee obueHue.

e Thank you for your e-mail of (date)... Cnacunbo 3a BaLle NMCbMO
oT (4uncna)

e Further to your last e-mail... OTBe4as Ha BaLle MUCbMO...

e | apologise for not getting in contact with you before now... A

NPOLLY NPOLLEHUS, YTO A0 CUX NOP HE Hanucarsn Bam...
e Thank you for your letter of the 5th of March. Cnacnbo 3a Bawe
nnucbmo oT 5 MapTta
e With reference to your letter of 23rd March OTHOCUTENBHO
Bawero nucbmMa ot 23 MapTa
e With reference to your advertisement in «The Times»
OTHOCUTENBHO Ballen peknambl B Tanmc



. YKazaHue npuyYMH HanmcaHusa nucbma
e | am writing to enquire about A nuwy Bam, 4TobbLI y3HATb...

e | am writing to apologise for A nuwy Bam, 4TOBbLI M3BMHUTLCSA 3a...

e | am writing to confirm A nuwy Bam, 4TO 661 NOATBEPAUTD. ..

e | am writing in connection with A nnwy Bam B cBA3N C ...

e We would like to point out that... Mbl xoTenn 6bl 0OpaTUTL Bawle
BH/MaHue Ha ...

. Mpocbba

e Could you possibly... He mornu 6.l Bbil...

e | would be grateful if you could ... A ©bIn Obl Npu3HaTeneH Bam,
ecnu 6ol Bbl ...

e | would like to receive A 6bl XoTen NOAYYUTb......

e Please could you send me... He mornu 6.l Bbl BbiCNaTb MHE. ..

. CornawieHue c ycrnoBusamu

e | would be delighted to ... A 661N 661 pag ...

e | would be happy to A 6b1n1 66l cyacTnvB. ..

e | would be glad to A 61 661 pag...

. CoobLweHne nnoxmx HoBocTeun

e Unfortunately ... K coxaneHuto...

e | am afraid that ... botocb, 4To0...

e | am sorry to inform you that MHe Tskeno coobwiatb Bam, HO ...

e We regret to inform you that... K coxaneHuto, Mbl BbIHY>XJEHbI
cooOLWMnTbL BaMm O...
. MpunoxeHne K NMCbMY AOMOSTHUTENbHbLIX MaTepnanoB

e We are pleasedto enclose ... Mol C yOOBOJIbCTBUEM
BKIagblBaeM. ..

e Attached you will find ... B npukpenneHHom hanrne Bbl
HawnperTe...

e Weenclose... Mol npunaraem...

e Please find attached (for e-mails) Bbl Hangete npukpenneHHbIN

doann...

. Bbicka3sbiBaHUe 6narogapHoOCTU 3a NPOsIBSIEHHbIN UHTEpeC

e Thank you for your letter of Cnacnbo 3a Bawe NUCbMO

e Thank you for enquiringCnacnbo 3a NpoABNeHHbLIN UHTEpPEC. ..

e We would like to thank you for your letter of ... Mbl xoTenu 6bl
nobnarogapuTb Bac 3a...

. Mepexoa Kk apyron teme

e We would also like to inform you ... Mbl Tak ke xoTenu 6ol
coobWwnTb
BaMm O...

e In answer to your question (enquiry) about ... B oTBeT Ha BaLu
3anpoc

e | also wonder if... MeHs Takxe nHTepecyer...
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10. lononHUTeNbHble BONPOCHI
e | am a little unsure about... A HemHoOro He yBepeH B ...
e | do not fully understand what... A He 4o koHuUa noHaAn...
e Could you possibly explain... He mornu 66l Bbl 00 bSACHUTD. ..
11. NMNepepa4ya uucpopmayumn

e |I'm writing to let you know that... A nuwy, 4T0ObI COOOLWNTL O ...

e We are able to confirm to you... Mbl MOXeM nNoaTBeEPAUTD ...

¢ | am delighted to tell you that... Mbl ¢ yooBosnbCTBME coobLLLaeM
0...

e We regret to inform you that... K coxaneHuto, Mbl BbIHYXEHbI

coooLWnTb Bam O...
12. NpeapnoxeHne cBoen NOMoLLMU
e Would you like me to...? Mory nu s (coenatb)...?
e If you wish, | would be happy to... Ecnun xotute, s ¢ pagocTblo...
¢ Let me know whether you would like me to... Coobwute, ecnu
BaM NOHago0buTcss MOSt MOMOLLb.
13. HanomMnHaHne 0 Hame4YyeHHOW BCTpeYe Unu oxnaaHue oTeeTa
e | look forward to ... A c HeTepneHueMm xay,
e hearing from you soon Korga cmory CHOBa yCrbllaTb Bac
e meeting you next Tuesday BCTpe4dn C Bamu B CrieJytoLmm

BTopHuMK
e seeing you next Thursday  BCTpe4n c Bamu B YeTBepr
14. Noagnucb
¢ Kind regards, C yBaxeHuem...
e Yours faithfully, WckpeHHe Baw (ecnu nms yenoseka Bam He
N3BECTHO)

e Yours sincerely, (ecnn nms Bam n3BecTHO)
PaccmoTpum HeKoTopble BUAbI AenoBbiX Nncem 6onee nogpobHo.

MpurnaweHne Ha meponpusaTue
Invitation

[enoBble npurnalleHnsi o6bIMHO O4YeHb KpaTku. CaMbiM BaXXHbIM B HUX
ABNSETCA npaBunbHOe oObpalleHne K npurialeHHoOMy, €ecriv 3TO JINYHOoe
npurnaiwleHve. B TekcTe gomkHa cogepxaTbca Heobxoaumas nHpopmaums o
MeCTe U BpeMeHU NPOoBedeHNs, a Takke O NOoBOAE MEpPOnpuUsaTUs, ecrnn 3TO
Heobxoaumo. Ecnn npurnaweHne obuwee, obpalleHne [OMKHO ObiTb
MOHATHBIM, TEKCT OCTAHETCS NPEXKHUM.
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Dear Mr and Mrs Green,

We cordially invite you to our
Name Scholarship Reception, in
honor of all the donors to the
College Scholarship Fund.

The reception will take place at
the Rotunda, 8 pm — midnight.
Sincerely, Alumni Office

YBaxaemble MUCTepP N MUCCUC
"puH,

Mbl C yOOBOSIbCTBUEM
npurnawaem Bac Ha Npuem rno
cry4aro Bpy4YEHUSI UMEHHbIX
CTUNeHaMn, B YeCTb AOHOPOB
cTuneHgmanbHoro poHaa
konnegxa. lNpnem coctontcs B
PoTtoHae, ¢ 8 Bevepa oo
MNOSTYHOUM.

NckpeHnHe Baw, Oduc no genam
BbIMYyCKHNKOB

PekomeHpaTenbHoe NMcbMO
A letter of reference, reference letter, reference

OO6bIYHO pekoMeHaaTenbHOEe NMCbMO HEBEMMKO MO 06beMy, Yalle BCEro
He Oornee oaHOM cTpaHuubl. LIeHHOCTb pekoMeHaauuu 3akn4daeTcsl B
NOoANNCKU TOro, KTO Aan pekoMeHaaumio.

CyLiecTBYyOT OOLLENPUHSATBLIE CTAaHAAPTLI COCTABNEHUS peKoMeHaaLUN:

00Obl4YHO pekomeHaaTenbH
onaHke

o€ MNUCbMO MULLYT Ha (*)leMeHHOM

faTta oObl4YHO cTaBuUTCA

cBepxy, nmbo cnpasa, NMbo cneea

nocrie aarhbl, O6paLLl,eHMFI AenarTcAd OTCTYMNbl, a B Ha4dare

ab3aua oTcTyna HeT, TEKCT pa3bu

BaeTca Ha ab3aupbl

TEeKCT BblpaBHMBAETCHA MO LUNPUHE

B KOHLle CTaBuUTCS noAan

NCb OT PYKU

Date (month/day/year)

To Whom It May Concern:

This is to present the
description and job performance
of (name) for the future work at ...

While working at our office,
he/she has excelled in such tasks
as ... and has shown a specific
aptitude for ... . The referee is a
very diligent and conscientious
person, with a solid sense of
responsibility. He/she also has
developed considerable

HaTta (mMecau/neHb/ron)

TeMm, KOro aTo KacaeTcs:

HacTtoswee nucbmo
npeacraBnseT onucaHne un
OLeHKY paboTbl (UMs1), AaHO AN
GyayLwien paboThl B ...

PaboTas y Hac B oduce,
OH/OHa OTNNYHO NposiBMN cebs,
BbIMOSHAA cregyowme 3agaHus
... W nokasan ocobbie
CMOCOBHOCTU B ... .
PekomeHoyembin aBnaeTcd
4YeSIOBEKOM OYEHb NPUMEXHBLIM U
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interpersonal skills.

The referee has shown also
a good working knowledge of
languages, computer, and the
ability to work with great
consistency and attention to
detail. He/she is highly motivated
individual who works will in a
team, and who can also be quite
independent. He/she is extremely
reliable.

The referee will be an asset
to any firm.

Signature

CO3HaTEeNbHbIM, C Pa3BUTbIM
4yBCTBOM OTBETCTBEHHOCTM.
OH/OHa Takxke cyLweCcTBEHHO
pa3BuU HaBbIKU MEXITNYHOCTHOIO
obLeHuns.

PekomeHayembIn nokasan
Takke XopoLlne 3HaHUS SA3bIKOB,
KOMMbOTEPA U CNOCOBHOCTL
paboTaTb C MOCTOSAHHbIM
npunexaHme n BHUMaHMEM K
petanam. OH/oHa sBnsieTcA
BbICOKO MOTMBUPOBAHHbLIM
4eIrI0BEKOM, KOTOPbIN OTIUYHO
paboTaeT kak B KOMaHAae, Tak u
camMocTosTeNnbHO. Ha Hero/Hee
BCerga MOXKHO MONOXUTbCA.

PekomeHayeMmblI cTaHeT
LleHHbIM COTPYAHUKOM ntobou

dompmbl.

