[bookmark: page1]
[bookmark: page3]
[bookmark: page5]
[bookmark: page7]
[bookmark: page9]
[bookmark: page11]
[bookmark: page13]
[bookmark: page15]
[bookmark: page17]
[bookmark: page19]
[bookmark: page21]
[bookmark: page23]
[bookmark: page25]
[bookmark: page27]
[bookmark: page29]
[bookmark: page31]
[bookmark: page33]
[bookmark: page35]
[bookmark: page37]
[bookmark: page39]
[bookmark: page41]
[bookmark: page43]
[bookmark: page45]
[bookmark: page47]
[bookmark: page49]
[bookmark: page51]
[bookmark: page53]
[bookmark: page55]
[bookmark: page57]
[bookmark: page59]
[bookmark: page61]
[bookmark: page63]
[bookmark: page65]
[bookmark: page67]
[bookmark: page69]
[bookmark: page71]
[bookmark: page73]
[bookmark: page75]
[bookmark: page77]
[bookmark: page79]
[bookmark: page81]
[bookmark: page83]
image6.jpeg
MIiHICTEPCTBO OCBITY 1 HAYKH YKPATHU
JloHeUpKAMi N0 TeXHIYHHH TEXHIKYM

Meroanuna po3pobka

«JlinoBe TUCTYBaHHS

«Business Correspondence»

2000




image96.jpeg
. VKazaHHe Ha UCTOYHUK HHPOpMallvy O JaHHOU KOMIIaHHUH U €€ TOBApE.




image97.jpeg




image98.jpeg
[Ipy HOBTOPHOM 3aIpoce B THCHMO OOBIYHO BKIIOYAETCS TOJBKO BTOPOU IIyHKT. Kak U
GONBIIAHCTBO IPYTHX JETOBBIX IMHCEM, ITHChMO-3alIpOC, Kak IPaBuWiio, NEHATaeTCHd Ha

dbupMeHHOM GaHKe, Ha KOTOPOM YKa3aHbl Ha3BaHME KOMIAHUU-OTIPABUTENA 3alpoca, ec
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O6pa3sel nucbMa-3anpoca

{Sample Inquiry Letter)

Pet Products Ltd.
180 London Road
Exeter EX4 4]Y

England 25™ February, 2008

Dear Sir,

We read your advertisement in the «Pet Magazine» of 25™ December. 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, V. Smurov Export-Import Manager
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[Tucbmo-npearnoxeHne

(Offer}
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[T1cEMOM-TIpEJIOKEH)EM TTOCTABIIMK OOBIYHO OTBEYAET Ha MHCHMO-3aMpOC. OtBeyas Ha
oOmmii 3ampoc, OH GNArofapuT 3a MPOSBICHHBIH HHTEpEC U OOBIYHO TpUIIAraeT
npeicKypaHThl, KaTajor¥ WM YCIOBUA THIIOBOTO AOTroBOpa. OtBeT Ha CrHelUaNbHbIH

3aI1poc npeaycMaTpuBacT OTBETHI HAa BCE BOIIPOCHI MOTEHIIHAJIBHOTO KJIMEHTA.
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CTpyKTYypa NHCHMA-NPEAT0KCHHH .

1. IToBox HanMCaHMA.

2. OTBeThl Ha BOIIPOCHI TOTEHIMATBHOTO 3aKa34uKa.
3. JlonmoJIHUTEIbHBIE TPEIOKEHNU.

4. BeipakxeHHe HaJACK/IbI Ha 3aKas.

OtBeyagd Ha BONPOCHI, CICAYET MJaTh TOYHOE OIlhucaHue Towapa, IO BO3MOXHOCTH
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CONPOBOIUTH ero (oroMarepuanamy ¥ / WM PHCYHKaMU H / unmua obpazuamu. Ilpn
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OIpe/ic/IeHHH LeHBl YYHUTHIBAIOTCS BO3MOXHBIC CKHIKH. OTAENEHO pPEIIAKOTCs BONPOCTHL
PacxojIoB Ha YIIAKOBKY, TPAHCIIOPTHBIX PaCXO/0B, YCJIOBHH TIOCTAaBKH U OTLIATHL.

[TuchMa-NpeIOKEHKsT  [IOChUIAIOT  Takke 0Oe3 MpEeIIeCTBYIOLIEro  3arpoca,  ecin
NOCTABIIMK JKeJaeT NpPWBIEYs BHAMAHME MOTCHIMANLHBIX KIMEHTOB HIIH HAlTH HOBBIX
3aKA3UMKOB HAa KOHKPETHBIE MPOJAYKTHl MM HX accopTHMeHT. TBep/oe Npe/IoKCHHUE
IIpelyCMaTpPUBAET Oco0ble YCIOBHS, HANPAMEP, KOHEIHBIH CPOK NOTYHdeHHMS 3aKasa M

CHUCTEMY CKUJAOK B 3aBUCHUMOCTH OT KOJTHYECTBA TOBapa M Apyrux }'CHOBI/Iﬁ.
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Obpa3seL nMCbMa-ripeanoXxeHus
{Sample Letter of Offer)

Mr. Fred North

Purchasing Manager

Broadway Autos

November 11, 20 Dear Mr. North,

Thank you very much for your enquiry. We are of course very familiar with your range of
vehicles and are pleased to inform you that we h e a new line of batteries that fit your

specifications exactly.

me
of
Fillmore S.A. in M

I look forward to hearing from you.

Yours sincerely, Fred Stock
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The most suitable of our products for your requirements is the Artemis 66A Plus. This
product combines economy, high power output and  ick charging time and is now in stock.
I enclose a detailed quotation, specifications and delivery terms. As you will see from this,
our prices are very competitive. I have arranged for our agent Mr. Martin of Fillmore S.A.
to deliver five of these batteries to you next week, so that you can carry out the laboratory
tests. Our own laboratory reports, enclosed with this letter, show that our new Artemis 66A
Plus performs as well as any of our competitor's product and, in some respects, outperforms

them.
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Touroe H3IOXKEHAE
AHdopmanun TpeGyeT monbop
JICKCHKH, YCTAHOBJICHHBIX pas-
KJmme, 0G0pOTOB, OCTPOCHAS
NPEIVIOKCHAS COTTIACHO
COOTBETCTBYOIIEMY BHTY
JOKyMEHTa

Kaxzp1ii 16710BO# OKYMEHT
HMeET YCTAHOBICHHYIO hOpMy
H XapaKTepu3yeTcs
OIIpeACIEHHBIM pa3MCIICHUEM
()parMeHTOR €ro MOCTPOCHHS
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If you would like further information, please telephone or telex me:

extension number is 776. Or you may prefer 1o contact Mr. John Martin
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- his telephone number 1s 01 77 99 02.
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Kasa

Order)

1d 820

Our Order for Silk Shirts

thank you

demand

return
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Obpasen 2a

{Sample Letter of

Men's Clothes Dealers Ltd. 142 South Road Sheffie

24th March, 2002 Dear Sirs,

In response to your letter of 20" March, we

men's silk shirts. We are sure there will be a great

We are enclosing our Order No. 146, and ask you to

an acknowledgement.

Yours faithfully,

Vladimir Isanov Export-Import Manager

Enc. Order No. 146

4HL England

for sending us your catalogues of
for them in Ukraine.

its duplicate to us, duly signed, as
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3akas. MoarsepxaeHue N OTKNOHEHUE 3aKa30B

(Order. Acknowledgement (Confirmation) and Refusal of Orders)

JUns Toro 4To0bl caenath 3akas (fo place an orde Ha 3aKyIKy TeX HJIM WHBIX TOBAapOB
OBLIYHO 3aMOJHAIOT CTElMATbHEIE GIaHKH 3aKa30B (order forms), B KOTOPbIX yKa3bIBACTCA
KONUYECTBO W3/IEIHUi, MX OlUcaHue (description), IeHa (price), yCIOBUS OMIIATHI (terms of
payment), nata TIOCTaBKU (date of delivery), ckunku (discounts) u T.II. B pane ciyuaes,
KOIa HeoOXOIMMO HPOSCHUTH OTAe/bHbIC MyHKTDHI 3aKasa (to make certain points quite
clear), mMIeTCS COTPOBOAMTENBHOE MUCBMO (Covering letter), K KOTOpPOMY MHpHjaraercs
GnaHK 3aKas3a.

