/lenoBada nepenucka
(Business correspondence)

Jlektop bopoauu C.A.




MeXAYHapoJHOro obpasLa

1. 3aroJI0BOK (agpec oTHpaBUTEA)

2. Homep mokymeHTa

3. /lara

4. CrieniuajibHbIe IOYTOBbIE OTMETKH (eciu
BBICBHLJIAETCS HEe OOBIYHOM ITOYTOM )

5. YBemoMJyIeHHEe O KOH(PUAEHITHAIbHOCTH

6. Anpecat (BHyTpeHHUH ajipec)

7. YKa3aHUe Ha JKeJIaTeJIbHOCTb
O3HAKOMJIEHU S



—

9. IlepBhIil ab3a1] nuchMa

10. OCHOBHOU TEKCT ITNUChMa

11. 3aK/JIIOYNTEJbHBIN a03al] n1uchbMa

12. 3aKJI0UYnTEeIbHAA (pOpMaA BEKIINBOCTU
13. llognuce

14. ITomeTka 00 MCIIOJTHUTEJIAX

15. Ilpunoxxkenue

16. Ko nucema (c.c.)

17. IToctckpuntym (P.S.)




ITpu oTcyTcTBUU (DUPMEHHOIO OJIaHKA ¢ Ha3BaHUEM (PUPMBI
aJipec MOMEIIAETCA B IIPABOM BEPXHEM YIJIy CTPAHUIIbBI

JJE€MEHTHI 3aroJIoBKa:
dupMeHHBIN JOTOTUII

=

2.  HammeHoBaHMUU GUPMBI UJIN OPraHU3AINH

3.  IlouToBbIU ajzipec

4.  AboHeHTckme HOMepa (TenedoH, Tenedaxc,
e-mail)

5. Ilom HazBaHMEM OpPraHU3AINH YaCTO YKAa3hIBAETCA POJI €€

eATeJIbHOCTH. B 3arojioBKax nmuceM aHTJIMUCKUX
AKIIMOHEPHBIX KOMIIAHUH WUHOTAA IIPOCTABJIAIOTCA (PaMUINU
INPEKTOPOB KOMIIaHUH.



- HasBaHUA POCCHUMNCKUX (PUPM M KOMIIAQHHWM HE HEPEBOAATCS Ha
WHOCTPaHHbIE A3bIKK. OHU NUIITYTCS JJATUHCKUM IIPUGTOM B
TPAHCKPUIIIINH, IIPUHATOH JIJIsI BCEX NHOCTPAHHBIX SA3BIKOB. B KOHIIE
Ha3BaHUU MHOTHX aHIVIMMCKHUX TOPTOBBIX 1 MPOMBIIIIIEHHBIX
IIPEeANPUITHHN, 0AHKOB U T. ZI. CTOUT ¢JIoBO Limited (cokpamienHo Ltd.):

e A.Smith & Co., Limited
e The Sheffield Engineering Co., Ltd.

« Cnoso Limited mipescrasisieT coboii cokpaliieHre BeipakeHus limited
liability company kommaHus ¢ orpaHUYeHHON OTBETCTBEHHOCTHIO. DTO
BbIpayKeHUe 03HAUaeT, YTO OTBETCTBEHHOCTD YJIEHOB KOMIIAHUU
(aKIIMOHEPOB) OrPAaHHUYNBAETCSI HOMUHAJIBHON CTOMMOCTBIO
npruobpeTeHHbIX uMu akiuii. B CIIIA BmecTo cioBa Limited mociie
HAa38aHUIl MHO2UX TOP2080-NPOMbIULAEHHbIX Npednpusmuil cmoum
cno6o Corporation miu citoBo Incorporated (cokpariienso Inc.).
Corporation o3Ha4aeT coefUHEHNE JIUII, KOPIOpAIlus U B Ha3BaHUAX
aMepuKaHCKUX GUPM, OAHKOB U T. /. B OOJIBIINHCTBE CIydYaeB
ynoTpebsisiercss BMecTo stock corporation akimoHepHas KOpHopalus.
Incorporated (Inc.) o3HauaeT 3aperucTpUPOBAHHBIN KaK KOPIIOPAIIHS:

e The American Mining Corporation
 James Smith and Company, Incorporated



OtcytcTBue cnoea Limited (Ltd.) B HasBaHUAX aHrMUUCKUX
npeanpuatum u cnoe Corporation unu Incorporated (Inc.) B
HA3BAHUAX GMEPUKAHCKUX NpeAnpUaTUA yKasbIBaeT Ha TO, YTO
AGHHOe npeanpuaTUe aengeTcsa ToapuecTsom (partnership),
UsieHbI KOTOPOro OTBeYaroT No 0643aTenbCTBAM NpeanpUuaTUS BCeM
cBOUM umylectesom. ObpasLbl Ha3BAHU TOBAPULLLECTB!

James Brown & Co.

Robinson & Sons

Bennet Bros.*

Mills & Green

*  Bros. dengetca cokpaweHuem cnoea Brothers (6patbs).

** 3Hak & — Tak HasbIBaeMbIM ampersand — 4acTo ynotpebnsercs B
Ha3saHUax pupm emecto and: & CO. umtaetca and Company.



What company (English or American)
are these letters written to?

» Black & Co., Ltd

- James Smith and Company, Inc.
- Harold Green, Esq.

» Mr. H. White

> Mrs. R. Palmer

- James Brown & Co.

- Bennet Bros.
- Mills and Green



Obpa3seuy 1:
RELIANCE HOLDINGS FINANCE GROUP

8 Martins Lane London EC2V 6BH
Telephone 0158837

14™ April 2009



Obpa3seuy 2:

TOWER
STATE
BANK

POB 2369
1314 North 38! Street
Kansas City
Kansas 66110
I-3100
January 31, 2009



Obpa3seu 3:

GREY, BLACK & CO.
SOLICITORS Tel.: 01 38 5599

T.M.White 265 Holborn
G.R.Jones LONDON WGIH 8BA



Homep AOKYMEHTaA

e JacrTo B 3aro/JioBKe HaArnevaraHo yKazaHue Ha
CCBLJIKY, KOTOPYIO OTIIPpAaBUTE/Ib IINCHhMa
IIPOCUT aApecara ymoOMAHYTh B CBOE€EM OTBETeE.
B cechLIKax 0OObIYMHO NPUBOAATCA COCTAaBUTEIA
IMHUCbMAa, UHUIUAJIBI TOT0, KTO IMCHhMO
nevyara’j, o003HaueHue OT/Aesia, HOMeP jJeJia
1 T. 1. (Your Ref. — mpu mosayueHuu nucbMa,
Our Ref. — npu oTBeTe HA IINCHMO)

e Our reference (or Our ref.) AC/DK/156
Hama cepiika AC/DK/156

- In your reply please refer to FLL/KD/151621 B
Bairem oTBeTe npocum cociaTtbes Ha FL/KD /151621



/laTa

YKasbpIBaeTcsd o/ aipecoM OTIIPaBUTEIA B
IIPABOM WJIM JIEBOU YaCTH CTpaHUIlbl. He
PEKOMEH/AYyeTC IMHUCATh B IU(MPPOBOM
BhIpa:KEHUM, HaIpuMep: 03.06.05

British English: nenp — mecsn — roj
American English: mecsi1 - nenp — rop
June 3, 2005
374 June, 2005



It is desirable that you should learn and
remember some Russian word-combinations
such as:

» OT cerogusmHero unciaa — of today's date

- Ot Buepaintero uucia — of yesterday's date
» Ot Toro ke gucya — of the same date

« See examples:

» Our telegram of today's date...