MNoanuck

Pe3iome
Resume, Curriculum Vitate, CV

Kpome cnosa résume, ucnonb3dyetca cokpaileHune CV. lNponsHocaTt ero
npocTto no bykeBam. OTa abbpeBmaTypa WUCMNONbL3YETCSA BMECTO JTATUHCKUX
cnos Curriculum Vitate — onucaHue (nporpamma) *u3Hu. KoHe4yHo, B J@aHHOM
clydae nogpasymMmeBaeTcs onucaHue Ballen npodeccruoHanbHOW XU3HM.
CywecTBylOT 06LLENPUHATBIE NpaBuiia coctasneHne résume, nnu CV:

B Hayare NoJsIHOCTbIO yKa3blBaOTCA UMS comcKaTena u
KOHTaKTHbl€ JaHHble

Aanee crnegyet nepeyuncrieHne npogeccnoHanbHoOro oneliTa,
€CIi ecTb

yKasblBaeTcs umerolleecs obpasoBaHme

apyrue csefeHna o npodeccun n obpasoBaHuun, Hanpumep,
KypCbl MOBbILLEHUS KBanudukaumm

nyGnunkauum, BbICTYNNEHMS Ha KOHEepPEHUUsX, y4acTme B
npoekTax (ecnn aTo MeeT OTHOLLEHWE K XernaemMoun A0SDKHOCTH)

XPOHOSOrns BbiCTpaneaeTcs B 06paTHOM nopsigke, TO ecTb Bbl
Ha4YMHaeTe C NOCneaHero No BpeMeHn cobbITus

KpaTKO NepevncnsaoTcs JOCTOMHCTBA, TO eCTb 000CHOBLIBAETCS

13



Ballla npodeccroHarnbHas NPUrogHoCTb

pestome A0IMKHO ObITb YO0OHO ANs YTEHUS, TO eCTb
O0TdOpMaTUPOBAHO MO LWMPUHE, C OTCTyNnamm, No3BOSISHOLLMMN JTIErKO
yuTaTb TEKCT

00beM pestoMe He JOMMKEH npeBblwaTh 1-2 cTpaHuy

Ha3BaHue — CV unun résumeé — nuweTcs, HO He ABMNAeTCSH
oba3aTenbHbIM

Julia Khann
8 (845) 708-5555
Julia Khann@yama.ru

Human Resources Management ¢ IT Recruitment

A seasoned HR manager with extensive expertise in
recruiting high-level information technology professionals.
Demonstrated skill in organizational development, change
management and strategic design of marketing and recruiting
efforts. Strong background in management planning, budgeting,
staffing and facilities designed to enhance productivity and
profitability. Core competencies include:

Program Development

Benefits Administration

Preventive Labor Strategies

HR Policy Design & Administration
Succession Planning

Union Negotiations & Mediations

Employee & Labor Law
Compensation & Benefits Design
Professional Experience
FAB Associates, LLC , Moscow
SENIOR HUMAN RESOURCES CONSULTANT
2003 - Present
Recruited as Lead Consultant to standardize organizational
structure for an IT Department with 500 employees of an e-
commerce company with a subsequent rollout to 6,000
employees nationwide.
Led team in analysis of existing operations and
development of an action plan.
Worked with Senior Management to gain support of new
strategic design proposals.
Created cost justification of a $2.5 million budget based on
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savings from retention and retraining expenses.

Examined market and recruiting efforts, role and level
descriptions as well as lines of communication.

Developed a standardized organizational model, which
clarified authority, relationships and responsibilities within the
department.

Fronda Trading, Moscow
TRAINING AND DEVELOPMENT MANAGER
1998-2003

Supervised human resource functions for designated units

Prepared budgets and coordinated planning with other
department managers.

Appointed to Strategic Design team to participate in
broadening Quality Management programs throughout the
company.

Rompo Insurance, Tomsk

CAREER DEVELOPMENT SPECIALIST
1996 - 1998

Managed training programs, career database system, and
career development promotional
programs.

Developed, published and managed wide-ranging
programs to promote professional growth of current employees.
Designed career planning concepts, analyzed data on

career mobility, and managed departmental
administrative operations.
Consultant to the company's ten operating divisions.

EDUCATION

Transport University, Moscow 1998
MASTER OF ART « EDUCATION
Pedagogical University, Tomsk 1996
BACHELOR OF ART ¢« HISTORY
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3anosiHeHWe aHKeTbl
Job Application Form

Korga Bam Heob6xoammMo 3anofiHuUTb dHKeTy, HalnpuMmep 3asdaBJ/ieHune O
npmnemMe Ha pa60Ty, Tpe6yeTCF| NOHMMaTb, YTO TaM HalNMcaHoO N npaBuUIsibHO
3anoJIHNTb COOTBETCTBYOLWNE pa3aeribl. O6blvHO BblgaeTcs 6naHk, roe
HY>KHO BMCbIBAaTb CBOUN OaHHbIE. Hanpmmep:

Job Application Form BnaHk 3agaBneHns o npueme
Ha paboTty
Post/position applied for Ha kakyto JOmMKHOCTb XOTUTe

nonacTtb. [MnwnTe UMeHHo
Ha3BaHWe BaKaHTHOW LOSMKHOCTH,
a He Ha3BaHue npodeccuu.
College/University/School Kakon
attended Konnempk/yHmBepcuTeT/wKony
nocewann. AMepuKkaHubl
Ha3bIBaAOT «LUKONON» noboe
y4yebHoe 3aBefeHme.
Quialifictions KBanudukauums.
[Mepeuncnnte Bce HaBbIKN K
YMEHMUsI, KOTOpble cUHnTaeTe
Ba)XHbIMW AS151 AaHHOW
OOJTKHOCTMW.
Age at Graduation BospacT no okoH4YaHuu
y4yebHoro 3aBegeHus. MNMuwmnte
TOT BO3pacT, Korga Bbl
npekpaTunu y4eoy.
First Job MepBas pabota. Cnoso job
Oo3HavaeT paboTta, JOIMKHOCTb.
YKasblBanTte, KEM UMEHHO

paboTtanw.
Length of Employment at CKONnbKO BpEMEHMU
Previous job npopaboTanu Ha NpexHen

OOSMKHOCTU. YKaXUTE, CKOSTbKO
neT 1 MecsueB npopaboTanu Ha
NpeXHen OOJHKHOCTM.

Reason for Leaving [MpuynHa yBOnbHEHNS.
CrapanTecTb yKasblBaTb
HEeNUTpanbHy NPUUHY,
Hanpumep: Contract Expired —
icTek KOHTpaKT.

Interest(s) NHTepechl. Ykaxute, 4to
MMEHHO NpegnodnTaeTe genatb
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Uy Balln CUINbHbIE CTOPOHbI.

Special Skills Ocobble HaBbIKN U YMEHUS.
[lononHUTENbHbIE HABbIKN U
YMEHMUS.

Other Apyroe. 30ecb Bbl MOXETE

YKa3aTb, HarpuMmep, 4T1o
npeanovynTaeTe pa6OTaTb no
Be4yepam Ui 4To BaM HE BaKHO,
Kakad CMeéHa BaM OOCTaHEeTCA.

NMucbmo-3anpoc
Inquiry Letter

|_|I/ICbMO-38I'IpOC MOXET ObITb COCTaBMIEHO MO pa3HbIM NMOBOAAM:

3aKas3 O60pyJJ,OBaHI/IFI

6pOHV|pOBaHI/Ie rOCTUHWLbI 1 BUNETOB

apeHga nomeLeHus

pa3MeLleHne peKnambl

3anpoc 0 BOSMOXHOCTWU COTpyAHNYECTBA

[Mncbmo-3anpoc mHGopmaummn (Inquiry Letter) oTnpaensieTcs,
HeobxoanmMo nony4nTb Gonee noapobHy MHdopMaunio 06 NHTepeCyoLWEM

BacC ToBape Uin ycrnyre.

B Hauvane nucbma cneagyetr nomMmectnTtb Ha3BaHME W agpec BalLEeN
KOMMNaHunn, HWxXe AJOoJkKHO WATW Ha3BaHMEe KOMMNaHUN,
o6pau.laeTer. CocTaBUTb TEKCT NUCbMa Bbl MOXETE C NOMOLL LI cneayrowmnx

CTaHOapTHbIX BblpaXXeHUM.

1. OcbmuymansHoe
obpalLleHne, NOCKOMbKY C
aflpecaToM Bbl HE 3HAKOMBbI.

Dear Sir / Madam
(YBaxaembIu
rocnoguH/rocrnoxa), Dear Sirs
(YBaxaemble rocnoga).
Ob6palyeHne “Dear” 06bI4HO
NepeBOANTCA Kak
“yBarkaeMblit/yBaxxaemasi”, a npu
obpalleHun K 6rimskomy
4YerioBekKy Kak “qoporown/goporas’.
OnQHako MOXHO U He
nepeBoaAnTb, B 3aBUCUMOCTHU OT
TOHa NUcbMa.

2. YKasaHue NCTOYHMKa
MHJOOPMaLIUKM O KOMMaHNN

With reference to your
advertisement (nnu cokpary. —
ad) in... OTHoCUTENbHO Balleu
peknamsbl B ...
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Regarding your
advertisement (Mnu cokpaLleHHOo
—ad) in ... KacatenbHo BaLueun
peknambI B ...

3. MNMpocbba BbicNaTb
HeobxoauMmble AaHHbIE

Could you please send me
He mornu 6bl Bbl BbICNaTh
MHE ...

| would be grateful if you
could... A 6bin 66l GnarogapeH,
€CINnu Bbl. ..

Can you give me some
information about... MoxeTte nun
Bbl AaTb MHE MHdOpMaLMIO O...

Could you send me more
details... Mornu Obl Bbl BbiCNnaTtb
MHE NoAapobHY MHOopMaLMIO. ..

4. NononHUTEnbHbIE

| would also like to know ...

BOMpPOCHI £ 6bl Takke xoTen y3HaTthb...
Could you tell me whether ...
CkaxuTe, noxanyucra, ...
5. Moanuncek Yours faithfully, C

yBaeHuem, (ecnv B
obpawieHnn nucbma He bbina
yKaszaHa hamunus nonyyarens)

Yours sincerely, WckpeHHe
Baw, (ecnu B obpaLeHum
nMcbMa 6bina ykaszaHa pammnus
nonyyarens)

HesaBucumo oT npegmeTa obcyxaeHus, dOpMyrMPOBKN COCTaBrEHUs
TaKoro AesioBOro NMCbma OCTaltoTCHA CXOXUMM.

Dear Sirs,

Translation Brochure

| should be grateful if you
would send us your brochure and
price list about your translation
services.

Sincerely ...

YBaxaemble rocnoga,

Mo noBoay bpoLutopsbl 0
nepesoje:

A 6611 66l BaM Gnarogapen,
ecnu 6bl Ba BbICNnann MHe Bally
OpoLutopy n npanc-nuct ob
ycnyrax no nepesoay.

MckpeHHe ...
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OTBeT Ha 3anpoc nHdopmauum
Inquiry Letter

Korga komnaHusa nony4aeT nNUCbMO C NMpocbOoW BbicnaTb NOAPOOHYH
MHpopmauuio 0 ee NpoaykuMu, TOBape Wnu ycriyre, B OTBETHOM MNUCbMeE
OYeHb BaXXHO MPOU3BECTU BnaronpuATHOe BneYaTneHne Ha NoTeHLUManbsHoro
KNMeHTa wnuM napTHepa. BexnuBebil, rpamMOTHO COCTaBMEHHbIA OTBET
oba3aTenbHoO ByaeT cnocobcTBOBaTL CO34aHUI0 NOAOOHOIO BneYaTneHus.