Ecnu npogaaser (Seller) Wiv MOCTABIIHK (Supplier) ToBapa B COCTOAHHE BBITOIHHUTE 33Ka3,
OH [OCBUIAET NOKymHatesto (Buyer) TOATBEpXKICHUE 3aKasza (order ackmnowledgement, or
confirmation), KOTOpOe Yallle BCETo NMPECTABILICT cobolf KOO 3aKasa (order copy, or

duplicate), TIOANMACaHHY0 TPOAABLIOM. OGBIYHO MOATBEPXKICHUE 3aKa3a TPUIAraeTcs K
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COIIPOBOMTENBHOMY HMHCHMY, B KOTOPOM MPOJIABELl BEIPAXKACT OnaromapHOCTh 3a 3aKas, a
TaKKe COOOIAeT MOKyNaTeql0 O TeX WM WHBIX H3MEHCHUAIX (U3MeHEeHUN LIEH, CPOKOB
IIOCTaBKH ¥ T.IL.).

Ecnu npopaBel Ju60 IOCTAaBIIMK TOBapa IO KaKuM-TM00 TpUYMHAM HE B COCTOSHUM
BLITOJIHATH 3aKa3, OH JMOO OTKa3BIBaeTCs OT 3aKasa (to refuse (fo reject, to decline) the
order), n00 TpejaracT aaekBaTHYIO 3aMEHY (substitute) TOBapy, KOTOpPOTO HET B

HaJIu4YUuu.
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nA 3aKa3a

cknowledgement)
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Qbpa3sel, noATBEPKAEH

{Sample Letter of A

Visteria Ltd. P.O. Box 79 Kiev 253206 Ukraine
29" March, 2002

Ref: Order No. 146 of 24" March, 2002. We are pleased|to acknowledgement your
order for 400 men's silk shirts and enclose the copy of it, duly signed, as requested.

Delivery will be made immediately on opening a letter of credit with our bank for the
amount of € 4000.

We hope our shirts will be in great demand in Ukraine and you will be able to place large

orders with us in the future.

Yours sincerely,

Alfred Smithers Sales Manager
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Mucbma o nnaTexax U Nucbma HanoMuHaHUsA

(Payment and Reminders)

MpuMep NUCbMa-HanoMuHaHus 06 onnare

(Sample of a Reminder Letter)
Carsons Inc.
Bay Avenue

San Francisco

July 16,20
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YacTo /1eOBbIe NAPTHEPHI OCYIIECTBIAIOT CBOU B3aUMOpacHeThl HeKaMil B COOTBCTCTBHUHU C
YCIIOBHSIMH  TLIATEXKEN. Uborma omiara B CpPOK HE TMPOU3BOAUTCH, H HEe00X0 MO
HAIIOMHHUTH JOJDKHHMKY O HEOIUIAYCHHOM CHETE. ITepBoe MUCHMO-HANIOMMHAHVE ITHIIETCS B
apyxeckoM ToHe. OfHAKO eclii OTBET Ha 3TO IHCHMO IaTeXx Bce ellle He MPOU3BEJICH, TO

KpeauTop NuiieT B 0oiee TBEPAOM TOHE.
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Dear Mr. Carsons:

According to our records payment of our invoice No. 5566, sent to you in April, has not yet
been made.

As specified on all our estimates and invoices our terms of payment are 30 days. Your
invoice has now been outstanding for 90 days. In the case of unsettled debt of this duration
it is our company policy to take legal action.

We would naturally prefer not to have to go so . Would you please send us a check by
return. In case you have lost or mislaid the original am enclosing a copy of our invoice.

We look forward to receiving your payment by return.

Yours sincerely, Pierre Lacoste Credit Controller
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. B nenoBoH pedn HE
JOIyCTHMO
ynorpebieHrAe
UATNEKTOB, CII3HTA,
WKApTOHA3MOB H T.JI.,
TaK K
SMOITAOHATTHFHBIX

dpa3
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Mucbmo-peknamaumsi. OTBET Ha NUCHMO-PeKnaMaLuio

{Letter of Complaint. Answering a Compaint)

B 1enoBoii IpakTHKe OCHOBHBIMHM MPUYMHAMK OTIPABKH IIHCEM-
K

peknamanii (letters of complaint, claim letters) IBNSIOTCA ClemyIOIIKe:

- HeJIONoCTaBKa ToBapa {short-delivery, short-shipment);

- [OCTAaBKa  HENOOGPOKAdeCTBEHHBIX TOBApoB KOO TeX TOBApOB,
KOTOpBIe ObLITH 3aKa3aHsbl {substandard or wrong goods);

- 3a/iepyKKH B ocTaBke {delays in delivery);

- OTNIpaBKa MO HENPABUIBHOMY  alIpecy {misdirection and errors in
addressing);

- OBpeX/eHus ToBapa {damages of goods);

- IPOM3BOACTBeHHble  JiedekTol  {manufacturi defects), ~ OOHapyXeHHBbIE  IIPH

SKCILTyaTalliu 000pyLOBaHUs {equipment operating).

HecMOTps Ha pasapaxkeHue, KOTOpoe MOXKET BOSHMKHYTh y MOKyIaTelld (3aKaz4rKa) B CBA3H

pelleHun
M3NIOEHHBIX B HeM 1pobneM {in handling complaints). Ecin xanoba MM  MpEeTeH3Us

6bUIa OOOCHOBAHHON, TO KpOMe H3BHHEHMH HEOOXOMHMO

Topo6GHO HamWcaTh, KaKWe Mephl OyAyT HPHHATBL AN TOTO, 9yTOOBl HCIIPaBUTh

omIomHocTs. Ecay kanoba WIM MpeTeH3uss Oblia HeoOOCHOBAHHOHW, TO HEe00X0AUMO
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¢ BO3HHUKIIIHUMH HpO6JIeMaMI/I, B MHUCbME-pCKiamMalunl €My clellyeT KaK MOXHO SICHCC
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N3JI0XKUTE CYTh OTHX HpO6J’IeM U IPEAJIOXKUATh CBOH  YTH HUX PCLICH M.
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OcoOBIii TakT cleqyeT coOmoaaTe B OTBETE H  MHCbMO-peKIaMallHio M B
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HOHpO6HO U3JI0KUTH CBOY JTOBOJBI U NNPEAJIOKUTD I1yTH pelICHUs BO3HUKIIINX HpO6J’IeM.
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Obpasel nucbMa-peKknamaumm

(Sample of Letter of Complaint)

We would appreciate a prompt reply.
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Men's Clothes Dealers Ltd. 146 South Road Sheffield S20 4HL England
18 April, 2002 Ref: Our Order No. 146 of 24™ March 2002 Dear Sirs,
Thank you for your delivery of men's silk shirts, which we ordered on 24™ March, 2002. At

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

After examination of the shirts we discovered some manufacturing defects:

- there are oil stains on 12 shirts;

- the colour of buttons on 5 of the shirts does not match the colour of these shirts;
- one shirt is in a different style.

We are returning the defective shirts by separate mai , carriage forward, and would

ask you to replace them with shirts in the colours and sizes specified below:

Size Colour Quantity
15 white 9
17 white 1
14 blue 6
16 blue 2
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Yours faithtully,

Vladimir Isanov Export-Import Manager
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Obpazeu oTBETa
{Sample of Ahswer,

Visteria Ltd. P.O. Box 82 Kiev 253206 Ukraine

21th April, 2002

Ref: Order No. 146 of 24™ March, 2002 Dear Mr. Isanov

Your letter of 18" April, 2002, was duly noted. The irts you returned to us are indeed
defective. We have to admit that these defects were  erlooked by our controller and offer

apologies for the oversight.

We are sending you new shirts as a replacement this by air, carriage paid, and would

ask you to confirm their receipt by fax.

If any other problems arise, please do not hesitate to

Yours sincerely,

Jack Brown Claims Department
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Peatome u CV

BrnarofapcTBeHHRIE IMCHMA

OnexrpoHHad no4ta (¢-mail), daxc
TIncemo-3anpoc

TIACEMO-TIpETIONEHHE

3akas IloaTBepk/ASHAE H OTKJIOHE HUE 33Ka30B
Pexnamroe nacsMo

IBiceMa 06 oIUlaTe W MACHMa-HaOMIHAHUA
Berpeunniit 3anpoc Orka3s 3akaza

TTucsMoO — pexnamanus
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Subject: General Rules for Business Writing.

Type of the lesson: lecture.

Objective: To teach the students some general rules of business writing, to develop
the skills of reading and writing notes while listening to a lecture.

Resources: computer, multimedia projector, screen, CD.

Procedure: I. /nfroduction. The teacher organizes the classroom and acquaints the
students with the subject of the lecture-lesson — 5 min.

II. Main part. The teacher demonstrates the main points of the lecture (printed
in bold) on the screen, using the computer and he projector. It is desirable that
examples should also be show on the screen. The students make notes — 30 min.