 Our letter of yesterday's date ...

 Our cable of the same dale.



Translate the following sentences
from Russian into English

« MpbI nosryunsiu Batiie mrucbMo, IaTUPOBAHHOE 28
deBpas.

 [TogTBepKmaem nosydyenve Bamiero nucbma or 15 mMas,
3a KOTOpoe MbI Bac biarogapum.

e MBI mostyuymsiv Baiire mucbMoO OT 22 mas, TeJierpaMMy OT

21 Mmad.
- IloaTBep:kmaeM c 6y1arogapHOCThIO ToydeHre Baiiero
[IMCbMa OT 20 AHBAPH, IIoCJIaHHOTO BaMu B OTBeT

Ha Halll€ ITIMCbMO, JaTHUPOBAHHOE 15 AHBapA



Read the dates and correct possible
mistakes

* Oc. 27, 2003 09 June, 1970
10" Jan. 2000

* 12.03.1999 21th May, 1986
September 20, 2003

- 13" Novem. 1989 April 3™, 1981

Aug. 31th, 1987



» Ecstn mucbMo 1mmockuiaeTcss He OOBIYHOU ITIOYTOM,
00 3TOM MOKET OBITh C/IeJIAHO CIeI[MaJIbHOEe
yKa3aHHe MOo/I CTPOKOM C JIaTOM, HalIpUMeEDP:

« January 10, 2001

« EXPRESS MAIL

» YBeZIOMJIEHYE O KOH(PUAEHIINAIbHOCTH
O3HA4aeT, YTO MUChMO MOKET OBITh BCKPBITO
TOJIBKO aJ[pecaToM UJIN JJOBEPEHHBIM JIUIIOM.
3alnch JieJIaeTcs Mo/, JaTOW UM aJIpeCcoM, a
TaKKe Ha KOHBEPTE.

« January 10, 2001

« CONFIDENTIAL



AapecaT (BHYTpeHHUM agpec

YKasbIBaeTcs Mo/ aZIpeCOM OTIIpaBUTEIA OT HA4YaJia I10JIA CJIEBA.

IIpu agpecoBaHUY NHCEM KaKoN-I100 pupMe Wi APYyTrol OpraHu3anun
cjietyeT IIPUBOANTD Ha3BaHUE OPraHu3aIluy OJTHOCThIO B TAKOM JKe BHUJIE, B
KaKOM OHO JJaHO B 3aT0JIOBKAX ITHCEM, UCXOJIANIUX OT 3TOM OpraHu3alliH,
I B TOPTOBBIX CIIPABOYHHUKAX, HE OITyCKasl KAKUX-JIN0O0 COKPAIeHU N UIn
n3MeHeHUH. Tak, BMecTo Ha3BaHUA KoMIlaHUHU Robert Brown and Co., Ltd.
He cJIeyeT BO BHYTpeHHeM ajpece nucath R. Brown and Co., Ltd.,
IIOCKOJIbKY OyKBa R MoskeT ObITh ITepBOM OYKBOI He TOJIBKO cjioBa Robert, HO
u cyioB Richard, Reginald u . 1.

Yrkazanue Ha 2KeJiaTeJIbHOCTD
O3HAKOMJICHUA:

Yxkazanue For the attention of o3Hagaer keJj1aTeJIbHOCTh O3HAKOMJIEHUS C
coZiepKaHUEM KaKOT0-TO OIPEAEJIEHHOIO JIUIA.



Speak about a company and its
responsibilities according to its name

- Smith & Co., Limited

= The Sheftfield Engineering Co., Ltd.

- The American Mining Corporation

- James Smith and Company , Incorporated
- James Brown & Co.

= Robinson & Sons
- Mills & Green



WH\

[TomemaeTcsa mo0 BHYTPEHHHUM afpecoM 0e3 OTCTyIIa OT JIEBOM I'PaHUIIBI
TEKCTa

+ Korga mucbpmo agpecyercs OTaeTbHOMY JHIY — MY3KYUHE, TO
nepej ero paMmuIneu CTaBUTCA CJIOBO Mr., KOTOpoe
IpeACTaBJIsAEeT CO00M cOkpalienue ciosa Mister mucrep,
TOCIIOJAUH U IMMOJHOCTHIO HUKOIIa He mullierca. B KoHIie cHoBa
Mr. OOBIYHO CTAaBUTCS TOYKA.

 Ilepen damuinel una ciaeayeT yka3aTb €ero UM WU IepBble OYKBBI

MeH:
e Mr. Harold Brown wmwucrepy (uiau rocnmoauny) I'apoasay BpayHy
e Mr. A. White Mucrepy (wiu rocnoaguny) A. Yaurty

e Mr. M. D. Black wmucrepy (miu rocnoguny) M. /1. Bisky

Dear Sir — YBakaeMblii TOCIIOAVH!

Dear Sirs — YBaxxaemnble rocrmoza!

Dear Madam — YBaskaemas rocroa!

Dear Mr. (Dr., Prof.) Smith — eciu u3BectHa pamuans

Gentlemen — I'ocriozra! — ripu o6parntennu B opranusanuio (pupmy) B CIIA.



Do these Salutations correspond with
the Close?

Dear Sirs — Yours sincerely

Dear Mrs. White — Yours truly

Dear Sir — Yours very truly

Dear Miss Brown — Yours very sincerely
Dear Madam - Yours faithfully
Gentlemen: - Sincerely yours

e How formal are these letters?

« Dear Sirs, Dear Madam
o Dear Mr. Smith Dear Mrs. Brown
Gentlemen: Dear Miss White

Dear Sir Dear Sally



» B oT/inune OT pyCcCKOIo SA3bIKa, B AaHTJIMMCKOM SI3bIKE
VM1 UJTU TIEpBbIe OYKBBI MMEH KaKOTO-HUOY/Ib JIUIA
(BKJIIOUAsA UMeHa UM MHUIUAJIbBI POCCUMCKHUX I'PaK/aH)
HUKOT/[a He MUIIIYTCs T0csie (paMUIny, a BCEr/ia mepey]
Hel. ITponucHbIe OYKBBI, BCTPEUAIOIIHECA TTOCTIE
Gamnii Kakux-J1100 JIUII, ABJIIOTCSA COKPAIEHUAMHY,
yKa3bIBAIOIIMMU Ha IIPUHAJIEKHOCTD K OIIpeAde/IeHHOM
opraHu3aluy, Ha 3BaHHE UJIH Ha OPJIeH, KOTOPhIM
HarpakJieHo 3TO JIUIIO:

o A. B. Smith, M. P. (M. P. - Member of Parliament
YyJjieH nmapJjaMeHTa),

e C. D. Brown, M. 1. CE. (M. I. CE. = Member of the
Institution of Civil Engineers - uwien MaCcTHUTYTa
IPAKJAHCKUX UHKEHEPOB);

o E. F. White, LL. D. (LL. D. = Doctor of Laws goxtop
IOPUNYECKUX HAYK);