1. O6pauieHne

Dear Mr, Ms

YBaxaemMbll rocnoguH,
rocro<a

2. BnarogapHocTb 3a
OoKa3aHHOe BHMMaHue

Thank you for your letter of ...

Cnacunbo 3a Bawie nmcbmo
oT (gara) ...

We would like to thank you for
enquiring about ...

Mbl xoTenu 6ol
nobnarogapuTb Bac 3a
NPOSABIIEHHLIN MHTEpPEC. ..

3. MNMpenoctaBneHue
Tpebyemon nHdopmaumnm

We are pleased to enclose ...

Mbi ¢ yO0OBOJIbCTBUEM
BKIagblBaewM...

Enclosed you will find ...

B npukpenneHHom danne
Bbl HANAeTe...

We enclose ...

Mol npunaraem. ..

4. OTBET Ha AONONHUTENbHbIE
BONPOCHI

We would also like to inform

Mol Takke xoTenu obl

you ... COO0LNTL BaMm O...
Regarding  your  question OTHOCUTENBHO BaLlero
about ... BOnpoca o...
In answer to your question OTBeyvas Ha BaLl BOMNpoC
(enquiry) about ... 0...

5. Bbicka3biBaHMe Hagexabl
Ha AanbHenLee NNoaoTBOPHOE
COTPYAHNYECTBO

We look forward to ...

Mbl Hapgeemcsa / oXxupgaem

hearing from you

ycnbilaTb Bac CHOBAa
(mony4nTb OT Bac coobuieHne)

receiving your order

NoJNy4YnTb OT BaAC 3aKa3

welcoming you as our client
(customer)

Bbl CTaHETE HALUUM
KINMMEeHTOM

6. Moanucb
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[MomMHUTe, KOrga Bbl obOpallaeTecb K YENoBEKY, MMSI KOTOPOro BaM He
n3BecTtHo, cnegyet nucatb ‘Yours faithfully’ , a korga ykasbiBaete wnms,
damunumio — ‘Yours sincerely’,

Mpumep oTBeTa Ha 3anpoc MHdopmMauumn

Jackson Brothers — HanmeHoBaHue
d1pMbI-OTNPaBUTESNS

3487 23rd Street — agpec pupmbI-
oTnpasuTens

New York, NY 12009

Kenneth Beare — uma un hamunus
agpecaTta

Administrative Director — gOmMKHOCTb
agpecaTta

English Learners & Company —
HanmMeHoBaHWe upMbl-agpecarta

2520 Visita Avenue — agpec dopMbl-
agpecara

Olympia, WA 98501

September 12, 2010

Dear Mr Beare,

Thank you for your enquiry of 12
September asking for the latest edition of our
catalogue.

We are pleased to enclose our latest
brochure. We would also like to inform you that
it is possible to make purchases online at
http://jacksonbros.com.

We look forward to welcoming you as our
customer,

Yours sincerely,

(Signature)

Position

YBaxaembin rocnoanH bup!

bnarogapum Bac 3a Baw 3anpoc ot 12
CEHTADPS, B KOTOPOM Bbl cnpalwumBaeTe o
HallemM OenNCTBYHOLLLEM KaTariore.

C yooBonbCTBMEM MNpuiaraem Hawy
nocnegHioo 6powtopy. Mbl Takke XOTUM
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coobwmtb Bam o TOM, YTO coBepLueHne
NMOKYMNOK OHJTanH BO3MOXHO Ha canTe
http://jacksonbros.com.

Hapneemcs, 4To Bbl cTaHeTe Hawmm
KITMEHTOM.

NckpeHHe Baww.

(mnoanucek)

J1o/mKHOCTb

MapaHTMUHOE NUCbMO
Letter of guarantee, guarantee letter, letter of indemnity,
commitment letter, warranty letter

PaccmoTpum  chopMynupoBKKM, noaxoAasuive Ans [OenoBoro nvicbma.
CnoBo interest B pHaHCOBbIX JOKYMEHTaX 03Ha4YaeT NPOLEHTHI.

PROMISSORY SAMNCKA/TMMCbMO —
NOTE/LETTER WITH OBELLAHWE OTNJATbBI C
GUARANTEE FAPAHTUEN

Date: [aTa:

FOR VALUE RECEIVED, the 3a nosiy4yeHHble ToBapbl
undersigned jointly and severally | (ycnyrn) ueHHOCTBIO ...
promise to pay to the order of ..., | HWKenognucaeLwKnecss COBMECTHO

the sum of ... ($...) dollars, with N No oTAenbHOCTU obeLlaroT
interest thereon at the rate of ...% | 3annatutb no obsa3arenscTay ...

per annum on the unpaid CyMMY ... OSIN1apos, C
balance. npoueHTamMn nNo AaHHOW

Said sum shall be payable in | cymme...% B rog 3a
the manner following: HeonsiaYyeHHbIN BanaHc.

50% payable in advance, Yka3zaHHada cymma byaet
after both sides sign the BbIMrayeHa crygyoLwmum
agreement; obpasom:

50% payable after the said 50% aBaHcoMm, nocre Toro
agreement is fulfilled. kak 06e CTOPOHbI NOANULLYT

cornawenue; 50%
BbliNla4MBaETCs Nocre Toro, Kak
OyaeT BbINOSTHEHO YKa3aHHOe
cornalieHue.
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PekomeHaauum no cocrtaBfieHMIO NMPeTEeH3UN
Complaint letter,
letter of complaint

[Mucbmo, cogepxawiee kanoby wunv  npeTeHsnunm no  KadecTBy
NpnobpeTeHHOro ToBapa U okasaHHbIX ycnyr, HasbiBaeTca Complaint Letter.

OcHoBHaga uenb Takoro nMcbMa — rnepefartb MOMHY MHpopMauuMo Mo
BO3HMKLWIEN npobneme. [MMCbMO Takke MOXeET BbICTynaTb B KadecTBe
ooMuUManbHOro OKYMEHTa, yBe4OMIISOLWEro 0 He0BX04MMOCTM NpoBeaEHNS
NPOBEPKU U YCTPaHEHUSA HENOJagokK.

[MnicbMO  OOMKHO  cogepxaTb BCHO  HeoBbXoaumyro  MHGOpMaLMIo,
KacalLLycs OaHHOW ycryru wnu ToBapa. HanuwwuTte nosHoe HasBaHue U
onucaHua ToBapa, gaTy npuobpeTeHus Unn okasaHma ycrnyri u T1.4. Bawa
uenb — OBBLACHUTL BCe AeTanu, HO He neperpyxatb MUCbMO HEHYXXHbIMU
nogpobHocTamn. Kpome TOro, Heobxoaumo ykasaTb BaluM MNOXeNaHus,
YCIOBMSI U CPOKK YCTpaHeHust npobrem.

Komy agpecoBaTb AaHHOEe MUCbMO?

Mpn npuobpeTeHMn ToOBapa WM  3aKNOYEeHMM  JOroBopa, Ha
npegocTaBneHne Ycrnyr, Bbl MoOflydaeTe KOHTaKTHbIA agpec unu tenedqoH
YenoBeka, KOTOPbIN MOXET PeLUNTb BCE BO3HUKLLIME CITOXHOCTMW.

O6bl4HO B HebombLUMX KOMMNaHMSAX 3TWM BOMPOCHI pelwlaeT Bnageney
KOoMnaHun. B opraHmsauuax cpefHero ypoBHA — ero 3amMecTuTenb unu
BbICLLUMI PYKOBOAALMIA cOoCTaB. B KpynHbIX KOMNaHUAX OBbIMHO CyLlecTByeT
oTgen no paboTe C KNMEHTaMW, KOTOPbIM 3aHUMAaEeTCH pelueHUEeM TaKux
BOMPOCOB.

OcHOBHbIe YacTU NUCbMa NPeTeH3un

1. BctynneHune 1. Introduction

[MonHoe nmsa agpecara (ecnu Name of Contact Person
N3BECTHO)

HOmKHOCTL (ecnn n3BecTHa) Title

HassaHne komnaHum Company Name

OTtoen no paboTe ¢ KNMeHTamu Consumer Complaint Division

AoMm, ynuua Street Address

ropog, wraT (PervoH), City, State, Zip Code
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NOYTOBbLIN KOA

YBaxaemMblii rocnoauvH
(rocnoxa) (hamunnus agpecara,
€CIi1 N3BEeCTHa)

Dear Mr (Ms) (Contact Person)

2. BBepeHue, cogepxallee
MHcpopMaLuio 0 NPUOGpPEeTEHHOM
ToBape, NMbo ycnyre

2. Introduction containing
information about purchased
goods or services

1 nonga a (npnobpen, caan B
HaeMm, apeHgoBan,
OTPEMOHTUpOBan) (nonHoe
Ha3BaHWe ToBapa C CEPUNHBIM
HOMEpPOM Mnn BUA YCryrun) no
agpecy ... ( aanee ykasblBaeTcs
apyrasi BaxxHasa MHopmMaums o
COBEpPLLUEHHOW caernke)

On the 1st of July, | (bought,
leased, rented, or had repaired) a
(name of the product, with serial or
model number or service performed)
at (location and other important
details of the transaction).

A nuwy, yTobbl NpMBNEYb Balle
BHMMaHKWe K npobneme B otaene no
paboTe C KnueHTamum.

| am writing to draw your
attention to a problem in your
customer service section.

£ 6bl xOTen BbIpa3nTb
NpeTeH3nn K 06paLLeHNo CO MHOM
BalLUEero CoTpyaHuKa.

| wish to complaint in the
strongest possible terms about the
treatment | received from a member
of your staff.

A nuwy, 4Tobbl BLIPa3UTb
HEeZ0BOJIbCTBO NPOAYKTaMM,
NONyYEHHbIMWN CErOAHS YTPOM.

| am writing to express my
strong dissatisfaction with the goods
| received this morning.

A nnwy, 4TobbI BbIpa3nTb
HeOOoBOJIbCTBO KA4YECTBOM
NPOAYKTOB, 3aKa3aHHbIX Ha BaLleM
canTte.

| am writing to complain about
the quality of the product |
purchased on-line from your
website.

A nnwy B CBA3WN C HEraTUBHbBIM
OTHOLLEeHMEeM YJieHa Bawlen
KOMMaHUN.

| am writing in connection with
the negative attitude of a member of
your staff.

3. OnucaHue BO3HUKLUEMN
npoonemsbl

3. Problem

K coxaneHuto, Ball ToBap

Unfortunately, your product (or
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(ycnyra) He oTBeyvaeT
HeobxoanmMbIM TpeboBaHUAM, Tak
Kak (ykasblBaeTcs npobnema). A
pasodapoBaH, NOCKOMbKY
(0BbsicHAIETCS CUTYaUMs: Hanpumep,
npudop nrioxo paboTaeT, ycnyra
BbIMOSIHEHA HE KAYeCTBEHHO, MHE
NpeabaBUIN HEMPABUIbHYHO CyMMY
K onnaTe, Y4TO-TO He BbIfI0 MOHATHO
00BbSACHEHO, N NpeacTaBneHo
HeBEepHO, 1 T.4.)

service) has not performed well (or
the service was inadequate)
because (state the problem). | am
disappointed because (explain the
problem: for example, the product
does not work properly, the service
was not performed correctly, | was
billed the wrong amount, something
was not disclosed clearly or was
misrepresented, etc.).