II. Summing-up. The teacher asks comprehension questions, the students
answer them using the screen and their notes. T e teacher puts marks and gives
homework — 10 min.
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The Lecture:

Before you begin to write a business letter, take a few minutes to think about
its two most important elements: the message and he reader. The effective business
writer not only uses the language correctly but also makes certain that every letter,
every sentence is written from the reader’s point of iew.

Try to establish guidelines for your writing. Many writers find the following
four-step process efficient and logical.

Outline: Think before you write. Decide the real purpose of your message. Decide
how many paragraphs your letter will contain and what topic sentence will open each
of those paragraphs.

Write: Write the rough draft all at once, quicky. Do not stop to worry about
grammar, usage, or spelling: just get your sentence onto the page.

Revise: Go back over your draft sentence by sentence. Look for major mechanical
errors; look for anything that might confuse your eader. Improve every sentence:
delete unnecessary phrases; tighten up paragraphs.

Proofread: Carefully read your final draft to catch any overlooked minor errors.
Your proofreading will be most effective if you can put your letter aside overnight
and approach it with fresh eyes the next day.
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Here are five business writing rules guaranteed to help you write better
immediately.

Business Writing Rule #1
Get Organized by Listing Your Reader’s Questions
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Business Writing Rule #1 Get Organized by Listi g Your Reader’s Questions
Business Writing Rule #2 Be Positive!

Business Writing Rule #3 Know Where Passive Verbs Belong

Business Writing Rule #4 Do More With Less!

Business Writing Rule #5 Break Through Writer’s Block
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When you’re wondering what to cover in a message, how to organize your
thoughts, and what to leave in and out, forget about what you have to say. Instead
think about your reader: What does your reader want to know? What are your
reader’s questions?

It helps to imagine a conversation with your reader. For example, if you are
writing to announce a meeting, imagine telling someone face-to-face about the
meeting. That person would ask:

e Why are we meeting?
When is it?
Where?
What’s the agenda?
Who will be there?
Do I have to attend? What if I can’t?
Do I need to prepare? How?
List all the questions your reader may have. Then consider the order in which
your reader would ask them. If you have listed any of the questions in a different
order, rearrange them to meet your reader’s needs.
Now, one by one, write the answers to your reader’s questions. For example:
e Why are we meeting?
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We are meeting to decide whether to hire a part-time permanent employee or a
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summer intern to work on the winier marketing campaign.
e When is it?
The meeting takes place on Monday, April 25, at 2 p.m. for no more than 45
minutes.
Go through each one of your reader’s questions and answer it. When you’re
finished, you’re not only finished organizing-you’re finished writing! Just edit,
proofread, and send.

Business Writing Rule #2

Be Positive!

Child-rearing books advise readers to communicate positive messages to
children. They counsel parents to avoid the negati e “Don’t slam the door” and say
instead “Close the door gently”. Why? In this case, the child needs to learn what’s
right-not just what is wrong. Also, if we say what children can do, they see options
rather than roadblocks, and they are apt to respond positively.

Adults are grown-up children. They need positive messages too. If you want to
get an affirmative response from your readers, try these tips for focusing on the
positive.

State what to do — not what to avoid.

Yes: Always process orders within two days.
No: Never take more than two days process an orde .

Say what you can do — not what you can’t do.
Yes: We can meet first thing Monday morning.
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No: We can'l tucet now. 1t has w wait widil Manday moming.
Use nevtral rather thau blaniing language,
Yes: Let e clarify what [ meant.
No: Yon misunderstand what T said
Use words that ereate a posicive fecling,
Yes: Acthis company e valie naturel resou
Noi AL this company e don'l Wil Fesourees.
Take cvery apporCunity to communicate positively
Yes: Thank you for your later.
No: W Lve reeeived your letter.
Be pusitive.

Business Wriling Ruls £

Know Where Passive Verhs Belons

f you use o grammar-cieck feuture, your sentencey probably get flugzed ai
s for o fault allcd “Passive Voice. ™ ThIs flag is typiually accampanicd by advice
o “Consider suwriing with an aeiive voics verb.”

I ahis finle serious? 12 your sentencos get flagged ofien, should yon call a
psychologist to work v passiviy issues? Nef In fact, our grannuar-checker bgs
alroady flagsred fimes of oar sentences al Luc begluning of s Buslaess Writing 1ip,
and we aren’t worried a bt

We aren't warricd, bt we do pay attention. That's becuuse there is a Tot of
g00d advice aboul lunting the se of passive verhs. For instance, we are tid 1o
chiange

“The suwface should be primed” (rasvivej io “Prime he surface” (otive)
‘Il change rakes sense. Reuers need precise s ctions

“Your gt is appreciated” (passivel to e appreciate your iR factive)
This is another fine suggestion. “Is appreciated” sounds mpersonal, swhercas ~We
apprecite” feels waim.

When we make there fhese changes, we are replaci
hrases wilk concise, direct words. That’s oxcelient
Bt ece are Jour places where passie verbs it just ight
1. When you don’t know who perfoemed (e action.
Passive: Lr ear wos stolen e,
prn SR e e

i wordy, vagne
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2. When it doesn’t matter who performs the action.
Passive: The boards are pre-cut.

Not: A worker pre-cuts the boards.

3. When we want to avoid blaming someone.
Passive: The drawings were lost.

Not:  Andy lost the drawings.

4. When we want to soften a directive.

Passive: This paragraph could be shortened.
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Not:  Shorten this paragraph.
Passive verbs are perfect in these four instances. Likewise, the passive verbs in our
opening sentences also work well (“get flagged” and “is typically accompanied”).
Know where passive verbs belong, and you won’t be intimidated by your
grammar-check software again. Qur grammar-check just flagged the previous
sentence, but we know the passive verb there suits our purpose and sounds just right!

Business Writing Rule #4

Do More With Less!

For over a decade, the message at work has been “Do more with less”. As
writers, we have this challenge too. And we can be much more efficient if we use less
wordiness. By cutting down on extra words, we cut down on both writing and reading
time.

The paragraph below contains 70 words. Can you cut it down to 35 words or
less?

The document is for the purpose of giving the reader a detailed explanation of
the inventory process. It describes the activities we currently do in the majority of
instances on a daily and weekly basis. In order o provide an introduction to the
process for employees who work on a temporary basis, we also have prepared an
overview, which describes the highlights of the inventory process in just two pages.

Here is a 30-word revision:

This document explains the inventory process in detail. It describes our usual
daily and weekly activities. We also have prepared a two-page overview to introduce
the process to temporary employees.

Which paragraph above is clearer-the 70-word version or the 30-word revision?
To lighten up your sentences, watch for heavy phrases like these:
for the purpose of = for
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the majority of = most

in order to =to
provide an introduction = introduce
on a daily basis = daily

on a regular basis = routinely

Do you think you can do more with less? Try this experiment:

When you finish writing a paragraph or a page, imagine it needs to be one-third
shorter because of space constraints. Then see how many words you can cut. You’ll
probably be surprised about the excess baggage your sentences are carrying. And
your readers will thank you.

It’s true — we can do more with less!
(See also Chapter “Paramedic Method: A Lesson in Writing Concisely”)

Business Writing Rule #5
Break Through Writer’s Block
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Lrery now and ther we get stick. The blank screen or empty pege jusl slares
st s dully. Meamwhile, (e digital elock shils (hrough the minutes. We Gdget

Need w break through writer’s Hlock? Then do Tt-break out of what you are
doing and try somcthing diTerent. Herc are a fow techniques.

Imagine that you are walking with your veader, Tuink sbov, the things your
reader wants or needs ta har. Then “tell” {writc) any part-begimineg, middlc, or and.
Dot worry abou the perleet openiag

Wolte without censoring pourself. Pay 00 atcation o whether the writing is
so0d. Just et the words and ideas flove, Then choose your “keepers” and build from
thern.

Review some: of your past wriing W inakes you Secl proud. This lodk, wil
build your confidence and may zive you specific ideas

Talk: with coworkers. Dan'| wist unlil you're done o tell ahout your struggles.
The sereen is blank nov:

For a project that takex several sitings, end a Suime when you krow whe
comes next, nd ke @ nole of it Thal way. you won't face & mental block whea
vou liegin the next tme,

Tuke 1 break that includes o changs of scener, or shift to anofher activity

Where you're stuck near the eud of a piece and have covered everything,
quit, Fnough is enough!

Comprehension questions:
L. Pt the following steps af writing in fhe corect order:

a) revising

b) outlining.