- IHOT1a MHCHhMO afipecyeTcs O KHOCTHOMY JIUITY B
Kakou-HUOyAb opraHusanuu. Korga daMmuiis
JINIA, 3aHUMAaIOIIEro onpeaeeHHYIO I0JKHOCTh B
JTaHHOM OopraHu3alyy, Heu3BeCcTHA, TO ajpecaT
o003HayaeTcs CJIeyIoIIM 00pa3oM:

» The Chairman, (mpeacesaTe o KoMIIanumn) A.
Smith & Co., Ltd. (A. Cmurt su7 Ko. JIumurten)

» Ecim ke u3BecTHBI Kak (paMUINs, TaK U JOJIKHOCTD
azipecaTa, TO OHU MHNOIYTCA CJAEAYIONINM 00pa3oM:

* R. S. Jones, Esq., Chairman, ( P. C. [I:xoyH3y,
sckBalipy)A. Smith & Co., Ltd. (mpeacenaresiio
koMmiiaHnuu A. Cmurt 317 Ko. Jlumuresn)



* M 1 (paMUJIMNIO JINIA, KOTOPOMY a/IpeCcyeTCs
[I1CHbMO, CJIEAYET IIMCaTh TaK, KAK OHU JJAHbI B
CIIpaBOYHUKAX WM B JIUYHOU IIOAIIMCH JIUIa HA
[I0JIy4Y€HHbBIX OT HErO IIUChMAaX.

* [locsie HamMeHOBaHUA OPraHU3aI[UU WU
(paMuiInu agpecara Ha OTZEIbHOU CTPOKE
IHIIEeTCS 1)HOMED JioMa M Ha3BaHUE YJIUIIBI, a
3aTeEM — TaK:Ke Ha OT/IEJIbHOH CTPOKE — 2)
Ha3BaHue ropojga. Homep goma Bcermga CTOUT
[epe/i Ha3BaHHUEM YJIUIIbI.

- HazBaHMe ropoga cCOmpoBOKIAETCA B
HEOOXOZMMBIX CIyYasiX IIPUHSITHIM
0003HaUeHHEM IIOUTOBOTr'O parioHa.



e YKa3aHue Ha KeJiaTeJIbHOCTDh O3HAKOMJIECHUS

- Ykazanue For the attention of o3nauaer
»KeJ1aTeJIbHOCTb 03HAKOMJIEHHSA C COZlepKaHuEM
I1CchbMa, aJpeCOBAaHHOTO OpraHu3aIuu, KaKoTo-
TO onpejiesieHHoro Juna. OHo MoKeT OBITh
HeoOXO0IMO, KOT/ia OTIIpaBUTENb He 00J1a/1aeT
rojiHoM nHdopmanuen 06 agpecare. OOBIYHO
TaKO€e YKa3aHue IIOMeIaeTcsA IIOT BHYTPEHHUM
aJIpeCOM.

e For the attention of the Production
Manager

e For Attn.: Production Manager



O6paulleHue

- BerynmurenpbHOE obpaliieHe U 3aK/II0UNTeIbHaA
dopMysia BEKJIUBOCTHU IIPEACTaBIISIOT COO0OH
cTaHapTHbBIE GOPMYJIbI, UTPAIOIIKE B ITHChMax
Ty 7K€ POJib, KaKyI0 B Pa3roBOpe UTrpaioT
BeIpakennsa Good morning, good bye. ITocye
BCTYIIUTEJIHbHOI'O OOpaIlleHHsI CTABUTCS 3aIsaTas
(B AHrytun) nau agsoeroune (B CIITA), a mocsie
3aKJII0UYUTEIbHOU (POPMYJIbI — 3allsATasd.




3aKntouynTenbHasa dopmMa BEXIMBOCTH

M crosib3yeMble 000POTHI JIOJIKHBI COOTBETCTBOBATD
CUTYyalllH, a TAKXKE BCTYIIUTEJILHOMY 00OpalieHUIo.
C ysaxcenuem Yours faithfully
Hckpenne Baww Sincerely yours
Truly yours
Yours very truly
Best wishes nnu Best regards (HeIpUHYKIEHHBIU
CTUJIb)
Pacrionaraercst yepes 2 MHTEPBaJIa OT COJEPKAHUA
MKUChMa C IPABOU CTOPOHBI CTPAHUIIBI Ha
OJTHOU BEPTUKAJIM C IaTOH,
PACIIOJIOKEHHOM BBEPXY.



8. 3aKknwuntenbHasa dpopma BexMBoCcTH - Closing salutation

Dear Sirs, - Yours faithfully/Faithfully yours
Dear Sir,

Dear Madam,

Dear Sir or Madam,




8. 3aKknwuntenbHasa dpopma BexMBoCcTH - Closing salutation

Dear Sirs, - Yours faithfully/Faithfully yours
Dear Sir,

Dear Madam,

Dear Sir or Madam,

Dear Mr Green, - Yours sincerely/Sincerely yours
Dear Mrs Green,
Dear Miss Green,
Dear Ms Green,




8. 3aKknwuntenbHasa dpopma BexMBoCcTH - Closing salutation

Dear Sirs, - Yours faithfully/Faithfully yours
Dear Sir,

Dear Madam,

Dear Sir or Madam,

Dear Mr Green, - Yours sincerely/Sincerely yours
Dear Mrs Green,
Dear Miss Green,
Dear Ms Green,

Dear Peter -Best wishes
-Yours sincerely/Sincerely yours




8. 3aKknwuntenbHasa dpopma BexMBoCcTH - Closing salutation

Dear Sirs, - Yours faithfully/Faithfully yours
Dear Sir,

Dear Madam,

Dear Sir or Madam,

Dear Mr Green, - Yours sincerely/Sincerely yours
Dear Mrs Green,
Dear Miss Green,
Dear Ms Green,

Dear Peter -Best wishes
-Yours sincerely/Sincerely yours

Gentlemen: -Truly yours
- Yours faithfully/Faithfully yours




Give the correct salutation and complementary close
in each case.

» 1.Burke & Sons Ltd. » 4.Ms Angela Box
Dear... Gorton and Sons
Yours...

- 2. Sales Manager - 5.The Manageress
BGW Electronic Ltd. Bells Supermarket

* 3.Mr A.L. Moon e 6.Peter Brown

BritishRaills ..l



Give the correct salutation and
complementary close in each case.

e 7.The Manager 9. Trufit Shoe Co.
Fuchi Bank 841 Pacific St
Tokyo Los Angeles

Dear........... e,

YOUursS.......... e

e 8. Ms B Carrillo
Restaurante iBien Padre

Guadalajara



B 3aroJioBKe K TEKCTY IIUCbMa JIA€TCA €ro
KpaTKOe M TOUHOe Ha3BaHMe. OH IoMellaeTcs
I1ocjie oOpallleHus K agpecaTy U OTKPbIBAETCS
cioBoM Subject mu cokpanieHueM
Re.(regarding). Bce cjioBa, KpoMe Ipe/jIOroB,
COKO30B U aPTUKJIEU, MUIIYTCA C HPOIHUCHOU
OYKBbI, BCe BhIpaKeHHE IOJUEPKUBAETCS IS
IIpUBIeYEeHNS] BHUMAaHUS YATAIOIIETO.