3akazaHHOe obopyaoBaHue Bce
elle He 0CTaBNeHo, HECMOTPSA Ha
TO, YTO S YKe 3BOHWUIT BaM Ha
npoLunon Heaene, U coodLWnI, YTO
OHO TpebyeTcsa HeMeaeHHO.

The equipment | ordered has
still not been delivered, despite my
phone call to you last week to say
that it was needed urgently.

£ 6bin 661 GRarogapeH, ecnu
Obl ANs peleHns npobrnemsl Bbl
(ykasbiBaloTCs Bawwm TpeboBaHus:
BepHeTe AeHbln, BEpPHETE AEeHbIN Ha
KpeaUTHYIO KapTy, BbINOSTHUTE
PEMOHT, Npoun3segeTe odOMeH U
T.4.). Konnn gokymeHTOB
npunaratTcs (NPUNOXMUTE KONUK
KBUTAQHLWWN, rapaHTUMNHbLIN TarloH,
aHHYNMUPOBaHHbIE YEKN, KOHTPaKThI,
cBeAeHns 0 HOMepe Moaenu u
cepuun, u nobble gpyrue
OOKYMEHTbI.)

To resolve the problem, | would
appreciate it if you could (state the
specific action you want—money
back, charge card credit, repair,
exchange, etc.). Enclosed are
copies of my records (include copies
of receipts, guarantees, warranties,
cancelled checks, contracts, model
and serial numbers, and any other
documents).

A xgy Bawero oTBeTa U
peLleHns no moen npobneme, n
Byay xoaTb 4O (YKaXnte KpanHum
CpOK), Npexae Yem obpaTuTbCA 3a
NOMOLLbIO B OpraHmM3aumio no
3awmTe npas noTpedutenen.
CBsSXXnTeCb CO MHOM NO
cnegyowiemMmy agpecy mnu
TenedoHy (ykaxute agpec u
AomMaluHui n/unu pabovnin Homepa
TenedOHOB C KOAOM).

| look forward to your reply and
the resolution of my problem, and
will wait until (set a time limit) before
seeking help from a consumer
protection agency or the Better
Business Bureau. Please contact
me at the above address or by
phone at (home and/or office
numbers with area code).
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[Moxanyncra, pewmrte aTy
npobnemy HemeaneHHo. A xay
BalLero oTBeTa He no3aHee
3aBTpallHero yTpa.

A HacTanBato Ha NOSTHOM
BO3MELLEHUM pacxoaoB, MHa4e s
Oyay BbIHYXOEH NPUHSATb
AanbHenwmne mepsbl.

Please deal with this matter
urgently. | expect a reply from you
by tomorrow morning at the latest.

| insist on a full refund otherwise
| will be forced to take the matter
further.

Ecnu g He nonydy AaHHbIN
TOBap 40 KOHLUA Heaenun, y MeHs He
ByneT gpyroro Bblbopa, Kpome Kak
aHHynMpoBaTb 3aKas.

Unless | receive the goods by
the end of this week, | will have no
choice but to cancel my order.

£ Hagetocb, Bbl pa3bepeTecs C
9TUM LEerOM HEMEASIEHHO,
MOCKONbKY 3TO AOCTaBMSET MHE
cepbesHble HeynobCTBa.

| hope that you will deal with
this matter promptly as it is causing
me considerable inconvenience.

4. OKOHYaHue NnucbMa

4. The end of the letter

(ecnn B obpalyeHmm beina
ykasaHa dpammnus nony4varens)

Yours sincerely,

(ecnu dhamnnusa agpecara
He ykasblBanacb Unu He U3BecTHa)

Yours faithfully,

(Bawwe nms)

®Ppa3bl AnNA cocTaBeHUA NPeTeH3Un

1. This is the first time in many
years that we have had reason to
complain and we expect that you will
look into the matter without delay.

1. Bnepsble 3a MHOro neT y Hac
nosiBMNacb Npu4nHa BblpasnTb
HeOBOMbCTBO, U Mbl HAlEEMCH, YTO
Bbl paccmoTpuTe 3TOT BOMpOC
Be3oTnaraTtenbHo.

2. This is the first time in all our
dealings with you that any mistake
has occurred and we hope you will
do your utmost to remedly it.

2. Bnepsble 3a Bce Bpems
HaLNX OenoBbIX OTHOLLEHWN
npousoLuna owmnbka, 1 Mbl
HageeMmcs, YTo Bbl caenaete Bce
BO3MOXXHOE, YTODLI UCNPaBUTb €€.

3. We regret to inform you that

3. Mbl ¢ coxaneHnem
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coobuwiaem Bam, yTo ...

4. We are surprised that we
have not yet received the goods or
any advice from you when we can
expect delivery.

4. Mbl yamBneHsbl, 4TO 40 CUX
NOp He NOSYYMNU HKN ToBapa, HU
n3selleHus ot Bac, korga MoXxHo
oXugaTb €ro 4OCTaBKy.

5. We regret that we have no
longer use for ... now and must ask
you to cancel our order.

5. Mbl coxaneem, YTo He
CMOXXEM HauTN NPUMEHEHNE ... B
HacTosiLLee BPEMSA U BbIHYXOEHbI
npocntb Bac aHHynnpoBaTb HaL
3akKkas.

6. You have charged for
returnable drums but sent
disposable ones.

6. Bbl BKNoumnm B ueHy
bapabaHbl MHOropa3oBOro
NCMNONb30BaHWA, a HanpaBUIIM Ham —
pasoBble.

7. The contents are so severely
dented as to be unsalable.

7. CoagepXnumoe Tak CUIbHO
MOMSITO, YTO €ro y>Xe HEBO3MOXHO
npogartb.

8. Although we have followed
your operating instructions we are
unable to obtain the performances
promised.

8. XOoT4 Mbl CKpynyrie3Ho
cnefosanu Ballen MHCTPYKUUKM Mo
aKcnyaTaumm, Mbl HE MOMyYnun
obeLLaHHbIX XapakTepucTuk
paboTbl.

9. We would appreciate an early
visit from your technical advisor.

9. Mbl 6bInn 661 NPU3HaTENbHbI
3a CKOpeuLnn npuess BaLlero
TEXHUYECKOro COBETHUKA.

10. We have had repeated
breakdowns and must ask you to
send an engineer.

10. Y Hac nonomMkm
NOBTOPUITNCB, U Mbl OOKHbI
NPOCUTb HaNpPaBUTb UHXEHEpPA.

11. We are 2 cases short.

11. Y Hac He xBaTaeT 2 MecCT.

12. We are disappointed that
quality is not at all to sample.

12. Mbl pasovapoBaHbl TEM, YTO
KayeCTBO He MOSIHOCTbIO
cooTBeTCTBYET 0bpasuy.

13. We are returning the broken
items to you forthwith and would be

13. Mbl HeEMeaneHHo
BO3BpaLlaemM BaM CrilOMaHHble
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grateful for immediate shipment of
replacements.

no3uuumn, n 6b15n Obl NPU3HATENbHbI
3a HEMELNEHHYIO OTIPY3KY MUX
3aMeHbl.

14. Your shipment is already
late and our import license expires
at the end of the month.

14. Bawa oTrpyska yxe
3aQepXnBaeTcs, a CPoK AenUCTBUSA
Hawen MMMOPTHOW NULLEH3UN
NCTEKaeT B KOHLIE 3TOro Mecsua.

15. to live to be desired

15. ocTtaBnaTh Xenatb Jyyliero

16. to avoid a recurrence of
such ...

16. YTOOBLI N3bexaTb
MOBTOPEHNSA TAKOrO ...

17. to give due notice of
termination of contract

17. HanNpaBUTb AOIMKHbIM
obpasom odopmMneHHoe
yBeaomreHne o6 okoH4YaHum
AencTBmna gorosopa

18. to claim for compensation

18. TpeboBaTb BO3MELLEHUS

19. It was never agreed that the
goods should be sent in bulk.

19. Hukorpa He 6bIN10
OOrOBOPEHHOCTWN O TOM, YTO rpy3
OyneT oocTaBneH HaBanom.

20. This involved us in
additional expenses.

20. 31O NpuBENoO K
AOMNONHUTENbHBIM 3aTpaTaMm C
Hawlen CTOPOHbI.

21. the additional charges
incurred ...

21. ponosiHUTenNbHble pacxoabl
OblN BbI3BaHbI ...

22. We think that it qualifies as
a breach of contract.

22. Mbl flymaem, 4to 310
ABMNAETCHA HapyLLUeHneM SOorosopa.

23. We have been put to
considerable inconvenience.

23. Mbl OblI NOCTaBMEHbI B
KpanHe HeyaobHoe nonoXxeHue.

24. It was agreed that breakage
was to be paid for by the supplier.

24. Bbino cornacoBaHo, YTO 3a
NOSIOMKY 3ansiaTuUT NOCTaBLUMK.

25. We trust you will make
personal investigations into the
matter.

25. Mbl BEpPUM, YTO Bbl NTINYHO
pasbepeTechb C 3TUM BONPOCOM.

27




26. We notice with some
surprise ...

26. Mbl OblNN HECKONNbKO
yAUBIEHbI, 3aMeTUB, 4TO ...

27. We shall be glad if you will
kindly inquire into the matter.

27. Mbl bygem pagbl, ecnuv Bbl
no6e3Ho 3anmMeTechb 3TUM AENOM.

28. We do not want to risk the
loss of our customers.

28. Mbl He XOTUM puUCKoBaTb
NOTEPSATb HALLNX KINEHTOB.

29. Our agents have declined to
sign the delivery sheet.

29. Hawwu areHTbl oTKasanuchb
noanucbiBaTb NPUEMO-COATOUHbIN
akT.

30. We have set the goods
aside pending instruction.

30. Mbl OTNOXUNn 3T TOBaphbl B
OXNOAHUN UHCTPYKUUN.

31. The case has reached us in
damaged condition.

31. Awmk npmbbin K Ham B
NOBPEXAEHHOM COCTOSIHUM.

32. We reserve our right to
make a claim for the amount of the
loss.

32. Mbl ocTaBngem 3a cobon
NpaBoO BbICTABUTb NPETEH3UIO Ha

cymMmmy yuiepba.