<) writing the deaft

d) proofreading CAnswer: 1h. 2. 3.1, 4-d)

2. What are the five business writing rules?

3. What can help you to imagine fhe conversation with a reader? (Writing his

estions)
Whh R TS S AR T 5
misunderstood whet I said " (The first ane. because you shoule be pusitive
What are Ihe Four eascs when passive verbs Bt sight? (See Rule 3}
Which pavagraph was clearer: tha consisting of 70 wordk or thet cansissing of
30 woeds? {01 30 words)
How can we broak throtigh wricer’s block? (See rule 5)
B. Is censoring yorrself a ways useful while businss writing?

I P
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Brocneakue rofbl HabNIAAETCA TEHACHLUA K yrpoLLeHio CTANS A@N0BbIX NUCEM W NpuBn
a5 G 3TUM HEKOTOPBIE CTEPEOTUNHBIE BEIDAXEHAR CTanK YNOTPEGAATLCA rOpa3Ao Pexe,
13 ynotpe6 neHus. OAHaKo U B HACTOALIEE Bpems B /AenoBoii nepenucke ynotpednaeTca
MaM OLManbHbIil XapaKTep W PEAKO BCTPEUIOLMXCEA KaK B MTEpaTypHON, TaK 1 B pasros

nucem, Tenerpamm,

M HauBonee ynoTpe
NMCHMa YacTo H oT thpasamu nowero Tuna:
In reply to your le we request BeT Ha_ Bawie MACHMO
Kak BUZHO W3 NOCNEAHErO MPUMEPa, MU MOATBEPKAEHNA NOMYMEHUR you UM GOOBLUNT Ham
LOKYMEHTOB HapAay C BEIpakeHUeN to acknowledge (the) receipt of a Referring to your f ... we would 5INaRCh Ha HaWE MCHM
letter n0OMeePOUMB MOMyYHUE NUCEMA YTOTPEBNAETCA G TEM e askyou 1 npocuny Gkl Bac

aHaueHnem BipaxeHue to acknowledge a letter, T.e. to acknowledge
663 AONONHEHUR receipt TaIKe WMEET aHaveHue noomeepdurb Mory-
ygHue. Ynotpebnexue rnarona to acknowledge co 3HaueHuem 100-
maepdums Mony4eHue 0COBEHHO YacTo BCTpeuaeTcs B PasroBOpHON

peuy. Mpu COCTZBNEHMM NUCEM, OAHAKO, PEKOMEHAYETCA ANA ACHOCTH your request ... In compliance w
NoNb30BATLCA BEIPAXEHMEM to acknowledge receipt. request... According to your exve Baweit
est... As requested by you (w1 Batueit npoc
ested) ... As requested in your Bauwe#t npoc

We beg to acknowledge ...

naron to beg 0aHayaeT npocuMb, yMorsme. B suipaxeHun we beg to
acknowledge cnosa we beg ynotpeGneHsl BMECTO yorapesiuei Bex-
MBI hopMBl We beg leave Mbl IpOCUM paspelwenus (unn mbr N0380-
naem ce6e). B HacTosiee Bpems beg, 3a KOTOPbIM HENoCpPeACTBEHHO
crefyeT uHcbMHATUB C vacTUueih to (we beg to acknowledge), He umeeT
OTAENLHOO CMBICIIOBOTO 3HAYEHWA U MWL ycunusaeT ouunanbHeIi
XapakTep COOBLUGHWS, MPUBMUINTENBHO COOTBETCTBYS YCTapesLLemy We are sending (wn We send) you  Tocainaem Bam (C 3TuM nUCHMOM, Npi

nocsinke JOKyMe 3, KaTanoros U T.n
[Mpv u3BELUEHUA  ICBINIKE AOKYMEHT!
OBbIMHO MCToNk3  CAl CTIEAYIOLUMe BE

PYCCKOMY BBP@XEHWIO BEXINBOCTH UMEEM HECb". (nerewith) cew).

HexoTophie (hupMel ynoTpeBNAIT maron to beg Co CneaylowM 3a Hu gg;ﬂmﬁ:;f‘: e o) G yaosomscravew nocuinaew Bau
MECTOMMEHMEM YOU ANIA BIDEXEHA NPOCKGBI: We beg you {0 send US We are pleased to send you C yAOBONLCTBMEM noceinaen Bam
npocum Bac npucriame Ham. Takoro ynorpebnenus rnaron to beg We have pleasure in sending you C yAoBObCTBUEM nockinaem Bam
cnepyer uaerars U NOMb30BATECA ANA BLIPDKEHUA npockGl rnaronamu We enclose (uru - pexe - We are Msi npunaraem ...

2 We shall (should) be obliged if you Msi Gyaem (Geinn Gui) Griaronaprol (w

Wil (would) inform us (if you will npasHaTensHs), ecnw Boi - coouim

(would) kindly inform us) .. (ecM Gl B COOGUINH) Hal -

3 We shall (shouid) appreciate if you Msi Gyaew (G Gw) Graropapsl (w

Wil (would) inform us (f you will npasHaTensHul) ecna Bui  coobuym HalUTE NPUIIOHEHHSIN

(would) kindly inform us)... (ecnv Gbi Bbl COOBLMNM) HAM .. Enclosed (uu Attach em (Rocrosko
find. b HageTe)..
We are handing (wnk \ ™ Bam.
“OCYABPCTBEHHSIMM

€M UMeem YacTs yn
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JKEHNIO ero K cTuNio oBLIMHON nuTepaTypHou peuu. B
yeM paHblue, a paa 060pOTOB NOCTENEHHO BLIXOAUT
MHOrO CTAHAAPTHBIX BHIPAKEHUIA, MPUASIOLLMX MUCE-
OpHO# peyn Ha AENOBbIE TEMBI.
BoipaxeHus, ynotpebnsembie ANA NOATBEPXAEHNA NONYyYEHUA

cdakcos 1 T.N.
[ins NOATEEPKAEHNA NOMYHEHUA AENOBbIX NUCEM B HacTosLLee Bpe

BUTenbHBIMI SBMAIOTCA BHIPKEHNUA creaytoLlero Tuna.
We have received your letter of (the) 15th May

We thank you (unu Thank you) for your letter dated (the) 15th May
In reply (uu In answer, n response) to your letter of .

We are obliged for your letter of .
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Mb! nonyuun Bauie nucemo ot 15 Mas
BrarofapuM  ac 3a [3ale nvcbMo, AaTUpoBaHHOe 16 masn

B oTBET Ha BaLle NUCbMO .

Mb! 6512rofapHb! (v APU3HATENbHBI) 38 Bawe nucbmo oT . TMoaTsepxaaem
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We acknowledge (ihe) receipt of
your letier of
W acknowiedge your leter of

NONYMEHHS BaLLEro WMCeNa O

CTAHOAPTHbIE BbIPAXKEHAA

B OENOBBLIX MUCBbMAX

to ask unu to request.

Mpocsbei
FIpH OBpALEHIN ¢ MPOCLB0M © UMD B THICHMEX OBBHO Mo~
IOTCA BHNAXEHA CIERYIOLIErD THRA

Mowanyicra, _ coodLuTe
Tlpoci CoOOLIKTS Kat) ..

1 Plgase inform us waw (o

v .
e s o Vi T Y 1 cscbuma v M

5 We would ask yau g iform
e sk o noocwa Ge1 BAC COCOILATE HaM

Busperin 4 u 6 pepo
JrOTASGNAIGTCA & KAUBETAE NEPBLIX CTIOB MMCHMA, T.0. HO MPHKATO
R I .

0 o Gnas wie 2k you, we request YOU Wi Wa would ack you BUECTe C.TeM

sl creny

Herof. B or
g

letier o o aar
e

B co0BujekinX 06 WCROMHEHUM
GREAYIOLING BHPXESHAR:

npocsSHl ynoTpeBANTCA

In acoordance fumy W conformity) B 0OTBETOTEIM ¢ BaLieh npoCt00R

with ith

your Ba nenonk npacsel
requ s Cornacko s0e
requ Cornacwo ste
letter of.

o B DAY Bt TGake oF
BhipaKeHR, YNOTPESREMsE NPH

o
om 38, KATANOTO, OOPASLIOB HT.N.,
yior spaxeHst

anclosing)

e attach (unh - pexe - We areat. Mo npunaraem

taching)

Pexe 8 HaCT FILI98 BPENS BCTREUATCH BRIPEASHHS CReAYIILETo
Tuna

We are sendin. you enciosed (W

attached)

npunoHcHsY)

Enclosed funa Atiaohod) is (are)

senseTESIFRAAIOTER)

Pleasa fng enciosed (K altached) Ml npHAarasht (A0cnomo: MOXAMyHCTS,
o
o) you wil Menpurara

Henain B

e beg tohand) Mocsinee

Tloceinaem BaM ¢ STus THCHHOM WK
ipH cam (doca0ao: Tlocknaek Bam

Mo ipUnaragh (302n08HO: MpUnIOKeHHON

TpAnoKeH-

you

* B nependore vexay
2POITHCHE CO HajeH:
honour.