* Re: Letter of Credit No.12/1416

e Jlajiee TEKCT MUChbMa pa3onuBaeTca Ha
a03anpl, oTHAeJasAeMble OJHUM CTPOYHBIM
mpooeIoM



7. OcHOBHOM TeKCT nucbMa - Body of the letter
P.T.O.(“please turn over”)
... Continued

We are writing to enquire about...

We are writing in connection with....

We are interested in ... and we would like to know...
Thank you for your letter of (date), concerning...

1 BerynurenbHan
4acThb

2 | leranu(ocHOBHAA
YacTh)

4 | 3akauuTeIbHAasA
JacTh




7. OcHOBHOM TeKCT nucbMa - Body of the letter
P.T.O.(“please turn over”)
... Continued

We are writing to enquire about...

We are writing in connection with....

We are interested in ... and we would like to know...
Thank you for your letter of (date), concerning...

1 BerynurenbHan
4acThb

2 | leranu(ocHOBHAA

‘IaCTI)) B 3aBucuMocCTH OT THIIA TUCHMA.

4 | 3akauuTeIbHAasA
JacTh




7. OcHOBHOM TeKCT nucbMa - Body of the letter
P.T.O.(“please turn over”)

... Continued
1 | BerynurenbHas - We are writing to enquire about...
TacThb - We are writing in connection with....

- We are interested in ... and we would like to know...
- Thank you for your letter of (date), concerning...

2 | leranu(ocHOBHAA
yacTh) - B 3aBHCHMOCTH OT THUIIA MCHMA.

4 | 3axmountessHat | o We look forward to trading with you to the mutual
JacTh benefit of our companies.

- We hope to establish fruitful business relations with
your company.

 Your soonest reply will be appreciated.

- We look forward to receiving your
reply/order/products/etc.




[lognuceh.

o Jly1st moamucu OOBIYHO OCTABJISIOT MPOOETT B 3-5 CTPOUHBIX
HHTepBaJia. B 610K BXOAUT yKazaHHe UMeHH U (paMUInu
aBTOpa COOOIIeHMs, eT0 TOJIXKHOCTU 1 3BaHUSI:

e Yours faithfully,
e (signature)

e John Brown

e Sales Manager

- MHorza nepes noAruchio crouT abopesuatypa p.p. (oT per
pro - for and behalf of — oT umenu, 3a). Cekperapu cTaBsaT
ATOT TEPMUH, KOT/Ia IIOAIINCHIBAIOT IIHMChMa OT UMEHH CBOUX
HaYaJIbHUKOB.

e Yours faithfully,

e (signature of Mary Thomson)
e p.p. J.Mill

« Managing Director



 Eciiu Kk muchbMy IpuiaraioTcs JOIOJTHUTEIbHEIE
MaTepuasbl (IpOCHEKThI, IIPENCKYPAHTHI), B
KOHIIe NuchbMa ( B HUXKHEM JIEBOM YTIJIy) 00 3TOM
nesaercda noMmerka: Enclosures (Enc., Encl.)

 Enc.: Cheque

» Komuu oHOro muchbMa MOTYT PACChLIAThCS
HEeCKOJIbKUM JinnaM. 11pu aTom jiestaercA
rmoMeTka c.c. (carbon copy):

» c.c.: Prot. S. Johnson; Dr. Thomas Burke



o . ITocTCKpUIITYM — ZIOIIOJIHUTEJIbHAS
nH(opManusa B KOHIlE MHUCbMa, 10 KAKUM-JIH00
IIpUYHAM He BKJII0OUeHHas B OCHOBHOM TEKCT,
WJIN JIOIIOJTHUTEJIbHOE MOoTUepKUBAHNE KaKOM-
1160 BakHOM nHopManuu. Hauano

IIOCTCKPHUIITYMa OTMeuaeTcsa abopeBuaTypOu
P.S.



Lay out the following parts of the letter
according to the rules you have studied.

» 1 Date

» 2, Sender’s address

» 3. Inside address

* 4. Signature

- 5. Closing salutation

» 6. Subject of the letter
- 7. References

- 8. Enclosure

» 9. Opening salutation



« 1-81 North Street
« London WiM2FW
« Tel. 01-676 9096
- Miss Margareta Lindell,.
- Slottaberget 26,
- Goteborg 41803,
- Sweden.

« Your ref:
e Our ref: FH/ts

o Dear Sir

- Thank you for your letter of the nineteenth of May nineteen hundred and
eighty-seven.

. I have pleasure in sending you our brochure with details of all our holidays.
« Ilook forward to hearing from you.
* 2001, may 22nd.

- Best wishes
- Sales Manager

e Fred Henderson



Lay the letter out, ustng the
information below.

o Letteri

« Use your own name

» You work for AMOS PARAN of 48-A, Parklane
road, Brisville.

 You are Head of Administration. You are writing
to J. du Pont, Sales Manager of Fournier ET CIE
of Avenue Ravigny 14, Paris XV concerning your
letter dated May 7,2011.

» Your secretary’s name is Lola Brown.
- Use today’s date.



DK 1110
Copenhagen K
Denmark
12 May 2005
Confidential
Ulrasonic Ltd.,
Warwick House
Warwick Street,
London SW 23 IJF
United Kingdom

For the attention of Sales Manager

Dear Sir or Madam,
YBaskaeMblll rOCIOIH/TOCHOXKAa



Please would you send me detali o! your qua!rap!omc ‘HH

sound systems which were advertised in the June
edition of “Sound Monthly”.

I am particularly interested in the Omega range of
equipment that you specialize in.

Iloxkasynicra, BBIIIJINTE MHE OIIMCAHHE
KBaZIpa)OHHBIX 3BYKOBBIX CICTEM, KOTOPbIE
PEKJIaAMUPOBAJIUCH B UIOHBCKOM HOMepe «CayH/1
Mancau». MeHsI B 0COOEHHOCTH UHTEPECYET
obopynmoBanue «OmMera», Ha KOTOpoM BbI
CIIeI[UAJIU3UPYETECD.

Yours faithfully, VckpeHHe
Bamia (¢ yBaskeHHEM)

Brigitta Kaassen (bpururra Kaaccen)



MAObl AE€10BbIX NMMCEM

[TucpMmo-3arnpoc (an Inquiry letter)

[Tucemo-otBet (the answering letter, replies)

[Tucemo-3aka3s (inquiry and order)

M3Bemenne 06 orupaBke (the advice of dispatch)
[Tucemennas xanoba(pexaamanus) (a letter of complaint)
ITucemo-oTBeT Ha kano0y (a letter of adjustment)
. PaszimuHbIE€ aCNEeKThI e/I0BOH KOPPECIIOH/IEHI[H:

- mepenucka ¢ baHKOM

* IIEpENUCKAa, CBI3aHHAA C II0e3JKOHU

 pEeKJIaMHOE ITHChMO

* YCTPOKCTBO Ha paboTy (pe3roMe, peKOMeHIaTeJIbHOE,
COIIPOBOAUTEIHFHOE ITHCHMO)

 CTpaxOBaHHUE
» (dopc-MaxKOpHbIE 00CTOATETbCTBA

* MO3JIPaBJIEHUS

« co0OJIe3HOBAHUE

 0J1arOJapPHOCTH 3a TOCTEIIPHUMCTBO



DEBMATYPbI (CTP !

c.l.f. — cost, insurance, freight
Cu@® - CTOUMOCTD, CTpaxOBaHMeE, (PPaXT

F.O.B. — free on board
®Ob - ¢dpanko-60pT

f.o.r. — free on rail
FOR - (paHKO-pesbehl, hpaHKO-BAaroH

C&f — cost and freight
KA® - ctouMocTh 1 QpaxT



. Buabl pgenoBbixX NUcem

1.3anmpocsl

2, IIpeayioxeHudn

3. 3Jaxka3bl

4.11laarexxkn
5.2Kanoos1r(PekaMaiiiim)



1. Translate the letters into Russian
and decide what is the type of each
letter

 Dear Sir,

- Please open an irrevocable documentary credit
for $22 000 in favor of Delta Computers Ltd.,
England. I have enclosed your application form
with all the relevant details completed.