33. Otherwise we shall have to
turn to another supplier.

33. B npotnBHOM criy4ae mbl
Byaem BblHY>XAEeHbl 06paTUTbCA K
APYromMy nocTaBLLMKY.

PeuyeBble 060pOThI ANsi COCTAaBNEHUA UCKOB U NPeTeH3un

To claim on a person
To claim against a person

Bo3byanTtb Uck NnpoTtue
domsnyeckoro nmua

Claim in return
Counter-claim

BcTtpeyHoe TpeboBaHue,
NpeTeH3us

Claim release

[okyMeHT 06 ocBOGOXAEHUN OT
MCKa B CBSA3M C ONaTon TakoBOro

If any claim arise ...

Ecnun BO3HMKHYT Kakne-nnbo
NpeTeH3un ...

To contest (to dispute) a claim

OcnapuBaTb UCK, MPETEH3NIO

To abandon (release), give up a

OTkasaTbCs OT TpeboBaHus,
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claim

NCKa

To reject a claim

OTkasaTtb B UCKe, OTKITOHUTb
pekamauunto

To repudiate claim

OTKNOHUTb NPETEH3NIO

To support a claim

MoopepxmBaTb UCK

To acknowledge a claim
To admit a claim

Mpu3HaTb UCK, TpeboBaHue

To make a claim against ...

MpeabsaBuTb UCK, NPETEH3MNIO
KOMY-nNnbo

To put in a claim for ...
Tolayaclaimto ...

MpeabasuTb NpaBo Ha ...

To file a claim

Mopatb (pernctpmupoBaTthb)
NpeTeH3nto, UCK

The claim regarding shortage

M peTeH3na o Hegoctade

The claim was allowed without
guestion

MpeTeH3una bbina npuHsaTa dbes
BO3paXeHnm

To claim urgent repair of the
damage

TpeboBaTb CPOYHOIrO PpEMOHTA
NnoBpeXaeHuin

The consignor agreed to satisfy
(meet) your claim

py3ooTnpaBuTENb COrNacuncs
yaooBreTBopuUTb Bally npeTteHsuto

We have made a claim against
the shipper (on the shopper) for
shortshipment

Mb! npegbaBUNN UCK
rpy300TnpaBuUTENIO 3@ HEOorpy3

We are going to present a claim
in return

Mbl cobupaemca npeabsaBuTb
BCTPEYHbIN UCK

We can’t accept claims on this
cargo

Mbl HE MOXeM MPUHATL
NpeTeH3nn No 3TOMy rpysy

They released their claim

OHu OoTKa3anucb OoT CBOEro
TpeboBaHus

Please make (affect) payment

Mpocum nponsBecTn onnary

Kindly remit to ...

[Mpocum onnatuTte (NepesecTu)
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We request for payment ...

Mol Tpebyem onnathl ...

In default of payment ...

B cnyyae HeynnaTbl ...

The payment falls due on the ...

Cpok nnaTtexa HacTynaer ...

The sum has been placed to
your charge ...

Cymma ... oTHeceHa Ha Balu
cyer

Who will reimburse our
expenses?

KTo BO3MeCTUT Ham paCXOJJ,bI?

You cannot escape liability

Bam He n3bexaTtb
OTBETCTBEHHOCTU

You will be held (liable) for the
detention

Bbl 6ynete HecTn
OTBETCTBEHHOCTb 3a 3aepXKy

We are, therefore, holding you
responsible for ...

Mbil, noaTomMy, Bo3Jiaraem Ha
Bac oTBeTCTBEHHOCTb 3a ...

We hold you responsible for the

Mbl cuntaem Bac
OTBETCTBEHHbIMM 3a ...

To bear responsibility

HecTn OTBETCTBEHHOCTb

To limit responsibility

OrpaHnynBaTb
OTBETCTBEHHOCTb

To relieve of liability
To discharge from liability

OcBoboxpgaTb OT
OTBETCTBEHHOCTU

The responsibility for the
collision must be charged on the ...

OTBEeTCTBEHHOCTb 3a
CTONKHOBEHWE OOJKHA NeXaTb Ha

The responsibility rests with the
shippers

OTBETCTBEHHOCTb NOXMUTCH Ha
rpy3ooTnpaBuTens

To assume liability (risk)

MpuHUMaTL Ha cebs
obsi3aTenbcTBa (PUCK)

To hold (consider) someone
responsible

CuutaTtb Koro-nnbo
OTBETCTBEHHbLIM
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Shipowners is not responsible
for the quality

Cyposrnageney, He oTBeYaloT 3a
KayecTBO

| have to hold your firm
responsible for the ...

A BbIHYXOeH cunTtatb Bawwy
doMpMy OTBETCTBEHHOM 34 ...

| shall bear no responsibility for
the quality ...

A He Byay HECTU HUKaKOW
OTBETCTBEHHOCTU 3a Ka4yecTBo...

| give you notice holding you
solely responsible for ...

A ctaBnto Bac B n3BeCTHOCTb,
yTOo cyuTaro Bac eguHonuyHo
OTBETCTBEHHbIM 34 ...

This inevitably involves
responsibility

OTO Hen3bexHo BreYeT 3a
Cco0O0ON OTBETCTBEHHOCTb

Dear Sirs,

Much to our regret we have to
inform you that so far we have not
received a bank guarantee from you.

In view of the above we would
like to remind you of your letter of
20th May, this year, in which you
asked us to change the method of
payment by L/C as inconvenient
owing to the difficulties and extra
expenses connected with its
opening.

Understanding your difficulties,
our association made you a
concession and offered payment for
collection terms. You accepted the
proposed method of payment and
undertook to submit within three
weeks a first-class bank guarantee
for 80% of the contract value.

Further we authorized our
representative in your country to
sign an addendum to our contract
providing for the change in the
original method of payment. The

YBaxaemble rocnoga!l

C coxaneHmem coobwaem
Bam, 4TO 00 HacTosiLero BpeMeHu
Mbl He nonyynu oT Bac
©aHKOBCKYIO rapaHTuIo.

B cBA3K ¢ 3TUM Mbl XoTenu Obl
HanoMHUTb Bam o Bawem nucbme
or 20 masa c.r., B KOTOpoM Bhbl

npocunu Hac N3MEHUTb
akKpeaguTMBHYO hOpMy pacyeToB B
CBSA3U C TPYAHOCTAMM n
JOMNONMHUTENbHLIMU pacxogamu,
CBSI3aHHbIMU C OTKpPbITUEM
aKKkpeauTuBa.

MoHnmaa Bawwu TpygHOCTH,
obbeagnHeHune noLuno Bam

HaBCTpeyy W p[ano cornacve Ha
MHKaccoByo oopMy pacyeToB. Bbl
NPUHANM  NpeanoXeHHy  dopmy
pacyeToB 1 o6da3anucb NpeacTaBuUTb
B TpexHedenbHbli CPOK rapaHTuIo
nepBoknaccHoro 6aHka Ha 80%
CTOMMOCTU KOHTpaKTa.

B cBow o4vepeab Mbl ganu
yKasaHne Hawemy npeacTaBuTento
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above addendum was signed in 15th
June, this year.

After signing the addendum to
the contract, our association
instructed the manufacturing works
to start shipping the spare parts to
the port.

However, as we are still without
your bank guarantee we have had to
suspend the shipment of the above
spare parts. At present more than
500 tons of spare parts are at the
port and the expenses on their
storage will be charged to your
account.

We urge you to inform us
immediately when the bank
guarantee will be submitted and ask
you to confirm your consent to cover
the expenses on the storage of the
spare parts kept at our port.

Yours faithfully,...

B Bawe CTpaHe noanucaTb
OOMNOSIHEHME K HalleMy KOHTPaKTy
BO W3MEHEeHMe nepBOoHa4YarbHOM

dopMbl pacyeToB. BbllweykasaHHoe
AornonHeHne Obino nognucaHo 15
NIOHS C.T.

MNocne noanucaHms
OOMOSIHEHMS K KOHTPaKTy, Halue
obbeaMHeHNE paspeLlunnio 3aBoay-

N3rOTOBUTESIIO  HayaTb  OTIPY3Ky
3anacHbIX YacTen B NOpT.
OpHako, Tak Kak BaLLa

DaHKoBCKasi rapaHTUs OO0 HaCTOsLLEro
BPEMEHM HaM He npeacTtasrieHa, Mbl
OblM  BbIHYKOEHbI  NPUOCTAHOBUTL
MOCTaBKy BbllleyKa3aHHbIX 3amnacHbIX
YacTteWl. B HacTosiLee Bpems B nopTty
HaxoauTtcsa 6ornee 500 TOHH 3anacHbIX
yacteM, W  pacxogbl Mo  UX
CKIagupoBaHunio ByayT OTHECEHbl Ha
Bawi cyer.

Mbl NpoCcUMm Bac
He3amMeaIMTEeNbHO COOOLWUTL Ham,
Koraa bynet npeacTaBreHa
BGaHkoBcKas rapaHTms, n
noaTBepAuUTb cornacve onnatuTb
pacxogbl N0 XpaHEHUIO 3an4yacTen B
nopTy.

C yBaxeHuewm,...

ANEeKTPOHHOEe coobLeHne
E-mail

ONEeKTPOHHOE cooOLleHne (e-mail)nnweTcs B cnevumanbHbIX
nporpammax. B wanky BxogsaT cnefytowme anemMeHTbl: agpec oTnpaBuTens
(nosiBNsieTca aBTOMaTUYecKW); agpec nonydatens (4OMMKeH YKasblBaTbCS
obasaTenbHO); agpeca nuu, KOTOPbIM OTMPABMSAKTCA KOMUK MNUCbMAa;
yKaszaHue Ha Temy coobLieHus.

[laTta ykasbiBaeTcs nporpaMmmMon aBTomaTmdecku. [lanee crnenyeT TekCT
nMcema u nognucb. CTunb TeKCTa MeHee oduumaneH no CpaBHEHUIO C
OenoBbIM NMMCbMOM, a Npasuna 0oOPMIIEHNST — MEHEE CTPOrue.

From: fred@BFM.co.uk
To: bob _jones@isp.co.uk
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Cc:

Subject: fulfilling your order

Thanks for your e-mail of April 26. I'm sorry, but we can’t fulfil your order by
May 15. We'll need two more weeks to finish producing the last lot.

| see you haven'’t paid the invoice yet. We won'’t be able to deliver until you
pay. Please deal with it a.s.a.p.

Best wishes

dakc
Fax

dakc (fax) noxox Ha genoBoe NMCbMO, HO odhopMnsieTcst 6onee KpaTko U
cBobogHo. OH MoxeT ObITb HaneyataH Ha dUPMEHHOM 6naHke,
cofepallemM pekBM3nTbl KoMnaHun. B wanke ykasbiBaloTCa HOMepa (hakcos
MW MMEeHa COCTaBUTENS W agpecaTa, AaTa, Tema, KOMMYeCTBO CTpaHul,
BKNtoYasi nepsyto (cover sheet).