OpraHuSBLMAMIA ¥ B AUTTOVETIECKON
oTpeCRAeTHER BblpaEHKe 1o have The
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TWTEPATYPA

| Bouanckuii U.C.,. TiokanoBa .M. bu3snec-Kypc apramiickoro ssbika. - K. JIOTOC,
2001.

2 Bynanos C.L, bopucosa A.O. Jlinosa aHTTiHCEKA MOBA. - Xapxis: TORSING Publishing
Hous, 2005.

3 Bacinbepa JI. JlenoBas mepenucka Ha aHDIHACKOM A3bIKE. - M: AMPUC TIPECC
POJIb®D, 2001.

4 JlenoBoit aHrnHACKHi: YIeOHAK anrmiickoro s3bika (4acts 1,2,3). - M: BEUE, 1997.

5 JlenoBoe obuieHne in Business. - Poctos-Ha-Jlony: ®@enukc, 2003.

6 Vspamresnd E.E. JlenoBas KOppeCHOHICHIUA 1 JOKyMEHTALMA Ha AHTITAKCKOM S3BIKE. -
M: IOHBEC, MHOCTPAHHBI S13BIK, 2001.

7 King F.W. English Business Letters. - D.anncree LLONGMAN.

8 Kyruuit E.A. BusHec-KOppeCcTIOHACHIHA Ha anrmiickoM s3pike. - M. M3n-po act
TOPCHHT, 2002.

9 [Mucbmenmtas O.A. Anrmuiicknii as oduca. - M. 000 «M1I1 JIOT'OC», 2004.
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TekeT conepkutT onpeAeIEHHYI0 0QHIEATILRO
— JIeTOBYIO HHQOPMAIHIO
HznoxeHre cofepkagusl JTOTHISCKH 9ETKOC,
XapakTepu3yercs KOHKPeTHOCTHIO H
TOTHOCTHIO (POPMYIIAPOBOK,




image19.jpeg




image20.jpeg
OQHUIUATTLHOCTHIO H KPaTKOCTBHIO
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Agendas

Troduct Development Team meeting

AGENDA

Baes Manda 25 bily 20—
Tuse 10w




image23.jpeg




image24.jpeg




image25.jpeg
Aformat-malf summarising tetrs and conditions

W
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O®OPMJIEHHME JIEJIO I[IHUCBMA

JNEPKAHUE PA3IUIHBIX JEJTOBBIX

X IeTajneH 1o IIOBOJY TOTr0, KaK

NpaBUIBHO OQOPMUTL NMCBMO. VIMEHHO BH WIHHH BHI GopMmupyer mepBoe
HE  HWHOTO CJIOBA, OH YXK€ COCTABUII

KaK BIMISAMT Bame miceMo, Kak oHO

OBELI €r'0 Harneyartarb, IOMHHUTE O

OAVH -JIBa MHTepBajia. Mexnay

ab3alaMu UHTEPBA JOMKEH OBITH Y KauecTBo mevatu 1omxHO GBITH
OTIMYHBIM. [l1si WCHONHeHMS omwMGo  HCHONB3yiiTe «tpux» wnn
BKIIEHKH.

2. Crenyiite normke, korga JeluTe Bamie U He
3a0BIBafiTe IPH 9TOM O €0 BHEIIHEM BHII CPOKY

ClIEyeT NpYyrol B CeMb — BOCEMB, MM O MHOIOE IIOTEPSIET B MJIaHe
oopmrenns. XKenarensHo pa36uBarh mu
OIMHAKOBOM BEJIUYMHBEI.
3. He 3abmBaiite 0 moasx, KOTOpBIE MOA B OBITH CO BCEx cropoH. Ecim
CTPaHMIIBI, €CIIM OHO CIIHMIIKOM
JTUHHOE, He ITBITAUTECh YMECTHTh HA OH  JTHCTE.

Pacnonoscenue meKcma nucoma no eepm

B T0 Bpems Kak rOpH3oHTaNBbHOE pPACHONOMkKEH
PasJMHHLIM, B ero BEPTHKAILHOM DAaCIONOXe M CyIIECTBYeT OIpee/eHHbIH
CTaHJapT.

1. Haspanme u anpec pameit xommanumy.
CII0COOOM BBEPXY CTPAHHIIBI («DUPMEHHbI OnaHk»). Vcrones3yercs TONMBKO
JUTS TEPBOH CTPaHUIIBI ITUCHMA.

2. Jlata namiercs 4epes maTh CTPOK IOCIIE YK  HHOTO B IIyHKTE ITEPBOM.
3. AJzpec momydJaTens, TOT e, YTO ¥ HA KOH

4. KoHKpeTHBIH anpecar: B ciIydae, ecid I CbMO OTIIPABJIAETCS Ha ajpec
KOMITaHMH HIIH OPraHH3alliy, HO BBl XOT T€, YTOOBI OHO OBLIO BPYHEHO
KOHKpETHOMY  4Y€JIOBEKY, 3arJlaBHBIMKW  OyKBaMH  ITHINETCS  CJIOBO
«ATTENTION» u viMs momyyarens.

5. Obpamenne. Crapaiitecs obpamarcs mo 1 u. B Tom cly4dae, €Clii OHO
HE3aBHCHMO, MOXHO B KadecTe ofpallle 4 HCIOIB30BaTh TUTYI HIH
AODKHOCTL anpecata. Ob6pamtenuss tuma «Dear Sir», «Dear Madamy,
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[Ipexxae yeM MBI TOAPOOGHO OCTAHOBUMCS Ha
[IMCEM, HEOOXOMMO OTMETHUTH Psif, CYILECTBER
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BIICYATIEHUe yuTarens. Eme He mpounras
OIIpEACIICHHOC MHEHHUE HA OCHOBAHUH TOT 0,
HareJarta-o.
Korz[a YCPHOBHK ITUCEMA YK€ COCTaBJICH U ]
TPEX BeIllax.
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1. ITuceMO MOMKHO OBITHP HANEYATAHO Y
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IIHCBbMO KOPO KO€, HE IIeYaTanuTe ero BBEp
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MACbMO Ha aO03aIlbl, HO
Ecnn 3a aG3anem B oxny
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bMO Ha a03ambl NPHUOIU3UTEILHO
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€ 4acTeUu IIUCbMAa MOXeT OBITE
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9HO OTII€YalaHO THUIIOTpadpCKUM
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Meronuna po3pobka 3 Temu
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«Gentlemen» BO3MOXHBI, HO YTO OHU TPUAAIOT MHUCHMY
oULHaTBHBIA TOH.

6. 3arnaBue MM TeMma IHCbMa. XOTA 3Ta IIO3WIMS W HeoOS3aTeNbHa, HO,
yKa3aB TeMy IHCbMa, BB JIUINHUK pa3 I JEMOHCTPHUPYET CBOE BEXKIHUBOE
OTHOIIIEHHE K ampecary. EMy cpasy ctaH  CHO, 3aCily)KUBAeT JH ITHCHMO
HEMEJUICHHOT0 BHUMaHMs. TeMy mucbMa  KXXe Cleayer NMOAYepKHUBATh WU
Hamy¥caTh 3ariaBHBIMA OYKBaMHU.

7. HemocpencTBeHHO TeKCT MUCbMa. AB3allbl TEKCTA PEKOMEHIYETCsI OTIENSATh
ApYyT OT Ipyra UHTepBaJlaMH.

8. BexuuBoe, QopmMansHoe  3aBepuieHH miuceMa.  JlJisi  BEXIHBOTO

O MOTYT OBITh HCIIOJb30BaHBI

clenyrolIne cTaHaapTHble (passl: «Yours truly», «Truly yoursy, «Sincerely

yours», «Respectfully yours», damunpap octu B manHoM ciydae ciexyer

u3berats. Hanpumep, dpasoit «Best wist MO>KHO 3aBEpIITUTH IIMCHMO B

TOM CJly4dae, €CIU ajpecaT BaM XOPOLIO 3HaKOM. Takue BEIpaXKEHMs, Kak
«Fondly», «Lovey mydiie ©crons30BaTh B 9aCTHOH HepeIcke.

