Buabl genoBbIX NUcem
Types of business letters
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Buabl genoBbIX NnUucem

1 Llenn HanucaHma nucem moryT ObiTb
crnegyroLwmmMm:

v [purnacutb

v VIHdpopmumposaTb
v M3BUHUTBLCA

v BblCKkasaTb Xanoby
v N T1.0.
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Knaccudukauma genoBbiX NMcem

1 MHdopmaumoHHOe NMCbMO, U NUCbMO-
yBeJOMI1EHME

MCbMO-Xanoba n NMMCbMO-NPETEH3NS
NCbMO-MpUrnaLleHme n NncbMo-bnarogapHoCTb
MCbMO-3anpoc (U OTBET Ha 3anpoc)
MCbMO-3aKa3

[TucbMo-pekomeHaaums
[lucbmo-no3apasBneHue
MoTnBaumoHHOEe NMcbMo
ConpoBoauTenbHOEe NMCbMO

[
[
0
0
1 PeknamHoe nnucbmo
0
0
0
0




NMHdopmMaLmMOHHOE NMCbMO UM MUCBbMO
yBepgomneHue (letter of notification)

7 MUCbMO, 8 KOMOPOM coobwarom HEKOMOPYHo
UHopMayuro: o NosIyd4eHUU c4éma usu nucbma,
O Haslu4uu ornpeodesieHHbIX UG08 moeapa Ha
cksiade, u mak dasiee (uens - to inform).

0 KnuwunpoBaHHble opasbl

v | am writing to inform you...

v (B) We carefully considered your (proposal) and...

v | will be happy to meet you...

v | am sorry to inform you that | will not be able to
join you...

v B) It is our intention to...
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NMncbmo-xanoba n NMCbMo-
npeteH3usd (Letter of complaint)

0 MOKynameJsiu usiu KJlueHmabl yKa3biearom Ha
Hekomopoe Hecoomeemcmaeue noJsyly4eHHbIX Moe8apoes
unu oka3saHHbIx ycnye (uens - to complain). lNpu
HarucaHuu makoao poda rnucem O4eHb 8axKHO bbimb Kak
MOXXHO boriee 8exXrusbiM U makmuyHbiM. XKarnobbi u
mpebosaHusi deucmauu 1o ucripasrieHuro crioxusuweucs
cumyauuu 00/mKHbI bbimb 8bipaKeHbl KOPPEKMHO,
JTaKOHU4YHO U 6e3 amouyud. KnuwmnpoBaHHble dpa3bl:

v (B) I am writing to complain about...
v (B) | am writing to express my dissatisfaction with...
v (B) | regret to inform you that...

v (B) I would like to query...which seem unusually
high/low/bad/inefficient/...
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Mucbmo-npurnaweHune (invitation letter)
n nucbmo-o6narogapHocThb (letter of
gratitude)

0 - yesib maKoeao rnucbma - npuasgacums Ko20-slubo Ha KOHghepeHyuro,
npomo-akuuro unu roboe dpyzoe mepornpussmue, unu eblpasums
651a200apHocmb 3a Ymo-nubo (uens - to invite/to express thanks).
Takxe kak u nucbmMa-rno3opasseHusl, makue rnucbma nuwymcs rno
ornpeodernieHHoMy wabrioHy, 4Ymo 3HadumeribHoO yripowaem 3adadyy.

KnuwunpoBaHHble dpasbl Invitation Letter:

(B) I/we are happy to invite you to...

(B) I/we would like to invite you...

(B) Great Cherry Committee cordially invites you to...
(B) I/we request you to attend...

KnuwupoBaHHble ppa3sbl ans Letter of Gratitude:
(B) | would like to express my gratitude for...
Thank you for...

Thank you again for...

(B) We appreciate your...

| wanted to thank you for...

(B) With gratitude for your...
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[Tncbmo-3anpoc u oTBeT Ha 3anpoc
(inquiry letter)

I codep)xumcsi 3arnpoc Ha npedocmasJsieHue
HekomopbIx 0aHHbLIX: O moeape, 06 ycriy2ax, u m.
d. Cro0da xe exodsim u nucbmMa o 6poHuUpoesaHuUU U
op2aHu3ayuu ecmpey (uesnb - to request)

0 KnuwupoBaHHble dpa3bl:
v (B) I am writing to request some information on...

v (B) Could you please send me/us information
on/details of...

v (B) I/we would appreciate if you could send
me/us...

v (B) I/we would be grateful if you could/would...
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'TucbmMmo-3aKka3 n oTBeT Ha 3aKas3
(Letter of order)

]
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c/1e00M 3a NUCbMOM-3aripPoOCOM Yacmo npuxooum NUCbMO-3aKa3s, 6
KOMOpOM rnoKynameJsib 3aka3blgeaem me usiu UHble moeapbl unu
ycnyau (uenb - to order/to place an order). B makux nucbmax
csiedyem 4emKo U SICHO YKa3bléamb 8CH0 Heob6xoo0umyro
UHghopmayuro - HoMep 3aKa3a U KoJlu4ecmeo 3aKa3bleaeMbIiX
moeapoe, adpec u npednoymumersibHble ycsioeusi docmaeku u
ornsiamsl.