[onyckaeTcsa He uWCNonb3oBaTb MNPUBETCTBEHHYI pasy, T.K. UMS
nonyyartensa ykasaHo B Lwwarnke pakca. [Janee cnegyeT TEKCT COO6LLEHUS,
3aknunTenbHas gpasa BEXIMBOCTM M BMOK nognucu. Asbik gakca 4acto
MeHee oduumanbHbid, HO Bcerga HeobxoaAMMO YyYUTbIBaTb CUTyaLMIo
obLeHus.

Handenbergstr.
19, 10623 Berlin
N OV E DI A media solutions  Tel. no.: ++49(0 30) 31 18 89-0
Fax. no.: ++49(0 30) 31 18 89-19
FAX
To: Manfred Mdiller From: Julian Kroll

Company: LogCom GmbH Department: Marketing

Faxno.: (030)2212 1-18Faxno.. 31 1889-19

Date: 14 May 20--

Pages: 8 (including cover sheet)Dear Mr. Muller

Thank you for your interest in our company.

Attached you will find a copy of our company’s brochure which shows our
range of services.

Mr. Kittler (31 18 89-10)would be glad to provide any further information you
may require.

Sincerely,

J Kroll

Julian Kroll
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PA3OEN II
BUSINESS CORRESPONDENCE WRITING

3agaHne 1. Pacnonoxute 4acTu OenoBoro nucbma B npaBuUsibHOM
nopsagke

This is to acknowledge receipt of the housing contract that |
requested.

Thomas R. Hood

September 22, 2016

Yours truly,

ABC Corporation
132 Long Street
Cottown, CA 88668

Thomas R. Hood Associates
Fourth and Pine Streets
Los Angeles, CA 88888

Dear Sir:
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3apgaHue 2. CocTtaBbTe AENOBOE NUCbMO U3 NPEAIOXEHHbIX YacTemn

Dear Sirs,

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.

September 12, 20

Jackson Brothers
3487 23rd Street
New York, NY 12009

Yours faithfully,

Kenneth Beare
2520 Visita Avenue
Olympia, WA 98501
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3agaHue 3. CoctaBbTe NMMCbMO NPETEH3UIO NO 0bpasuy.

O6pasel nucbMa NPeTEH3NN:

YBaxaemble rocnoaal

Mbl Haxogumcsa B HeOOYMEHUM,
nonyuns Baw cyeT-gpakTypy: B
Bawem nucbme ot 3 oktabps 2010
r. Bol cornacunucb B3sTb Ha cebs
OOMNOMHUTENbHbIE  pacxodbl MO
XpaHeHnto Ha 6GOHAOBOM CKnage.
[axe He yunTbiBas 370, B CyMME K
onfate He Yy4yTeHa cKuaka Ha
NPOOHYO NapTUIo.

Mbl He onnadymBaem Baw cyet oo
NonyyYyeHns pasbACHEHUSA MO ITUM
pacxoXxaeHnam B CyMmme.

C yBaxeHuem, ...

Dear Sirs,

We are at a loss to understand your
invoice: in your letter of 39 October
2010 you agreed that supplementary
bond fees incurred would be payable
by you. Even allowing for this the
amount due for payment does not
take account of the discount for trial
orders.

We are holding your invoice In
abeyance pending your explanation
of the discrepancies.

Yours faithfully,...

Mcnonb3yiTe B CBOEM NUCbME CreaytoLLme CroBa U BblpaXKeHUs:
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at a loss B pacTepsiHHOCTU, B HEJOYMEHUW, B
3aTpyaHeHun

supplementary JOMONHUTENbHbIN, JOOABOYHbIN

take account NPUHATbL BO BHUMAHME, YYnUTbIBaTb

trial order NPo6HbLIN 3aKas

in abeyance B COCTOSIHUMN OXuaaHus,
HeonpeaeneHHoCTn

pending HaxoOALMNCA Ha PaCCMOTPEHUN,
OXuaarLmnm peLleHns

discrepancies pacxoXxaeHus, pasHornacus
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[MncbMo npeTeHs3ns
Letter of
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3apaHue 4. CocTaBbTe NMCbMO NOATBEPXAEHNE Mo obpasLly.

Ob6paseLl nucbMa NOATBEPKAEHUSA

HaBng Xappuc

609 Yact ManH Ctput

Anbbypkepk

Hero-Mekcuko, 87109

Ten. (M06.) 237-409-0198
YBaxaembin [lasng Xappuc,
Heckornbko Hegenb Hasapg no
TenegoHy Obina nponsseneHa
perucrpauunsa ansa noceweHuns
exxerogHom KoHpepeHumn,
nposogumon Accoumaunen
NCUXNUYECKOoro 340poBbs. Bo Bpems
perucTpauunm s nonpocusl BKIKOYNTL
MEHSI B CEKLIU0 NOBEEHYECKOMN
Tepanun. PernctpaunoHHbin cbop u
CEKLUMOHHbIN cBop, Kak 51 ykasarn,
OOSKHbI BbITh CNNCaHbl C MOEN
KpeaUTHOMN KapTbl

(777 7777 TTTT).

£ 6bIn NpoNHGOPMUPOBAH NO
TenedgoHy, YTO A OOIMKEH OXMaaTb
odomumnansHOro nucbma ¢
NoATBEPXXOEHMEM OT accoumauunm,
KOTOpPOE OO/MKHO NoaTBEepaUTb Moe
yyacTme B KOHpepeHLUMmn, HO S A0
HaCTOALEro BpeMeHN He NOoSTy4ns
HMKaKoro nogooHoro
NOLTBEPXKOEHUS.

David Harris

609 West Main Street

Albuguerque

New Mexico, 87109

Cell: 237-409-0198

Dear David Harris,

A registration was made a few weeks
ago via phone, to attend the annual
conference held by Mental Health
Association. When | was getting
registered, | had asked to be enrolled
in the workshop for behavior therapy.
The registration fee and the workshop
fee both were as | specified to be
charged on my credit card (777 7777
7777).

Over the phone, | was informed that |
should expect a formal confirmation
letter from the association that would
confirm my seat in the conference but
| haven'’t received any such
confirmation as yet.

| would appreciate it if a confirmation
letter is sent to me right away via fax
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Byny npusHaTteneH, ecnn NUCbMO C
noaTBepXXaeHnem oyaer
HanpaBneHO MHEe HEMEAEHHO No
drakcy (666-6666) nnm noyToun, ¢
TeM 4ToObI 9 MOT NMPOAOITKUTb
OCYyLLECTBIIEHME CBOUX MNSIAHOB.
NckpeHHe,

(666-6666) or mail so that | could
proceed with my plans.
Sincerely,

|/]CI'IOJ'Ib3yI7ITe B CBOEM lMNCbMeE crieayuine CcrnoBa N BblpaXXEeHUA:

Dear

Hoporon nnun Ysaxaemblin (B
3aBMCUMOCTW OT TOHA NUcbMa)

via phone, over the phone

no TenegoHy

registration fee

perucTpaLmoHHbI coop

charge on credit card

CrnncaTtb C er,D,MTHOVI KapTbl

formal confirmation letter

odomumansbHoe NMCbLMO C
NoLTBEPXKAEHMEM

seat MecTo (B TeaTpe, camoriete n 1.4.),
30€eCb: y4acTne B MeEpONpUATUM

as yet A0 CUX Mop, A0 HAaCcTOSALEro BpEMEHM

right away HemMeaneHHo

proceed with plans

NpoaoJKNTb OCYyLLIECTBJ1IEHNE TJ1aHOB
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[Mncbmo noaTBepXaeHue
Letter of
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3apaHue 5. CoctaBbTe MNCbMO noarsepXxgeHme rotoBHOCTU K Npuemy

OEenoBbIX NAapTHEPOB NoO obpasuy.
Obpaseu

MNoaTBepXaeHne roTOBHOCTU K MPUEM)

/ Aeneraumm

SARA BROWN

81, North 54 Street,
Clewiston, Florida, 03247,
(328)-421 05609.

Dear Sara Brown,

Following the conversation we had
over the phone earlier today, my
administrative assistant has already
made travel and accommodation
arrangements for you and you team
for your proposed trip to visit our
site. The details are on the
attachment.

He has booked your flight for Detroit
on Wednesday, May 7 at 2:15 in the
afternoon. You will be arriving here
7 hours later. We have asked for
our company driver to await your
arrival at the airport, as he will drive
you to your hotel, the MGM Grand.
The return flight remains open, just
like you asked. The airline will be
mailing the tickets directly to your

Capa bpayH

81, Hopc 54 Ctpwur,
KntonctoH, dnopuaa, 03247,
(328) 421-0569

YBaxaemas Capa bpayH,

Cneays HaweMmy pasroBopy,
COCTOSIBLLEMYCS MO TeNeoHy
cerogHsi, Mo agMUHUCTPATUBHbIN
MOMOLLHMK y>Xe NpoBen Bce
NoAroToBUTENbHbIE MEPONPUATUS
ana Bawewn noesgkun 1 pasmeLleHms,
a Takke ansa Bawewn rpynnbl, B CBA3M
¢ Bawwum npegnonaraembim BU3NTOM
K HaMm. NogpobHas nHgopmaums
HaxoauTCs B MPUNOXEHUMN.

OH 3abpoHupoBan Bam mecta Ha
aBuapenc Ha [leTpout Ha cpefy 7
mMasi Ha 2:15 gHsa. Bel npubyaete
Tyaa Yepes 7 yacoB. Mbl nonpocunu
BOOMTENS HALLEN KOMMAHUM OXuaaTb
Bawero npubbiTvs B a3ponopTy, 1 OH
otBe3eT Bac B Baw otenb MOKM
'pang. ObpaTHbLIN aBrMapenc
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office address.

We believe that you will be very
comfortable in your hotel. It is one of
the best in the city and we have
reserved you the Executive Suite.

If you need anything else for your
trip that we haven’t covered, please
give us a call immediately so we
can make further arrangements. We
at Smarts Inc. look forward to
seeing you.

Sincerely, ...

OCTaeTCs OTKPbITbIM — TOYHO Kak Bhbl
npocunu. ABMakoMmnaHus HanpasuT
BuneTbl NOYTON HENOCPEACTBEHHO Ha
agpec Bawero odmca.

Mbl cuntaem, 4TO B Balwiem oTene
Bbl OygeTte cebs yyBCTBOBaTb OYEHD
KOMJOPTHO. 3TO OAMH U3 Ny4dLLNX
oTesien ropoga, U Mol
3abpoHuposanu ans Bac Homep-
NIOKC.

Ecnn Bam HeobOxoanmo ana Bawen
Noe3aKkn YTo-HNbyab eLle, YTO Mbl He
oxBaTunn, To, NOXanymncTa,
NO3BOHUTE HAM HEMELTEHHO, C TEM
4YTOObI MblI MOIIIN caenaTtb
AONOMHUTENbHbIE NPUrOTOBIIEHNS.
Mbl B CmapTc UIHK. C HETEprEeHnEM
Xaewm Bctpeudn ¢ Bamu.