» Please inform me when you have made
arrangements with your agents in London.

» Yours faithfully



* 4. Dear Sirs:

- Thank you for your letter of 23 January, in which
you offered us your services in placing our clients'
advertisements in magazines published in France.

« Our clients welcome the opportunity and should be
glad to have full information about the magazines in
which you intend to place their advertisements. In
particular, they want to know the readership,
circulation, and one-time advertising rates.

- A prompt reply would be appreciated.
« Your faithfully



o Dear Sirs:

« We would like to make reservation at the "Holiday Inn"
for our five employees who will take part in the annual
trade ﬁXhlblthIl in Helsinki to be held on November 11th
to 15t

- Since our delegation is composed of one lady and four
gentlemen, please make reservations for one single and
two double rooms for the period of 4 days (see the dates
above).

- Please find enclosed a banker's draft for $ 350 as a
deposit. Could you please acknowledge a receipt.

« Yours sincerely



- Dear Colleagues:

- I was grieved to hear of the death of NN, and
wish to express my heartfelt sympathy to you
and to the members of your firm.

- My colleagues join with me in expressing deep
regret at his/her passing away.



[TMcbMoO-3anpoc
( Enquiry)



- ITucbMmo-3ampoc (enquiry or inquiry) KOMIIaHHSI

1.
2.
3.
4.

U1

IIOCBIJIAET, KOT/Ja XOUeT:
IIOJIYUYUTDh OAPOOHYI0 HMHPOPMAIIHIO O TOBAapE,
y3HaTh, UMEIOTCS JIL OHU B HAJTMUHH,
YTOUHHUTDH BPEMS B CPOKHU IIOCTABKH,

IIOJIyYUTh HH(POPMAIHIO 00 YCIIOBUAX ITOCTABKU
1 CKHUJKAaX, cioco0e TPAaHCIIOPTUPOBKHU,
CTpaxOBaHUMU,

. TIOJIyYUTh UH(POPMAIIHIO O I[IeHAaX Ha TOBAPHI,
. TIOJIYYUTh KaTaJI0Tu U 00pas3Iibl TOBAPOB.



B cny4yae, ecnm Bbl o6palllaeTech C 3anpocom B
JAHHYI0 KOMMAHUIO NEpPBbIM pas, B NMUCbME
}KeNaTeNIbHO BKJIOYMTb CAeyoLme NyHKThI:

1. VYkazaHue Ha HCTOYHUK MH(OPMAIIUU O JaHHOU
KOMIIAHUU U €€ TOBApE.

2. CyTb Bompoca.
3. Kpartkue cBezienus o Bamen KOMIaHU.
4, BrIpakeHUe HaJZlexK/Ibl HA COTPYAHUYECTBO.

o IIpu MOBTOpHOM 3ampoce 0ObIYHO BKJIIOYAETCA
TOJIBKO BTOPOU ITYHKT. Kak OOJIBIIUHCTBO JPYTUX
JI€JIOBBIX MMUCEM, ITHCHbMO-3aIIPOC, KaK IIPaBUJIO,
revaTaeTcs Ha pupMeHHOM OJIaHKe, Ha KOTOPOM
yKa3aHbl Ha3BaHNE KOMIIAaHUHN-OTHOPaBUTEIS, €€
IIOYTOBBIU a7ipec, HoMepa TesiepOHOB U (pakca.



Translate into Russian

- In other words, when a Buyer wants to know at what
Erice and on what terms he could buy the goods required
y him he usually sends out enquiries to firms,
companies, or organizations manufacturing such goods
or dealing with them. Often the Buyer asks the Seller to
send him illustrated catalogues, price lists or other
ublications, if possible, samples or patterns of the goods
e is interested in. When asking the Seller to send him a
1(cluotation (or to make him an offer), the Buyer §ives as
ar as possible a detailed description of the goods
required by him.



2. Find the right equivalent of
translation

1. Dear Sirs,

Please would you send me your spring catalogue and
price-list quoting c.i.f. prices, Le Havre. Thank you.

Yours faithfully,

Iooxcanyticma, sviuwarume mue Baw seceHnuil kamanoz u
npetickypanm c ueHamu c.u.¢g. nopma I'asp. baazodapro

2. Dear Sirs,

I would like some information about your Proficiency
courses in English beginning this July.

. Yeascaemvwie 2ocnoda!

A 6L Xomen noayuumMsd UHPOPMAUUIO 0 BALUUX KYDPCAX
AH2AUTICKO20 SA3blKA, KOMOPble HAHUHAIOMCA 8 Ul0/1e



Get acquainted with other expressions
and write your own letter of enquiry

- With regard to your advertisement in...of..., we would ask
youl...

- We have heard of your products from...

- We nave seen your current catalogue showing...

- We are interested in...advertised by you...

- We should greatly appreciate your telling us...

- Will you kindly inform us...

- I would ask you to attend kindly to my request...

- Would you please inform us if it is possible to deliver...
- We would like to have further details about...

» We shall be obliged if you send us your latest catalogues,
brochures or any other publications containing a description
of the following machines.



OTBeT Ha 3anpoc
(Replies)



1.Havano.

« OOpatuTech K KJIUeHTy o uMmeHu. Eciiu kineHT noanucaicsa Mr. B. Green,
HauHHUTe nucbmo ¢ Dear Mr. Green, a He Dear Sir, 4To 03Hauasio ObI, YTO BbI
He [IOMHUTE ero UMHI.

- ITobnaromapure aBTOpa IIMChMa 3a CAeJTaHHBIHN 3ampoc. ObsA3aTeIbHO
YVIIOMSIHUTE JIaTy OUChbMa KJINeHTa 1 HOMepP JOKyMeHTa:

o Tll)lank you for your enquiry of 6 June 1997 in which you asked
about...

« bmarogapum Bac 3a Bai 3anpoc ot 6 utoHA 1997T., B KOTOPOM BbI
WHTEPeCyeTeCh...

e Thank you for your letter, NJ 1691, which we received this
morning...

« baarogapum Bac 3a nucbmo NJ 16911, KOTOpO€e MBI ITOJIYUYMUJIN CETOIHA
YTPOM...

* I would like to thank you for your ... enquiry of May 10 and am
pleased to tell you that we would be able to supply you with the...

- fI xotes 6bI mobsIarogapuTh Bac 3a 3ampoc oT 10 Masa. MHe OpUusSTHO
cooOIuTh BaM, 4TO MBI cMOIJIM OBI IOCTAaBUTH BaM...