9. Haspanwe Bamed KkoMmaHHH. DTOT Iy KT YacTO ONYCKAaeTCs B MeHee
dopmansHO#l nepenucke. HasBaHue cre CTaBUTh, €CIIU aBTOp INHUCHMA
IUIIET HE OT CBOETO JIMLA, a OT UMEHM 11 KoMnanud. Ho nockomsky ata
MHGOPMalKs CTOMT B Hayaige MHUChbMa, KOTOpPHIE HE CTaBST IOJIUCH B
KOHIIE BOBCE.

10. Ims HammcaBIiero, ero MOJDKHOCTH M 3Bapue. Ileuyaraercs YETHIPHMS

CTPOKaM¥ HIJKE IIPENUIECTBYIOLIETO MyH YTOOBl OCTaBHTh MECTO JIs
IIOAIIUCH.
11. MHMLMAIB aBTOpa W MHHUIIMANE] UCIIONH nuckMa. MHunuane! aBropa

I[MUITYTCA OOIBIITUMU 6}’KBaMI/I, 3aTeM UCpe3 I[pO‘SI) HJIKX JABOCTOYUE
MaJICHbKUMHU 6YKBaMI/I — WHHUIOHAIBI HAO

12. Tlepeuens npunoxeHuit. Eciu TakoB € HMEIOTCS, TO HEOOXOIHMO
HamucaTe cjoBo  «Enclosure» wu b CIIMCOK IMpUJIaraeMbIX
JOKYMEHTOB. OTO Oynmer rapaHThei , YTO BIIOXKEHHBIE B ITHCHMO
BaKHble Oymarw He OyayT cilydaifHo B poOIUEHHl B MycopHylo KosmHy
BMECTE C KOHBEPTOM.

13. B cmy4ae, ecnu xomus muchkMa Obina H NpaBieHa APYTOMY aipecary, B
KOHIIC BBl CTABUTE 3HAK «CC» M MMs 3TO  4YeJOBeKa. Temeps paccMOTpHM
oOpasel] mIchbMa, B KOTOPOM BBIJIEPKAHBI 9TH TPeOOBaHMS.
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O(QHUIINAJIBHOTO CIIOCc00a 3aBEPIINTH ITHC
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OTOMY BCEraa MOXXHO Y3HATh, KEM OHO Obl
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aTaBIICIO IIMCHBMO. Bﬂaronapﬂ
IMOATOTOBJICHO.
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MENT STORE
Strip
C‘alifornh 91417

the account of Mr. Gary Daniels,

ornia 91418. The balance on Mr.

past due; and, although we have sent
been unable to collect his debt.

ture Showrooms, Inc. He banksat
City Bank and has been a customer
le for your reference.

as we have in the past. Please lel us
which we can furnish you.

Martha Fayman
Credit Manager
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FLANAGAN’S DEPART
12207 Sunset
Los Angeles,

ooooooooooooooooooooooooooooooo

June 7,20__

Ketchum Collection Agency
1267 Hollywood Boulevard
Los Angeles, California 91401

ATTENTION: MRS. TERRY ROBERTS

Subject: Mr. Gary Daniels, Account #69 112

We would like to turn overto your services
4441 Natick Avenue, Sherman Oaks, Califi
Daniels’ account, $829.95, is now 120 days
him four statements and five letters, we have

Mtr. Daniels is employed by West Coast Furni
the Natick Avenue branch of Third National
of ours for four years. We have enclosed his fi

o P B A 6@ B e e o O ad e s s AR T K B S B ]

We are confident that we can rely on Ketchum
know if there is any further information with

ooooooooooooooooooooooooooooooo

...............................

cc Mr. Norman Hyman
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«JlinoBe nuctyBanns» «Business
\
Correspondence». [Tinrorysana Haepiuesceka T. I'. — Buk1ama"
JIOHELBEKOrO MOMTITEXHIYHOTO TEXHIKYMY.

2009 p.

Meronimyna po3pobka € y460BHM NMOCIGHUKOM TSl CTY/IEHTIE,
BHBYAIOYHUX OI3HEC-KYPC aHIIIIACEKOT MOBH i iCTHTH OCHOBHI 3pasku

JUIOBMX JIHCTIB, MPaBUIIA X 0OPMITCHHSI.

NPaBWJI IUTOBOTO JIHCTYBAHHS.
Mt ctynentiB 2-ro Ta 3-ro Kypcey ycix cremiaibHOCTEI.

Penien3eHr:
Honeuska I""M. — crapmmii Buknanay kapenpu «[HO3eMHHX MOBY
Honeuskoro Yuisepcurery ExoHomiku i Toprisni iMeni Tyran-

bapanoscbkoro.

Po3risiHyTO Ta cXBaneHO Ha 3aCiaHHi UKIOBOT KOMICIT 1HO3EMHHX MOB
(mpotoxon Ne4 Bix 4 mrotoro 2009 p.)

I'onoga IK HaspiueBceka T.T.
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To turn over — niepe1aBaTh

To collect one’s debt — mony4ats nonr
An account — 6aHKOBCKUH cUeT

To bank — (30eCh) UIMETH CUET

Past due — ipocpoueH (0 mosre)

To enclose — iprtarath K MACbMY

Omunocumenvno: 2-na I'apu [[pnuenc, cue Ne 69 112 003

Ilepedaem na Bawe paccmompenue pmayuio o cueme 2-na Iapu
[snuenca, npoocusarowezo no aopecy: 4441 Homux asewro, [llepman Oy,
Kanugoprus 91418, Bananc no cuemy [nuenca na cymmy $829,25
npocpoyern yice Ha 120 Owneu, u , xoma ezo U yemwvlpe pasa u

HanpasuIy NAMs NUCeM, €20 00 HaMU NoayyeH  ObLl.
I-n [pruenc pabomaem 6 xomnanuu «B  m Koyem Ioypymc, Huk.». O
umeem cuem 6 omoenenuu ITpemwveco Hayuon wHozo Cumu 6anxa na Homux

A6EHI0 U ABNAEMCA HAWUM KIUSHMOM HA maxcenuu uemoipex aem. [l
CHpagKU npuaazaem e20 00Che.
Kaxk u panee, c ysepennocmoio Ha Bawe azenmcmso

«Kemwam». B cnywae  Heobxodumocmu — npocum — coobuume,  KaKas
OONOAHUMENbHAA UHGOPpMayus mpebyemcs om 1
C yeasrcenuem,




image57.jpeg
bl

TEJI
Jid

uu





image58.jpeg
Pacnonoycerue mekcma RUCOMA HO 20p OoHmMANH

CymecTByeT NATE CmOCOGOB TOPHIOHTANLH IO DACIONOKEHHS MaTepuana
JIEJI0BOT0 NIMChMA Ha aHIITHHCKOM SI3BIKE.

1. TloHOCTBIO ¢OMOKHPOBAHHBIA cNoco6. Bce wacTy muchMa HaunHAIOTCS
OT Kpast I€BOTO moisd. ITO caMblil GEICTP W TpaAUIMOHHEIH CIIOCO6.

Chapter — (371.) otnenenue
To schedule — cornacosrBats
BHOCTH
To meet one’s convenience — 6u16 yNoGHBIM Koro — 6o

Ommuocumensuo: eusuma 0na npoeedents ex

Unenrr omoenenusn Hayuonanenoi Opean  yuu nencuonepos 6o Ppunopme
BLIPAIACAIOM BOMBULYIO SAUHMEPECOBARKOCTTL & HPOSEOSHHUU OIS HIX TEXYUH HA
meny: «3nauenue 3aKoHa o coyuanerom obecne  Huu sawert scusnuy. losmomy ¢

YYECHIBOM  MPUSHAMENLHOCIU  NPUHUMAIO APEONOdCEHUe  GLICHIYIUMD 6
Hawem kayoe.

Hawa opzanusayus nposodum ecmpeuu x w1l emoprux ¢ 20.00 ¢ s3ane
cpednen wixonst Ppunopma. lpozpamma ecmpey yoice cocmasnena 0o 20

noabpa. H noseonro Bam uepes weckomvxo  eil, umobw coznacosams damy
Baweit nexyuu 6 Gauocativui smoprux nocn  20-z0 wucna, xomopueii Gydem
ycmpausame eac,

Ynenol nawed opzanusayuu U A AUYHO ¢ HemepneHueM o0oKcudamy
nposedentsn Baweti rexyuy no maroi sancrot Hac meme.