NckpeHHe,...
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|/]CI'IOJ'Ib3yI7ITe B CBOEM lMNCbMeE crieyluine CcrnoBa N BblpaXXEeHUA:

Dear [loporon nnun ysaxaemoiu (B
3aBMCMMOCTW OT TOHA NUCbMA)

accommodation nomMeLLeHune, Xunoe

arrangement opraHusauust, NpUroToBreHune,
AOroBOPEHHOCTb

team KomaHga, rpynna

our site Halle MecTo

details aetanu, nogpobHocTn, nogpobHas
nHpopmauums

book 3akasbiBaTb, OpOHMPOBATb

flight aBMapenc

return flight obpaTHbI aBnapemnc

airline aBMakoMnaHus

Executive Suite HOMEP-NKC

cover NOKPbITb, OXBATUTb

look forward

XOaTb C HETEPNEHNEM
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3agaHune 6. CoctaBbTe NMCbMO 3anpoc rno obpasdy.

Obpaseu
3anpoc pekoMeHgauum o 3akasdmnke

Gentlemen!

We have received an order for
$150,000 from Messrs. Roger Blake
and Co. They have given us the
name of your firm as a reference.
We venture to ask you to advise us
whether they are good for this
amount and whether they are
trustworthy.

Any information which you may give
us will be gratefully appreciated and
treated strictly confidentially.

We enclose a stamped addressed
envelope for your reply and thank
you in advance for your courtesy.
Yours faithfully,

ocnopa!

Mbl nonyyunu 3akas Ha 150 000
aonnapos oT «Pomgxkep bnenk aHg
KomnaHu». OHM Ha3Bann Ham BaLly
d1pmy onsa nonyyeHns
pekoMeHaauum.

Mbl xoTenu 6bl y3HaTb, 3acnyxmBaeT
N 9Ta KOMNaHUsS 4OBEPUS, N MOXET
NN OHa HECTWN OTBETCTBEHHOCTb 3a
3aKas Ha TaKyl Cymmy.

Mbl 6yaem npusHaTenbHbl 3a Nobyto
NHOPMAaLNIO, KOTOPYHO Bbl MOIMN Obl
Ham AaTb, n 6yaem obpawiaTbCs C
HeW, Kak CTPOro KoOHu-
JeHunanbHoOW.

[Mpunaraem KOHBEPT C 0OpaTHbIM
agpecomM 1 MapKon Ans Ballero
OTBeTa, U 3apaHee bnarogapvm Bac
3a Nbe3HOoCTb.

C yBaxeHnem
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|/]CI'IOJ'Ib3yI7ITe B CBOEM lMNCbMeE creyluine CcrnoBa N BblpaXXEeHUA:

Gentlemen [locnopa

an order 3aKas

reference pekomeHgaums

venture to ask you xoTenocb 6bl y3HaTb
trustworthy 3acnyxvBaeT [OoBepus

be gratefully appreciated ObITb NpPU3HAaTENbHbIMU
strictly confidentially CTPOro KoHunaeHumnanbHO
enclose npunaratb

courtesy nobe3HOCTb

a7
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Letter of
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PA3OEN Il

BUSINESS CORRESPONDENCE WRITING PROGRESS TEST

3apaHuve 1

Write the dates according to the rules.

1t March, 1947;
6/2/1978 (UK);
5/7/2002 (USA);
3apaHue 2

15/12/1944,

2" April, 1994;

3/10/1971 (USA); 27/10/1980;

9/3/1942 (USA)

Match the opening of the letter on the left with its closing on the right.

Dear Gentlemen
Dear Miss Smith
Dear Ms. Black
Dear Sirs

Dear Madam
Dear Mr. Green
Dear Ann

Dear Mrs. Wilson
Dear Jack

©CoNok~whE

3apaHue 3

a. Best wishes
b. Yours sincerely
c. Yours faithfully

Match the Russian word-combinations on the left with their English

equivalents on the right.

1. B AOnNonHeHun K a.
2. BLUENom b.
3. 6bITb GnarogapHbIM C.
4. B pobaBneHuun, K ToMy xed.
5. oXuaaTb C HETEPMNEHMEM €.
6. C YyBaXXeHWeM, NCKPEHHE f
Baw '
7. CYyBaxeHuewm,
npegaHHbIn Bam
8. BOTBET Ha h.
9. Haunydwwue noxenaHus .
10. npwnaraTtb, BKragbiBaTb .
B TOT X& KOHBEpPT J
11. ccbinasicb Ha K.

12. B COOTBETCTBUU C l.
13. cornacHo npocbkbe

14. ObITb NOOE3HbLIM n.
3apaHue 4

Yours faithfully
In response to
as requested
with reference to
Yours sincerely

enclose

g. Best wishes

in accordance with
look forward

be kind

on the whole
in addition

m. further to

be obliged

Phrases for personal and business letters are jumbled up. Put letter B for
expressions used in business letters and letter P for personal ones.
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1. | hope all is going well.

. I will be obliged if you could.

. Thanks for your letter.

Why don’t we ...

. | would appreciate if you could...

. How are you?

. Dear

Uncle Pete,

. | would be very grateful to you for ...

. | am writing to enquire about...

10.

With reference to...

11.

My best regards to John.
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12. Further to...

3apaHue 5
Find odd word or expression in the following word chains.
1. a) Best wishes b) Best regards
c) Missing you d) Yours sincerely
2. a) further to b) appreciate
c) fondly d) in reply to
3. a) enclosed b) as you asked
c) Hi d) Thanks for your letter.
4. a) Dear Sir b) Dear Ms Green
c) Gentlemen d) Dear Alice
5. a) in addition b) What's the news?
c) As requested d) According to
3apaHuve 6
Choose the proper variant.
1. We have received your letter 2 September.
a. from b. of C. 0N
2. We are for your letter.
a. obliged b. enclosed c. confirmed
3. In to your letter we inform the following.
a. accordance b. addition C. response
4. Please find the copy of the contract.
a. obliged b. appreciated c. enclosed
5. The goods were sent with our contract.
a. in addition b. in accordance C. in response
6. to your letter we would ask you to send us
the light of goods wanted.
a. In accordance b. Referring c. On the whole
7. 1 am writing in with your telephone call.
a. reference b. addition C. connection
8. We very much your hospitality.
a. appreciate b. look forward c. are kind
3apaHue 7
Fill in the blanks with the proper preposition.
1. reply your letter 13 September we are glad
to inform you that the terms of the contract have been approved.
2. The contract was signed 22 February.
3. According your request we sent you our price list enclosed.
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4. reference our telephone conversation we confirm the

following.

5. We are obliged your letter 7 May.

6. accordance the contract the goods will be delivered

25 March.

7. Further our previous letter we are glad to send samples of our
goods.

8. We look seeing you again.

3apaHve 8

Read and translate the words in the box. Fill in the blanks with the
corresponding words. There is one extra word in the box.

accept acknowledge
forward

hesitate response
sincerely

Dear Miss Mint,

In 1) to your letter of January 21, | am pleased
to confirm that we are ready to accept your order and to business with your
company. We 2) receipt of your order Ne 5478. It is
being processed at the moment and will be delivered to you within a week.
We are looking 3) to pleasant business
relations with your company. If you require any further information, please do
not 4) to contact us.

Yours 5) :

Anna Black

3apgaHue 9

There are 7 mistakes in the letter. Find the mistakes and rewrite the letter
correctly.

8 Oxford St.

London
114965

United
Kingdom

5" October,
2012

Dear Miss Ann Smith,

Thank you for the letter from the 23 September. We are glad to know that
your sister has got married. Our best congratulations.

Further to our holiday, everything is all right. We are swimming and
sunbathing a lot. Yesterday we went on an excursion to the mountains. The
trip was interesting and we saw a lot of beautiful places.

We are going to return on 14 October. | hope the flight will not be tiring.
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Do not hesitate to contact us.
Yours faithfully,
Helen

3apaHue 10

Some of the parts of the letter are omitted. Fill in the spaces with the proper
variants.

Dear Mr. Barlow,

| am writing 1) my forthcoming visit to London.
My trip begins on 4 February and lasts till 15 February. 2)
our telephone conversation, | would like to
add that my two colleges, Mr. lvanov and Mr. Petrov, will accompany me. |
would be 3) if you could book two single rooms for
them in the same hotel | will stay in.

If you require any further information please 4)
5) ,

Peter Limonov

3apganuve 11

11.1. Put the parts of the addresses in the correct order.

1) 10/ Garston Road/ Worldwide Dealers Ltd./ Mr R. Stevenson/ Australia/
Melbourne;

2) 75/ Mathews & Wilson/ Scotland/ Ladies’ Clothing/ G eneral Manager/ High
Street/ Glasgow;

3) Chicago/ lllinois/ USA/ 300/ Lincoln Place/ The Modern Machine Tool
Corporation;

4) 36/ Canada/ Messrs. Williams & Werner Ltd./ Toronto/ Tower Street/ 4JS;
5) Messrs. Jones & Company/ William B. Brown/ 5/ Queensland/ Managing
Director/ Brownside/ Australia/ Green Street;

6) 1326/ Davenport/ Midwest Division/ John/ President/ Market Street/ lowa/
B. Green/ Paint Company/ American;

7) 11/ WI 53405/ United Packaging/ East Shore Drive/ Ms/ Marketing
Coordinator/ Wisconsin/ USA/ Alison Freeman/ Green Bay/ Inc.;

8) Sales Manager/ Canberra/ Liverpool Street/ Mr/ Independent Products/ 18/
R.G. Flinders/ AUSTRALIA/ Pty/ NSW 2170.

11.2. Write your address in English.

3apgaHue 12

12.1. What will you start a letter with, i.e. what greeting will be appropriate in
each case, if you are writing it to:

a) a British firm you do not know very well;

b) Mr. J. Blake, your old trade partner;

c) the company’s President who is a woman;

d) the Head of the Export Department of Sport Shoes Manufacturers whose
name is Barbara Doe;

e) International Office Equipment Inc., an American corporation.
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12.2. How will you finish the letter, i.e. What complimentary close will you

choose?
3apaHue 13

Match the formal and informal phrases. Then cover the right column and try
to remember the formal equivalent for each phrase on the left.

Informal

Formal

1) Sorry about the late delivery.a) Please do not hesitate to contact us.

2) If you need more
information...

3) Best regards.

4) in a different envelope

5) Sorry about the mistake.

6) I'm sorry, but it's not
possible.

7) soon

8) Could you...?

9) Just call the office.

10)Thanks for your letter of...

11)We got it this morning.

12)Can’t wait to see you.

13)Dear Marge

14)Let me know if you get the
parcel.

15)Could you find out what is

going on?

Please send us your

16)
samples.
17)I hope to hear from you.

18)We will give you a 5%
discount.
19)Here is a copy of...

3apgaHue 14

b) We received delivery this morning.

c) | would be grateful if you could...

d) Please find enclosed...

e) Dear Madam/Dear Ms Clove

f) Please acknowledge receipt of the parcel.

g) | look forward to seeing you.

h) We would be pleased to offer you a 5%
discount.