KnnwunpoBaHHble dpasbl:
(B) Please send me/us the following articles/items...

(E)dl wish/would like to buy/order/make an order/place an
order...

(B) I/we are pleased to place an order with your company...

|/we would like to cancel our order...

Please confirm the receipt of our order.

(B) Your order will be processed within 5 working/business days.




PeknamHoe nucbmo (Letter of
advertisment)

0 pacckasblieaem u npeodsiazaem moeap usnu
ycnyeay (uenb - to advertise). B makux
nucbmMmax obbI4YHO codepxxamcsi u3obpakeHus
moeapos, UX xapakmepucmuKu u
npeumyujecmea, 0ocmyrnHbie aKkyuu u
crieyuarsibHble rpeosioXXeHUusl.

\



Mucbmo-pekomeHaauusa (reference
letter or letter of

recommendation)......o pss wem - o
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recommend). O6bI4YHO yKa3bieaemcsi, omKyOa pekoMeHOyrowul
3Haem KaHOuOama, Kakoe Xapakmep ux compyoHudecmea,
npuYyuHbl, noyemy kaHoudam (He)nodxolum Ha OaHHYI0
eaKkaHcuro, rnpeumMyuw,ecmea kaHoudama.

KnuwunpoBaHHble hpa3bi:

(B) | am writing to recommend...

| am happy to recommend...

(B) | feel confident in recommending Mr White...
(B) Mr White has been a pleasure to work with...
(B) I can highly recommend her for...

(B) | believe that Mr White will be a positive addition to your
programme...

(B) Mr White would be a tremendous asset for your company...

(B) If/Should you need any additional information, please
contact/feel free to contact me.




Mucbmo-nosapasneHue (Letter of
congratulations)

1 (uenb - to congratulate. NucbMo-no3apaBneHne Ha
aHIMUNCKOM 513blke COCTaBUTb COBCEM He TaK TPYAHO, Kak
Ka)KeTcs - JOCTAaTOMHO 3HaTb TpaaULUOHHbIE
doopMyrnnpoBKu.

0 KnuwupoBaHHble dpa3bil:

v (B) Congratulations on...

v (B) Best wishes for continued success

v Good luck as you...

v (B) | am writing (this letter) to commend your
business success...

v (B) I/we would like to wish you all/every success in...
v (B) Please accept my heartiest congratulations on...
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MoTuBauMoHHOe NUCbMO
(Motivation Letter)

1 B 3TOM NUCbME Bbl 0ObSACHAETE, MOYEMY Bbl XOTUTE
NPUHATbL y4acTnue B TOM U NHOM MepOonpuUATUn
(uenb - to motivate). 3aecb Ba)KHO ykasaTb Balll
npenbiaywmm onbIT B 4aHHOW cdpepe, NPUYUHLI
BalLlero MHTepeca K BakaHcuu, nporpamme, Kypcy u T.
0., a TaKkkKe pacckasaTb O TOM, YeM Bbl DyaeTe
nonesHbl Ha AaHHOW OOJTKXHOCTK, NporpaMmmMe u T.4.

1 MoTuBauUMOHHbIE NUCbMA AN NOCTYMNMNeHUs Ha
obpasoBaTenbHbIe NMPorpaMmmbl YacToO Ha3bIBAKOTCS
Personal Statement. O4yeHb YacTo doopmart u
coaepxaHme rnogodHbIX MOTUBALMOHHbLIX MUCEM
oroBapuBaeTcsl.




Personal Statement
Requirements

Example:

[

<
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The personal statement offers you an oFFortunity to discuss the
talents, experiences and goals that quality you for acceptance to
the graduate program at Binghamton University. In preparing
your statement, please realize that the Graduate Admission
Committee is seeking evidence of your qualifications and
aptitude, as well as your ability to communicate clearly and
professionally.

Typically, the personal statement will incorporate the following:

Your reasons for pursuing graduate study at Binghamton
University

Your personal background
Your academic background
Your work experience
Your future plans




Personal Statement

0 B pasHoobpasHbix application forms mMoTuBaUMOHHOE NMMCBEMO MOXET
ObITb pasgeneHo Ha HeCKONbKO BOMPOCOB:

1 PART B: Professional Background and Leadership

1) The John Smith Fellowship is designed for outstanding
individuals who are already leaders in their country and have
been change agents in their field. In the space below please
describe your major professional achievements to date and show
how these achievements have demonstrated your leadership.
Your answer should be a maximum of 1000 words.

1 PART C: Programme Objectives

2) The heart of the Fellowship is an action plan. This is a project
that you will bring to fruition within one year of the completion of
your Fellowship and which you will develop during your stay in
the UK. Please provide below an outline project proposal for the
action plan or outline the main objectives you will seek to further.
Your answer should be a maximum of 1000 words.