C yeaoicerem,
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With much appreciation — c 4yBCTBOM IIpHU3HA
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NATIONAL ORGANIZATION OF RETIRED PERSONS
Freeport High Schoo! |

Attorney-at-Law
200 Center Street
Freeport, Vermont 66621

The members of the Freeport chapter of the National Organization of Retired
Persons would indeed be interested in a lecture on «The Social Security Act:
‘What It Means to Youy. Therefore, with much appreciation, I accept your offer to
address our club.
i

The NORP meets every Tuesday at 8 P.M. in the auditorium of Freeport High
School. The programs for our meetings through November 20th have already been
established. However, I will call you in a few days to schedule a date for your
lecture for the first Tuesday after the 20th that meets your convenience.

The membership and I look forward to your lecture on atopic so important to us all.

President

HP/bm
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Homemakers Ltd.
54-50 Riverside
Cardiff CFI LIW

Thank you for inquiry about our new tape-recorder. | am enclosmg our brochure,
which gives general information about the product.
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2. ConokupoBaHHBI cmoco6. Bee u
JEBOTO IIOJIA, KPOME J1aThl, BEXIHBOTO
HWMEHHU aBToOpa, KOTOpLIS Ha4YHHAaIoT
UeHTPaNbHOH ocu cTpanull. KoHKpeTHBI
MOTYT OBITh HAMEYATAHBI OT IEHTPA CTPaH

Inquiry — 3anpoc

VAT (Value Added Tax) — HJIC
Discount — cxunxa

To hesitate — coMHEBATLCH, KONEOATHCS

bracodapum Bac 3a zanpoc o mnawem
bpouttopy, 6 Komopou NPUEOOUMCS ObUAT UH

Ha Bawu ronkpemnvie 8oHpocel Mol
obpazom:

1. Cmoumocmv maznumoghona cocma
13,5%H]]C.

2. Muv npednazaem namunpoyenmuyio cu
8 5 u bonee macnumogporos.

3. 0oCMmasKy Mel CMOJNCEM OCYUECTEUmb
NOAYUEHUA 3aKaA3d.

4. Iloxa Ber ne omxpwinu y Hac ceoii
PPOU3EECMIUL ONAAMY OOHOBPEMEHHO C H

Eenu eosnuxuym opyeue sonpocwr, npouty 6e3

[IHUChbMA HAYMHAIOTCS OT Kpas
IIIEHHd, Ha3BaHWI KOMIIAHUH H
neyaraTb OT BEPTUKANBHOM

aipccart U TeMa ITMChbMa TAaKXKE

M mazHumogore. Ilpunazaio
0 Hauiem moeape.

omeemume  CAEOVIOUUM

300 ¢pynmos cmepaunzos nawoc

MpU 3aKA3e Ha NOKYNKY Napmuu

meuenue decimu OHEl co OHA

Mbl 8bIHVIHCOEHV! Npocums Bac
Uem HaM 3aKa3a.

1 cea3amubea co MHOI,
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STATE CHAMBER OF COMMERCE
Preston New Road
Dmvur, Colorado 61043

Glaston Potteries Inc.
20-13 Vorley Road
Little-Rock, Arkansas 46678

[\

=N

Thank you for your letter of 2 July. The provision of a list of commercial and
industrial wholesalers and distributors will constitute a chargeable enquiry. The
approximate cost of this service will be $300. The list will be sent to you
approximately six weeks from the date of payment receipt.
If you wish to pursue the inquiry, you should contact the nearest branch of our
information department.
l should be grateful if you could send trade literature on you products and
company.

~

Tony Dillman
Office Manager
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Po3pobka 3a6e3neuye mBuake i edeKTHBHE 3aCBOCHHS CTYZIEHTaMu




image66.jpeg
G L YT i v e ow on - e Gt s e 8 T oy oot  mam on ow o P




image67.jpeg
TO

emuH20601L
.
ouc
enaemcsa
00

ut

noopooH
¢o

M




image68.jpeg
3. IHoaycOsi0KkMpOBaHHBIH CIIOCO0. PACcIioN XEHUE TEKCTa TaKoe XKE, KaK U B
IHAChME BTOPOTO THIIA, 33 MCKJIOUEHHEM IO, 4TO KaX/IblA ab3ar Tekcra
Ha4YMHAETCs ¢ KPAaCHOM CTPOKH.

Provision — IpeOCTaBICHUE
Chargeable — ninaTHBIN
Wholesaler — oniToBUK

To pursue — IpoIOIKATH

Omuocumenvro: Bawezo 3anpoca o mapk uHgopmayuu

brazooapro Bac 3a Bawie nucemo om 2 uro.

Ilpedoocmaenenue cnucka onmosukos u mpubviomopos, pabomarowux 6
obnacmu mopzoenu u NPOMbIUUIEHHOCMU, S nramnuot yeayeou. Ipumepnas

cmoumMocms OaHHOU ycayeu cocmaeiiem 3 oonnapos. [ocmaexka cnucka
ocyuecmensiemcs npubIUUMENbHO 8 meueHue ecmu Hedelb CO OHA NOJYYeHUs
NIAMEINCHO20 NOPYUEHUS.

Ecnu Ber oicenaeme nonyuums 6onee VIO uHghopmayuio, cosemyem
obpamumucs 8 bauCAUWUT PUIUAT HAMEZO0 UH  DMAYUOHHO20 OMOeIa.

Byoy Bam 6aazooapen, ecau Bol eviuieme ne numepamypy o cbvime Baweu
npooykyuu u 0 Bautet komnanuu.
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JASONS COAL MININ

Head Office, Bruce H
Bruce Street, Aberdeen A

ooooooooooooooooooooooooooooooooo
----------------------------------
.................................

..................................

----------
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r. J. Simpson March 25, 2000
Claims Depariment
Kent, Clarke & Co. Ltd.
South Bank House
Borough Road
London SE1 OAA

Thank you for advising us that you never received e 14 tons of coal covered on
your purchase order No. 1239 dated 5 April 2000.

The coal was shipped on 16 April 2000. A tracer is being initiated and we will
notify you a5 soon as the information becomes ava able.

1f we are unable to determine the status, we will mediately release a duplicate
shipment.

We are sorry for this situation and assure you of prompt attention,

—Emily Snake

Shipment Department ES/k
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4. IllpamoyroabHbiil  cmocob. JToT PACcIONIOKEHHA Majlo dYeM
OTIHYaeTCqd OT [IEPBOrO. Tonexo aara 1nm Ha TOi CTPOKE, Ha KOTOpOﬁ
HATHHACTCA aipec, ¢ MpaBoil CTOPOHEL,  3aKAHYMBAETCA Y IPABOTO MOJIS.
HHI/II.II/IaJ'lBI aBTOpa U HCIIOHATEA, IT 4YCHBb HpHJIO)KeHI/Iﬁ IMATIYTCS B
KOHIIE NHCHEMA ClipaBa, Ha CTpOKax, rae PaCTIONOXEHBI TIOAIMKCH, UMS H

JOJDKHOCTE  HITH THUTYJI HaIIMCaBILUETO. H COCOHUHHUTH KpaﬁHne TOYKH
IIHCBMA, TO IIOTYYHUTCST NpAMOYTOJIBHU 10T crocob pacnoioKeHus
TIO3BOIIUT BaM BMECTHTH Oolee J.TUH NHUCBMO Ha OJHOH CTpa”Huue.

Hmefite B BRIy, uto AnMHa CTPOKM ol a ObITh He MeHee 50 3HAKOB,
HHEIE HA OINHOM CTpOKe, He

Brazodapio Bac 3a coobuyenue o mom, Bor max u ne nomyuunu 14 monn
Yeni no saxasy va nocmasky Nel1239 om 5 anpena 000z,

Yeono 6ein  omepyoicen 16 anpean 20 . Mo cderanu sanpoc o
nomepanHom epyse u coobupum Bam o pesyn 3anpoca, Kax moavKo NOAYUUM
coomeemcmeyIouyr0 unopmayo.

Ecnu nam me ydacmes swicnumo ezo moHaxoscoenue, 2pyz Gydem

He3AMEOTUMENLHO OMNPABNEH NOBMOPHO.
Hpunocum nawu uzeunenus 3a croxcueuty A cumyayuro u 2aeepsem Bac 6
MOM, UIMO NPUMEM COOMBENCIMEYIOUUE MEDbL.
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YTOOEI Pa3IHYHBIC IIO3UIUU, pPaclIoio
CIIMBAJINUCE.

To advise — coobmaTh
Tracer — 3anpoc

To notify — ysenoMmnsars
To pursue — nipogomnxars




image4.jpeg




image76.jpeg




image77.jpeg
UNITED DENTAL CARE CORP.
208 Eastside Road
Columbus, Ohlo 37891

Marcus Drugstore
15 Ellison Place
Mansfield, Ohio 37048

tis upsetting to leam that you have problems with our toothpaste.