2.I'Iop,TBep>|<p,eHme FOTOBHOCTU OKA3aTb
NMOMOLLDb. Kak MoxXHO cKopee daume noHAMb K/lueHmy, 4ymo 8bl

8 COCMOAHUU npedocmasumsb 3anpawusaemyro ycayay.

* We have a wide selection of sweaters that will
appeal to all ages, and in particular, the teenage
market which you specified...

« Y Hac umeemecs wupoxkuil 8b160p ceumepos 015 8cex
803pacmos, U 8 YaCMHOCMU, pacCcHumMaHHbsle Ha
Noo0poCcmMKo8blil PblHOK, KOmopblil Bbl ynomsHyau...

» I am pleased to say that we will be able to deliver
the transport facilities you require.
» MHe npusimHo coobwumas, 4mo Mvl CMOHcem

obecnevums HeobxoOoumbvle Bam mpaHcnopmHble
ycayau.



3.[lpoasuxKeHune Bawiero Toeapa

* . Bbl 0o1cHbL Ybedumsb c8oe20 KaueHma 6 nepcnekmugHocmu
den08blx omHoweHull ¢ sawell komnaHueil. HedocmamovHo Auilb
coobwWums, UMo Yy 8ac umeemcs UCKoMblil mosap. BoamookcHo,
KAaueHmy noHadobumeces cdeaams ¢ 0ecsimox dpy2ux 3anpocos.
Hanuwume o ceoux npeumyiiecmsax u 2apaHmusix:

» We think you have made an excellent choice
in selecting this line, and once you have seen
the samples we are sure you will agree that
this is unique both in texture and color...

» MbI cuuTaeM, uyTo BbI caesiaau OTJIMUHBIN BHIOOD,
OCTAaHOBUBIIMCH HA 3TOU JIMHUH, U KaK TOJIBKO Bl
yBUAUTE 00pa3Ibl, Mbl YBEPEHBI, UTO BhI
COIJIACUTECH C €€ YHUKAJIbHOCTBIO, KaK I10 (PaKType,
Tak U IIO IIBETY...



4.llpepnoxeHne albTepHaTUBHbIX BApMaHTOB

e . IIpu omcymcmeuu 3anpawusaemo2o mosapa (ycayau),
ecAu Y 8ac ecmbvp A1bMePHAMUBHbILU 8APUAHM, NPEOAOHCUME
e2o kauenumy. Ilpu smom He HYHCHO Kpumuuecku
oma3sleamsCia 0 nepeoHa1a/ibHO 3adnpoweHHoOU KAUEHIMOomM
npooyKuuu:

- ...and while this engine has all the qualities of
the model you asked for, the Power drive has
the added ad vantage of having fewer moving
parts, so less can go wrong. It also saves on
oil as it...

° ..M XOTS 3TOT JBUTATENb 00J1a/IaeT BCEMU KaUueCTBaMHU, O KOTOPHIX
Bl cripamuBaiy, "IlayspapaiiB” B0O0aBOK HMEET TO

IIPEUMYIIIECTBO, YTO Y HET'O MEHDbIIE ABHUXKYIIINUXCA qaCTeﬁ, TO €CTb
MEHbIIIee UX KOJIMUECTBO MOXKET BBIUTHU U3 CTpPOA. OH Takxke

IJKOHOMHEE B paCxoZe Macjia, IIOCKOJIbKY...



6.KaTtanoru, npeMckypaHTbl, MpOCNEKTbI,
ob6pasupbl

* . Ybedumecwv 8 mom, Hmo ynomsaHymowle 8amMu 8 nUCbMeE
NPUI0HCEHUA 8 8U0e KAMA.10208, NPECKYPaHmos u m.o.
delicmeumebHO 810MCeHbl 8 KoH8epm. Ecau 8bl nocbLraeme
0bpasuvl omoeavHoll noumoil, cooowume ob 3mom 8 nucbme.
3anucu o NpUAOHCEHUAX U 0MOeAbHOll nepecbLike 0eaarmes
caedyrowum obpasom:

» Please find enclosed our current catalogue and price-list.
The units you referred to in your letter are featured on pp.
31-34 under catalogue numbers Y32-Y37. When ordering
could you please quote these numbers? The samples you
asked for will follow by separate post.

 ITocwutaem Bam HaI TeKymuu KaTtajaor U npercKypaHsT. ToBapsl, O
KOTOPBIX BbI cipaliyBasiv, ymloMHUHAIOTCA Ha CTP. 31-34 MOo7,
HoMepaMmu ¥Y32-Y37. IIpu opopmiieHnH 3aKa3a, HOKaIyHuCTa,
c/ieJIaiTe CChLIKY Ha 9T HOMEpa. 3anpaiiiBaeMbie Bamu oOpasiibl
Oy/lyT OTIIPaBJIEHBI OT/IEIBHOMN ITOYTOM.



7.3aBeplieHune

* . B xoHUue nucvbMma caedyem nobaaz2oo0apumb
KAUeHMAa 3a NPUCAAHHbBLIU 3anpoc, a makice
npuzaacums K daavHetiuemy compyoHuuecmasy:

* Once again we would like to thank you for
writing to us and would welcome any further
points you would like us to answer.

- Eme pa3 6;1arogmapum Bac 3a rmrcbmMo 1 OyzieM pajibl
OTBETUTH Ha JII0O0I BOIIPOC.

» Please write to us again if you have an
questions, or call us at the above telephone
number.

» [ToskayticTa, HUIIKATE HaM II0 JIIOOBIM BOIIPOCAM

M oOpallanTech 10 YKa3aHHOMY BBIIIIE HOMEDPY
TejsiepoHa



8. Read and translate the letter
(ynp 9-11,cTp43)

The Excelso Company Lt
Directors: J. Corner, B. Edge
Specialists in Modem Design

High Wycombe, Bucks.
Telephone: 0494 6130

7 April 1998

Our Ref: H/f 150 Your Ref: JR/ph

Attention Miss Jennifer Ring. Overseas Dept.
A.B. White & Co. Ltd.

567 Queen Street
London EC 4 8YH

Dear Sirs

We thank you for your enquiry of 20 March, and can confirm our telephone
conversation on esterday, in which we informed you that we can deliver part of the
%oods required from stock, in accordance with the enclosed detailed offer. For the

alance we would require approximately three weeks from the date of receiving your
confirmation that this arrangement is acceptable.

Prices as quoted are f.o.b. London.

Packing in wooden cases.

Delivery as specified above.

Payment against documents, by banker's draft.

We hope your client will find our terms and delivery dates satisfactory, and we can
assure you that you may count on our full co-operation and attention in this matter.



[lucbMoO-nNpegnoxkeHue

The Supplier



Mucbmom-npednoxeHuem nocmaswjuk (The Supplier) o6bIYHO omese4Yaem Ha
nucbmo-3anpoc. Omse4asa Ha obwuli 3anpoc, oH 6;71a2zodapum 3a NposiBJ/IeHHbIU
uUHmMepec u 06bI4YHO npusiazaem npelcKypaHmel (price lists), kamasoau
(catalogues) unu ycnosua munosozo dozosopa (Typical Contract). Omsem Ha
cneyuasibHbIU 3anpoc npedycmampusaem omsembl Ha 8Ce BONPOChHI
nomeHyuasibHo20 KJiueHma.

CTpPVKTYVpA IMIUCbMA-IPEUIOKEHUA:
1. IloBOog HanmucaHus.