Personal Statement

1 PART C: Programme Objectives

3) The heart of the Fellowship is an action plan.
This is a project that you will bring to fruition
within one year of the completion of your
Fellowship and which you will develop during
your stay in the UK. Please provide below an
outline project proposal for the action plan or
outline the main objectives you will seek to

further. Your answer should be a maximum
of 1000 words.
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ConpoBoauTeribHOe NMUCbMO

(Cover Letter)

I 8bICbl/laemcsi aMecme C pe3roMe; makoe
nucbmo rnnomoz2aem pabomodamersiro 6osibwe
y3Hamb O 8acC KaK O nomeHyuas/ibHOM
kaHOudame Ha no3uyuro. B
cornpoesodumesibHbIX NMUCbMaXx yKa3bieaemcs
obpa3oeaHue, penneeaHmMHbIlU (Uumerowuti
OMHoOWeHUe K KOHKpemHouU no3uyuu) onbim
pabomebl, HaebIKU U yMeHusi. Takxxe 8
coriposodumesibHbIX MUCbMax
060CHO8bIBarOMCSsI 8allu npeumMyuw,ecmea Kak
KaHOuOdama, eaw uHmepec 8 0aHHoU
eaKaHcuU, @ makKxe sall 803MOXXHbIU 8KJ1a0.
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OOwmume pekomeHgaLumMm No cocTaBreHUIO
TeKcTa AenoBoro nucbma

N\ N X X X

YBaxante Bpems Bawero agpecara
OneKTpoHHOE OenoBoe NMCbMO AOMKHO "yknagbiBaTtbea' B 80 crnos
[enoBoe NMCbMO Ha Gymare - B O4HY CTpaHuLy, €ClIM He YKa3aHO UHOe.

MoOTUBaALIMOHHbIE N COMPOBOAUTENbHbLIE NMUCbMA - MPUMEPHO Ha MONTOPbI CTPaHULbI
mnm B 2000 cnos.

Camoe nepBoe npeanoxeHune B Tekcte nucbma (body of letter) nomxHo
coaepXaThb Leflb, C KOTOPOW Bbl NULLETE.

B nocneayowmx absauax cnegytot Heobxoanmble aetanu. PekomeHayeTcs He
obcyxaaTtb 6onee TpEX BONPOCOB B 0A4HOM nucbMe. Kpome Toro, TEKCT NnucbmMa
OOMmKeH coctosATb 13 3 - 5 ab3aues:

rnepebil - Uesb HarucaHus, ykasaHue Ha rnpedbiOywul busHec-KOoHmakm
samopou

mpemut - HernocpedcmeeHHO codepXxaHue rnucbma

yemeepmail

namsil - oopMyribl 3mukema




KpaTkue utoru

1 B aHrnuinckom si3bike CyLLLECTBYIOT AEMNOBbIE NMUCbMa CreayrLmnX
BUAOB: UHOPMALMOHHOE NMUCbMO, UM MUCbMO-YBEOOMITEHNE;
MMCbMO-Xanoba 1 NMCbMO-NPETEH3UN; MMCbMO-NpUrnaLleHne n
NMCbMO-bnarogapHoOCTb; NMMCbMO-3anpoc (M OTBET Ha 3anpoc); NMCbMO-
3akas; peknamMHoe NUcbMOo; NMMCbMO-peKkoMeHaauust; NMCbMOo-
nosapaBneHne; MoTUBaLMOHHOE NMUCbMO; CONPOBOANTENBHOE MUCLMO.

1 ConpoBogutenbHoe nucbMo (Cover Letter) - BbicbinaeTcs BMecTe C
pes3tome; Takoe NMCbMO nomoraeT pabortogartento 6onbLue y3HaTb O Bac
Kak O NOTeHUWanbHOM KaHamMaaTe Ha No3vuumio.

1 B moTMBaUMOHHOM nUcbMe Bbl OGbACHSAETE, NMOYEMY Bbl XOTUTE
NPUHATBL y4acTue B TOM UM MHOM MeponpusaTum (uenb - to motivate).

1 OnNEeKTPOHHOE AenoBoe NMMCbMO OOMKHO "yknaabiBatbesa B 80 cnos, a
[enoBoe NMCbMO Ha bymare - B OIHY CTpaHuLYy, €CIn He yKa3aHo
NHoe.

1 Camoe nepBoe npegnoxeHue B Tekcte nucbma (body of letter)
[OIMKHO coAepXaTb Lienb, C KOTOPOW Bbl NULLETE MUCbMO.




YnpaXHeHusA

1 CocTaBbTe NO OQHOMY KOPOTKOMY AEfI0BOMY MUCLMY
Ha KaXgbl TUN NUCbMa, PaCCMOTPEHHbIN B NeKL1MN.
Mo BO3MOXXHOCTU, MCNONb3YyNTe KaK MOXHO bonblue
Knuiie.

1 CoomHecume Ha3eaHue nucbma U uyesib e2o0
HanucaHus:

invitation letter to motivate interest

letter of gratitude to invite

motivation letter to give more information
along the CV

letter of reference to express thanks

cover letter to recommend somebody
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