Tony Maller, our representative, will meet you on Wednesday morning, 15
November to investigate the problem. He will take the samples which will be
forwarded to our Quality Control Depanmem for analysis
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5. YnpomeHHblii  cmoco6. Creayromuii  cmoco®  MOXHO — Ha3BaTh
YIPOLIEHHBIM. ['OpH30HTaNIbHO MaTepuall PaclojaraeTcs Tak e, Kak U B
nuCeMe IepBoro tumna. KpoMe 3Toro: HU TpagWlIHOHHOE [IPUBETCTBHE, HU
BEXXJIMBOE 3aBEPIIEHHE IUCbMa HE WCIOJIB3YIOTCS; TeMa IIHMCHhMa IHIIETCS
3armaBHBIMH OyKkBamM, cloBO “Subject” He mnumercs BooOIle, uMms H
AOJDKHOCTD WJIM TUTYJ aBTOPa TaKKe MHUITYTCS 3arjaBHBIMA OYKBaMH. JTOT
crocod Hambonee 5KOHOMHYEH, HO OYeHb OOE3NMYEH, ITOITOMY CIETyeT
YIOMSIHYTB UM aJ[pecaTa B TEKCTe NUChbMa XOTS ObI OAMH pas.
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Upsetting — oropunTeIbHBIN
Sample — obpazen

To investigate — u3ydarp
Inconvenience — Hey106CTBO

Mo 6vinu ozopuenwl, ysnas, umo y Bac eosmuxau npobnemvi ¢ 3y6HOI
nacmoti, NPouU38e0eHHOl Hauel KOMNaHuell.

Tonu Manep, npedcmasumens naweti komnanuu, écmpemumcs ¢ Bavu 6
cpedy ympom (15 nosbps) ona mwyamenvrhozo uzyuenus osnuxuieti npobnemor. OH
8o3bMem 00pasysl, KOmopwvle 3amem OYOYMm HANPaeneHvl 0N AHATU3A 8 OMOel No
KOHMPONIO Kayecmaad.

3asepsem Bac, umo npobrema 6Gydem pewena nezameonumenvHo, u Ber
Oyoeme yooenemeopeHvl pesyibmamamii.

IIpocum npuname nawu uzeunenus 3a cozoannvie Heydobemaa.
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CTpyKTypa Aenoeoro

Hanvcauye aipeca B J€N0BOM IUChMe UMeET ciiefyto ¥ Bua: Ms. J. Simpson Foreign
Rights Manager Chapman & Hall Ltd.

11 New Fetter Lane

London EC4P 4EE

England

O6paTuTe BHIMAHHE HA TIOYTOBLIA HHJIEKC.

Taqee nata
{Date)
12th December, 20 __
12 December 20
12 Dec. 20

IIpuBeTcTBHE
{Salutation) Dear Sir, Dear Madam, Dear Mrs. Smith, For the attention of
Mr. E. Wilson Dear Sirs,

KOMHJleMeHTﬂpHaﬂ KOHIOBKa

{Complimentary Close)

Yours faithfully, Yours sincerely,
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COKpaLleH
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B mrceMax He HOITYCKACTCA HUKAKHUX I'PaMMaTHICCKHAX

we've 1 T.11. Bce 311 ciioBa HYXHO ITNCATh ITIOJHOCTBIO

®opmar

. Ilanka nucema

. BHyTpeHHHi1 agpec

. Ctpoka: BHuUMaHme (He 00s13aTeIbHO)
. Jlara

. IlpuBercTBHE

1

2

3

4

5

6. Cchuika
7. KommneMeHTapHas KOHLIOBKA

8. Iloxmucek, TOIDKHOCTH, OTAEN

9. Tloceurounsie naunEanel 10.Bioxenus
1

1. Kormm

ui tina I' m, don't,
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Government of Canada (/)

Office of the Chairman
Public Service Commission (2)
Ottawa, Ontario

RIA ON7

Attention: P. Smith (3)

December 8, 1996 (4)

Dear Sir:  (5)

Ref: PC Program analyst (6)

XXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXX

XXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXX

XXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXX

XXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXX

Yours sincerely,  (7)
A Robertson
Director (8)

General Services Division

AP/CL  (9)
End. (10) cc:D.Dube (11
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1. BONBIIMHCTBO NMHCEM MUINYTCA Ha OjlaHKaX, rAe yXKe eCTh Ha3BaHue, alapec, HOMEpa
ree(oHOB GUPMBI ¥ IpOdHe JaHHble. AZpec OTIPABUTENI HHOT/A CTOMT B KOHLC UChMa
nocje HMeHH U JOJDKHOCTH.

2. Anpec TOTO, KOMy TIpeHA3HAYCHO MNHCHMO, pasMellaercs BBEPXY
CcJieBa.

3. BKiodyaeTcs B TeX CIydasX, KOTa IMCbMO OTIpaBiseTcs Ha (HUpMY, HO apecoBaHO
KOMy-TO THYHO. YacTo MUIIETCs Ha KOHBEPTE B HIDKHEM JICBOM yTILy.

4. OGBIMHO THIIETCS cieayomuM obpasom: March 1, 1995 v 1 March 1995.

5. 3a MpUBETCTBHEM CTOUT JABOETOYUE UM 3aTIATAL.

6. 3aMMCTBOBAHA U3 CIIy>KEOHBIX 3aMCOK, HO B INCbMAX MCIIONB3YETCs PEIKO.

7. O6bIuHBIe okoHuanwms: Yours sincerely, Yours faithfully.

8. Tlonmucsk, paciudpoBKa MOMIHUCH, TOIDKHOCTb, aipeC CIYHOT IPYT 32 IPYroM B CTPOKY

3TOM cllydae MOANUCH OyIET BBIITSACTh TaK:

pp Diana Price

David Bradly

Managing Director,

Tzie pp {perprocurationem, 1am.) 0O3Ha4aeT 10 JOBEPEHHOCTH, 33 KOT0-TO.

9. [TocputOuHble WHULMAIE YKa3bIBAIOT Ha TeX, KIO0 IIHcal (mepeBOALN)

MHCHMO Y /WU TIEYaTal €To.

00 3TOM YIIOMHHAETC ITOCJIC IIOCBLJIOQUHBIX HHHUITHAIOB.

11. Yka3zaHus Ha afpecaToB KOMMM IIMChMa AAIOTCSA B C2MOM KOHIIC.
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B JIEBOM JIOO B IIPaBOM yIIIy IHchMa. MIHOTAa MHCEMO MOXET OBITH IPOJAKTOBAHO OJHUM
4eJOBEKOM, a MOMAMMCAHO JAPYTHM, OOBIYHO CEKPETapeM. Hanmpumep, AMpPEKTOD,

OTIIPaBJIASICH B KOMaHIHPOBKY, OCTAaBHJI Harmeyararh ¥ IOANUCaTh NMUMCBMO CEKpETaplo. B
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10. Ecii K TIMCHMY IIPHIATaloTCsl KaKue-TO MaTepualibl (IPEeHCKyPaHThl, pekiaMa 1 Ip.), TO
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NuceMo-3anpec

ey Tlucmo-3ampoc [inguiry, Tt €ruiry) KOMIIQAVA TIOGMARST, KOTTA 0101
ronyen s n6zpOBiYI0 HHBOPNALLO D ToBPA {E0AdS);

TS, W 0T M {ovailability  goody);

TS TpRVA U CPOKR OGN {delivery dtes);

. omwits GEGOPMING OB YC.OBISX COCIAMON W Gwgwmx fiorms and
discoun's), cmocobe puscTopTupostr {method of  wransporiation),  CLpaxonad
{insurance).

- DRy Th HRGOPMALTIO @ e 10 ToRARH {prices of goods):

- oy kaTanony featulogues) w OOPAIII TORDE fscinpies of g0ods); 1P HATHCARITL

wcey:

AL OCOR CRBUSL KK MO GOeR TIOPOTHO

FTonH L CYTB Banpoca o give fdll detail), \10 UOBOTHT BaWENY e LOBOMY SPUHCPY
COKpiILb BpEMS H COCTARTEHHC OTBETa.

B eayuse, ec1n Rar ofpamaeTech ¢ samposans b HYH0 KONTITHO Ncpestil pan, # WICENG

HEMATOT HO RRIIONHFS CTETYIONAC NYHKTH:

2 Cyus sompocs.
3. Kpatre cuemeing o Buwcl xoumanmi.
4 FlpKCHES 1AAE KL KO CATPY AHITIESTRO.

Tipicit CoBGEM t1e CBMTENLID CTROTD APKACAMRATLC JARHON NOCICTOBITENLHOCTLL,

s

L TR e,