2. OTBeThI HA BOIIPOCHI ITIOTEHIINAJIBHOT'O
3dKd34YHKaA.

3. JlommoJIHUTEIbHBIE ITPEAJIOKEHU .
4. BeipaxkeHue HaaeK/Ibl Ha 3aKa3s.




- OTBeuas Ha BOIIPOCHI, CJIeAyeT IaTh TOUHOE OMKCAHIE
TOBapa, II0 BO3MOKHOCTH COTPOBOJIUTH €0
doTroMaTepruasaMu U/UIN PUCYHKAMHU U/ WUIHN
obpasnamu (samples). IIpu onpesesieHnH 1ieHbI (price)
YYUTHIBAIOTCSA BO3MOKHBIE cKukHU (discounts).
OTaesIbHO penrarTcA BOIIPOCHl pacX00B HA YIIAKOBKY
(packing), TpaHCIOPTHRIX pacxodoB (transportation
costs), yesmoBuii mocraBku {terms of delivery) u oriaTsr
(terms of payment).

« ITucbma-npeaioKeHus MOChLIAIOT TaKKe 0e3
IIpeJIIIEeCTBYIOIIEr0 3aIlIpoca, eC/IU ITOCTABIIHUK KeJlaeT
IIPUBJIeYbh BHUMAaHUE IOTEHIINAIbHBIX KJINEHTOB HJIN
HaNTH HOBBIX 3aKa3UHNKOB Ha KOHKPETHbIE IPOAYKThI
(special products) u ux accoprumenT (range). TBepaoe
npeasiokenne (firm offer) mpeaycmarpuBaet ocoObie
yCJIOBHSI, HAIIpUMep, KOHeuHbIH cpok (deadline)
IIOJIydeHHs 3aKa3a U CUCTEMY CKU/IOK B 3aBUCUMOCTHU OT
KOJINYeCTBa ToBapa U APYTUX YCJIOBUN



[loBOA HanMCaHUA

- We were pleased to learn your interest in...

- We are most pleased that you want to buy...

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

- Itis good of you to take so much interest in our work....

- We take pleasure in sending you the desired samples and offer...
 As to your inquiry of... we are informing you that...

- Ha Bam 3ampoc oT... MbI coobiiaem Bam, uTo ...

- Hawm ObL10 mpusTHO yY3HATh 0 Bailieli 3auHTepeCcOBaHHOCTH B...

- Ha Bam 3ampoc oT... MbI coobiiaem Bam, 4To ...

» C yZm0oBOJIBCTBHEM ITOCHhLIIaEM BhIOpAHHbBIE BAMU 00pa3Ilbl U IIPEJIJIaraeM...

 bbL10 0ueHb J1I00e3HO ¢ Ballelr cTopoHbI MPOSBUTH TAKOU MHTEPEC K HaIIle!
pabore...

« MpbI O4YeHb JOBOJIbHBI, UTO BbI IOKEIAHN KYIIUTh...
- Ha Bam 3ampoc oT... MbI coobiiaem Bam, uTo ...



OTBeTbl Ha BONPOChI NOTEHLUUAIBHOIO
3aKa34ymKa

- We enclose our catalogue with the latest price-list.

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

« Our proposal is valid till...

«  We deliver our goods on CIF terms.

- The price covers packing, and transportation expenses.

- We can give you B 5 per cent discount.

- Asyou can see from our price-list, our prices are at least 3 % lower than market prices.

- Harme npemyioskeHune JeCTBUTEHHO J10...
- Ham moapo6HBIN mpercKypaHT yOeauT Bac B pa3HOOOpa3HH HAIIIEr0 aCCOPTUMEHTA.

- Kaxk BuaHO U3 Hallero nmpemckypaHTa, Hallli eHbl, 10 KpaliHel Mepe, Ha 3% HIKe
PBHIHOYHBIX.

¢ MpbI MOKEM IIPEIOCTAaBUTh BaM 5 % CKUJIKY.

¢  Mbp1 nnocrasigem Ha ycaoBusax CUO.

« lleHa BKJIIOUAET YIIAKOBKY U TPAHCHOPTHBIE PACXO/IbI.

«  MpbI npusiaraeM Hail KaTaJor ¢ HOBEUIIINM IIPEUCKYPAHTOM.



/lonosIHnTEe/IbHble Npea1IoXKeHUA

- I especially call your attention to...

- Besides the goods mentioned above our company
also produces...

» The model...will meet most of your requirements.

« Kpome yrloMAHYTBIX BBIIIE TOBAPOB HAallla (pupma
IIPOU3BOJUT TAKIXKE...

- fI ocobeHHO oOpalnaio Baille BHUMaHUE Ha...

o JIJ1s1 BalIux 1ejierd BaM JIydllle BCETO IIOI0MU/IET
MOJ€EJIb...



BbipaXKeHne HageXKabl Ha 3aKa3s

- We ask you to consider our proposal once more and
let us know if we can expect your order.

- I encourage you to order as soon as possible as the
quantity of this product available at our warehouse
is limited.

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

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

« We are looking forward to hearing from you soon.



3aKa3

Letter of Order



TPYRTYPaA N codepra MH

cneuManbHoro 6,1aHKa 3aKasa

» I Toro, uToOBI ceIaTh 3aKa3 Ha 3aKyIIKy TOBAPOB, OOBIYHO
3aIlOJIHSIOT CIellaJIbHble OJIAaHKU 3aKa30B, B KOTOPBIX
yKa3bIBaeTCsI KOJIUMYECTBO U3IeJ TN, UX OIMCAHHE, IIeHa,
YCJIOBUA OILIATHI, /IaTa IIOCTaBKU, CKUAKU. Eciau IIpogaserr B
COCTOSTHHH BBIIIOJIHUTH 3aKa3, OH IockliaeT [okynaresio
IIOATBEPKIEHIE 3aKa3a, KOTOPOeE Yallle BCEro IIPeICTaBIsAEeT
coboi konuio 3akasa (order copy, or duplicate),moanucanHyio
IIpomaBiiom.

« OOBIYHO IIOATBEPKAEHIE 3aKa3a IIpujaraeTcs K
COIIPOBOAUTEIHFHOMY ITHCHMY, B KoTOpOoM IIpoaBerr
BbhIparKaeT 0J1aroZlapHOCTD 34 3aKa3, a TAKKe COO0IIaeT
ITokynaTeio 0 TeX MJIM HHBIX U3MeHEeHUAX (M3MeHeHUH IeH,
cpokoB nocraBku). Eciiu IIpoaager 6o IlocTaBiuk ToBapa
110 KaKUM-JTI00 IPpUYMHAM He B COCTOSITHUH BBIIIOJTHUTD
3aKas, OH JIN00 OTKa3bkIBaeTcs OT 3akKasa (to refuse (to reject,
to decline) the order), 1nb6o npeayaraer ajekBaTHYIO 3aMeHY
(substitute) ToBapy, KOTOPOro HET B HAJTUYHH.



O6pa3sey 3aKka3a (Sample Letter of
Order)

Men's Clothes Dealers Ltd.
142 South Road

Sheffield S204HL

21th March, 1997

Dear Sirs,

Our Order for Silk Shirts

In response to your letter of 17th March, we thank you for sending us your
catalogues of men's silk shirts. We are sure there will be a great demand for
them in Ukraine.

We are enclosing our Order No. 142, and would ask you to return its duplicate
to us, duly signed, as an acknowledgement.