1) We would like to apologise for the delay.

j) under separate cover

K) in the near future

l) We regret to inform you that we are unable
to...

m)Could you please give this matter your
immediate attention?

n) I look forward to hearing from you.

0) We are writing to thank you for your letter
dated...

p) Yours faithfully/ Yours sincerely,

a)

| would be grateful if you could send us
some

samples.

r) Should you require further information...
s) Please accept our apologies for any
inconvenience this may have caused.

Match the phrases in the right column with the corresponding parts of the
letter and their number in the layout.

1) The enclosures

2) The date

3) The sender’s address

4) The body of the letter

5) The complimentary close
6) The reader’s address

7) The subject line

8) The signature block

9) The greeting
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a) | look forward to hearing from you. Yours faithfully,
b) 24 March, 20--

c) Dear Sir/Madam,

d) Interphone Inc.

1677 Sea Harbor Drive Orlando, Florida 35509 USA
e) With reference to our letter of 2 March 20--

f) Enc: 1 page

g) J HUTTON

J. Hutton Sales Manager

h) Mr. M. Al Jalahma Managing Director Arabian Electronics
PO Box 26180 Manama Bahrain

1) Re: Our order of precise electronic equipment

3apaHue 15

Put the parts of the letter in the correct order and rewrite it in the block style.
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la) Attention: Mr N. Conshiwan

'b) Bangkok

c) 3 August, 20--

'd) Thailand

le) Dear Mr N. Conshiwan

')  P.Morgan

'g) Your Ref:

'h)  Manager

)] Please send us your catalogue with sizes

) Re: Enquiry for National Dresses

| k) International Trading Company

)  Our Ref: PM/ma

| m) Intercontinental Hotel Group

n) Telephone: 487-6591
Telex: 79436
Telefax: (039) 3673

| 0) Yours sincerely

p) We are opening a shop of national Asian dresses and fabrics of
female and male national clothes of Thailand in one of our hotels.
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3apaHuve 16

Look at the texts from three faxes that contain easily confused words and
choose the correct or most appropriate words.

1) I am writing with (1) connection / reference / regarding to our telephone
conversation this morning about your order 7895LG. | must (2) regret /
apologise / sorry for the delay in processing this order. I can now confirm that
the goods have been shipped and should (3) arrive / reach / deliver you within
10 working days. We have taken special (4) care / attention / caution to make
sure that the items are exactly as you requested.

Once again, please (5) take / have / accept our apologies. If you have any
further questions, do not(6) stop / fail / hesitate to contact me again.

2) | was (7) sorry / unhappy / afraid to hear about the damage to the products
that you received this morning. However, | am(8)afraid / apologise / regret that
we cannot(9) accept / except / have responsibility in this(10) topic / material /
matter. All our products are(11) controlled / checked / looked very carefully
before leaving the factory, and the damage in this case must have been caused
in transit. | (12) propose / suggest / tell that you contact the shipping company
directly about possible compensation. In the meantime, we can ship the same
order to you again, if it would help. If you give us a firm instruction to do so (13)
until / by / within the next few days, it should reach you(14) until / by / within the
end of the month.

3) | am writing to you (15) affecting / connecting / concerning the meeting that
we(16) combined / appointed / arranged for this Friday. | am afraid something
urgent has come up and | will not be able to attend. Can we(17) cancel /
postpone / schedule the meeting until next week? | can make any time
Wednesday or Thursday. | apologise for any (18) disadvantage /
inconvenience / unfortunate this may cause, and | (19) look forward / wait /
anticipate to (20) hear / hearing / know from you.

3apaHue 17
Fill in the gaps in the fax with the words and phrases below.

FAX TRANSMISSION

From 1 5 Line Warehouse
2 Bill Phillips  Attention 6

Fax No. 3 7 (0)717 209 413
4 3 Jan. 20-- Number of pages 8
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9

10 are arriving from Glasgow in 4 weeks. | have telexed 11
of payment and transportation 12 . Please prepare space for
13 .

14
a) Date

b) confirmation
c) Kate Evans

d) 1 (one)
e) To
f) Sender

g (0)717 565 903
h)  Dear Kate

)] consignment

)] Best regards

k) 160 units

)] costs

m) Fax No

n)  Tonnage Ltd., London
3apaHue 18

Put the parts of the fax in order and rewrite it with the correct layout.

a) ...the choice is much greater and | need to know the exact measurements
that are

asked for on the bottom left side.

b) However | have done a bit of guesswork and am replying as best as | can.
c) VAT is payable in the EEC, unless you have a commercial TVA number.
d) In this case, could you please complete page 2 of the order form as...

e) Re: Fender

f) Date 03/11/20--

g) Best regards

h) The maximum overall length of a fender is 1,790mm.

I) Pages: 1

) Unfortunately your fax was received with several blank areas.

k) To: Sally Hansen

l) The minimum inside width of a fender is 1,250mm.

m) From: Robin Grape

n) Once you fill in the details on the form, | can calculate exactly what you
require.

0 ) Fax: 0608 70 85 88

p) The transport cost to Manchester is £250+VAT.

q) If the fender you require is greater than this, you will need to use the large
order form.
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r) It is still time to order for Christmas.

3apaHue 19

Complete the sentences with the e-mailterms below.

1) My address is Woods@hotmail.com, that’s W 0-0-d-
S
hotmail com.
2) | need my to add / remove/ amend e-mailaddresses.
3) My IS where my incoming messages are stored.
4) If | a message it goes to another person.
5) With © " | can write a new letter.
6) If | press | connect with the Internet.
7) | look at to see what messages | have sent.

8) Before being sent across the Internet, my messages are stored in the
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9) | need to send an answer to that message, so I'll use
10) I'll have to finish that e-maillater, that's why I ’ll store it in

a) address book f) inbox k) forward
b) new msg/ new mail ) drafts ) at

C) send & receive h) small m) reply
d) dot I)sent items

e) capital jJoutbox

3apaHue 20

Read the e-mail exchange and put two words into each gap.

1) Kate, I've attached the sales figures for Q3, as requested. You'll see that

we’re up 6%!

Things are really taking off in Central Europe. By the way, are you going to

the

conference?

2) (Kate has used the ‘Reply’ button so she include s the text of the e-mailshe

received.)

Kate, I've attached the sales figures for Q3, as requested. Sorry, Peter, you

forgottosend 1 . Canyou send it again?

You'll see that we’re up 6%! Things are really taking off in Central Europe.

Great news. Do 2 6% increase for the quarter or for the whole year?

By the way, are you going to the conference?

3 ? The sales conference in Istanbul next month or the International

Plastics

Convention in Slough?

3) Sorry about that, Kate. Here it is again. Let 4 if you get it. | meant 6%

for the

guarter! Head Office are very pleased.

What do you mean ‘Which conference?’!! | was talking about the sales

conference, of course. Butare 5 it's in Istanbul?

4) Okay, I've got the attachment this time. But you'll never believe it — | can'’t
6_ !

Can you check that you saved it properly?

| thought the conference was in Istanbul, but I may 7 . I'll check and get

back 8

Anyway, | can’t go this year — Cathy is going instead.

If it has been too difficult, here are all the words you need:
a)attachment d)be g)sure j) conference m) it
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b)know e)me h)to K) mean n) open
c)the f) which 1) wrong l) you (x3)

3apanue 21
Read the e-mail correspondence and put one word into each gap.

I've written down some thoughts about the Beta project —its 1 as a
Word doc. I'm circulating it to all line managers. 2 me know what you
think. I’'m afraid you 3 to send the attachment. Can yousendit 4 ?

There’s a couple of things I'd like you to focus on. First is the timing. I'm not
sure what you mean 5 ‘timing’. The time before the project starts, or the
time the project will actually take once it’'s started? Then there’s the question
of marketing costs. | know Daniel produced some detailed figures on this
some time ago. Have you _ 6 to him?

Finally, feasibility. | don’t understand this 7 . Can you explain in a little
more__ 8 7 I'd like your comments by the end of next week atthe 9

Okay, I'll try to get them __10__ to you by then. One last thing — | think you
need to copy Lilaon her 11 .l maybe 12 | but | think she's now
involved from the Latin America end.

3apgaHue 22
Sort out the sentences so as to get three e-mails.

1) We have checked our files and they show that you didn’t renew your
maintenance contract last year.

2) We're having our company meeting in two days, and | will let you know
what progress we make.

3) Please check your records re the invoice sent to me on July 15th.

4) There seems to be a mistake in the amounts charged for the freight.

5) It appears that you didn’t follow the manufacturer’s instructions.

6) Meanwhile fax me the documentation to review.

7) It was great seeing you in Paris!

8) Please e-mail me your findings.

9) Unfortunately this means that you won’t be able to claim for this repair.
10) Thanks for your e-mail.

11) Thanks so much for your help, and the terrific meal in Montmartre.
12) Sorry | took so long to reply.

13) Our Service Department will contact you soon to arrange a time for our
engineers to visit.
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14) I’'m afraid we cannot accept responsibility for the problems with your

machine.
15) Please get in touch again if you need more information.

16) | think it's a computer error.

e-mail 1

e-mail 2

e-mail 3
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KNKO4U. KEYS

3apaHue 1

1 March, 1947; 15 December, 1944; 10 March, 1971; 27 October,
1980;

6 February, 1978; 7 May, 2002; 2 April, 1994; 9 September, 1942

3apaHue 2

1c, 2b, 3b, 4c, 5c, 6b, 7a, 8b, 9a

3apaHue 3

1m, 2k, 3n, 4l, 5i, 6e, 7a, 8b, 9g, 10f, 11d, 12h, 13c, 14
3apaHue 4

1P, 2B, 3P, 4P, 5B, 6P, 7P, 8B, 9B, 10B, 11P, 12B
3apaHue 5

1d, 2c, 3a, 4d, 5b

3apaHuve 6

1b, 2a, 3c, 4c, 5b, 6b, 7c, 8a

3apaHuve 7

lin,to,of, 2)on; 3)to; 4)With,to; 5)for,of; 6)In,with,on; 7)
to; 8) forward to

3apaHuve 8
1. response; 2) acknowledge; 3)forward; 4) hesitate; 5)
sincerely
3apaHue 9
8 Oxford St.
London
114965
United
Kingdom
5 October,
2012

Dear Miss Smith,

Thank you for the letter of 23 September. We are glad to know that your
sister has got married. Our best congratulations.

As for our holiday, everything is all right. We are swimming and
sunbathing a lot. Yesterday we went on an excursion to the mountains. The
trip was interesting and we saw a lot of beautiful places.

We are going to return on 14 October. | hope the flight will not be tiring.

| am looking forward to hearing from you.

Best wishes,

Helen

3apanune 10
1. in connection with 2. Further to 3. very much obliged
4. do not hesitate to contact me 5. Yours sincerely
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