Yours faithfully,

Vladimir Smurov
Export-Import Manager
Enc.Order No.142



Enc.Order No.142

e Order

« No.142

» (please refer to

 this number on all

« correspondence)

« Men’s Clothes Dealers Ltd.
« 142 South Road

« Sheffield S20 4HL

- England

« 21th March, 1997

« Please

« supply 400 men's silk shirts in the colours and sizes (collar) specified below:

- Size Colour Quantity

e 14 white 70

c 14 blue 30

« 15 white 70

15 blue 30

« Price: $10.53 each (total — $4,212)
« Delivery: air freight, GIF Kiev

- Payment: by letter of credit

- Packing: standard

«  p.p. Chief Buyer

» Alexey Postnifov

« Visteria Ltd.

« Please send us the copy of this order, duly signed ,as an acknowledgement.



BbiparkeHnA NnnMcem-3aKkas3oB

- In reply (response) to your letter (fax) of (dated)
.., we thank you for ...

- We are pleased to enclose our Order No. ...
« We enclose our order for ..
- We accept your offer and have pleasure in

pl
- P
- P

acing an order with you for ..

ease confirm that you can supply...
ease send the copy of this order to us, duly

signed, as an acknowledgement.



KAuLe U BblpaxKeHMA, UCMOJIb3yeMble

NP1 OTKJIOHEHNUN 3aKA30B.

- We are sorry (we regret) to let you know (to
inform you) that we cannot execute your order
because of...

- The goods you ordered are no longer available.
- We can offer you a substitute...



KauLe 1 BbipaXXeHMA NMCbMa-0T3biBa
3aKasa

« We have ordered..., but unfortunately made a
mistake.

- Unfortunately we have to withdraw our order of...

- Because of urgent reorganization of our production
we cannot use the ordered material.

» We are sorry to inform you that our client became
insolvent.

- We can only consider placing an order if you can
give us a price reduction of 10%.

- We promise to return to you if demand is available.



Translate into English

- ToBapa, KOTOpPHIH BBl 3aKa3ajii, 00JIbIlle B HAJTUIUN HE UMeEEeTCs.

« K coxkaneHu1o BBIHYZK/I€HBI COO6IJ_[I/ITI) BaM, 4YTO MbI HE MO>KEM BbIIIOJIHUTD
BIIN 3aKaa3 I10 IIDUYUHE ..

- Hapeemcs, 9TO BbI 6y/1eTe MMETh XOPOIIHUY 000pOT, U MBI OyZIEM
COTPYAHUYATH C Balllel KOMIIAaHUEN U B JaJIbHEUIIIEM.

« Kaxk Bul mpocuiiy, Mbl IipujiaraeM KOIIUIO 3aKa3a, HOAIIMCAHHYI0 HAMU, KaK
IIOATBEPKAeHUe Balero 3akasa.

 IlocraBka OyzeT mpousBe[eHa B COOTBETCTBUH C BAIITMMU HHCTPYKITUSIMU.
- B orBet Ha Bame nucsmo (dakce) ot ..., MbI 61arogapum Bac 3a...
« biaromapum Bac 3a Baiu 3aka3 N© ... or ...

« B KauecTBe IOATBEPXKIEHUA 3aKa3a IIPOCUM BBICJIATh HAM IOAINUCAHHYIO
BaMmu komnuro 3akasa.

« IIpocum moATBEPAUTDH, UTO BBl MOKETE ITIOCTABUTH ...
« MpbI npuiaraeM Hau 3aKas Ha...

e MpI IpUHUMAEM Ballle MPeJIOKEHNE U UMEEM YZI0BOJIbCTBHE PA3MECTUTD y
BaC 3aKas Ha...

« HMeeM yZ0BOJIbCTBYE MTPUJIOKHUTD K JAHHOMY ITHCbMY Halll 3aka3 NO ...
« K coxajieHuio, Mbl BBIHYKJE€HbBI OTO3BaTh HAIIl 3aKa3 OT...

« OberraeM, 4yTo oOpaTUMCs K BaM P BOBHUKHOBEHHUH CITPOCA.

- Ham oueHb 2Kajib, HO MBI JOJI?KHBI aHHYJIMPOBATh 3aKa3.



[TMcbMO-peKaMaumA
(>xas106a)



[pUYMHBI OTNPaBKM NMCEM-PEKIAMALMM:
(HegonocTaBKa, 3a4eprKKa B NOCTaBKe, NOCTaBKa
Hef00poKayeCcTBEeHHbIX TOBApPOB, NOBpeXAeHUA ToBapa,
NPpOM3BOACTBEHHbIE AedeKTbl)

- To complain about smth — :xanoBaTbesa Ha yTO-1160
 Short delivery, short-shipment - HegoniocraBka

« To overlook smth — He 3aMeTHUTh, YIIyCTUTh

« Oversight — HEJIOCMOTP, OILIONITHOCTh

- To be damaged — OBITh TOBPEKIEHHBIM

« Fault — HEeJI0CTaTOK, IIPOMax, OITHOKa

« In the required way — JIOJKHBIM 00pa3zom

« To suffer losses — HECTH TI0TePH, YOBITKI

« To claim compensation — TpeboBaTh KOMIIEHCAIUIO

« To be caused by smth — 6bITh BEI3BAHHBIM YEM-JTH00

« To foresee - IpeBUETh

« To settle — yJIaKUBaTh, IPUBOAUTDH B MOPAA0K

« Well-grounded — 000CHOBaHHBIN

« To refer smth to smb — nepegaBaTh Ha paccMOTpPeHME KOT0-T100, CChLIAThCS
- Toreject — OTKJIOHSITh, OTBEPTaTh

« To compensate smb for smth — kommiencupoBats, Bo3memnaTh

« Customs clearance - pacToMaKBaHUE

- To be on the agenda - OBITH HA IOBECTKE JTHS

- Top executives - pyKoBOAUTENH (KOMITAHUW, OPTaHU3AIHH )

o Strike - 3a0acTOBKA



Translate into Russian

- We've carefully studied your complaints
- To make a complaint

- We apologize for the oversight.

- It won’t happen again.

» To be badly damaged

- It is not our fault.

- To have a right to claim compensation

» To meet the deadline



Russian

Complaint about inadequate packing

e Dear Sirs,

When unpacking your cases with “Moskvitch” cars we experienced
difficulties owing to the cases being too low. The space between
the top of the cases and the top of the car is too small and as a
result some cars are getting damaged on the top.

We suggest therefore that you should make cases with one board of
about 20 cm higher, which would enable us to unpack the cases
without damaging the cars.

We are looking forward to your answer.

« Sample of answer
Dear Sirs,

We have received your letter of the 15™ of May and are sorry to hear
you are experiencing difficulties in unpacking cases with
“Moskvitch” cars owing to the insufficient height of the cases.

We have contacted the manufacturing plant and arranged for the
cases to be made about 20 cm higher as suggested by you.

We thank you for bringing the matter to our attention and feel sure
that in future the cases will not cause you any trouble.



OTBeT Ha NMUCbMO-
peKJlaMauumio



- IIpu oTBeTe HA peKIaMaIUI0 COODIIUTE KJINEHTY O
IIOJIyUeHUH 3KaJI00bI U IT00JIarogapuTe ero 3a
HMHQPOPMAIHIO:

e Thank you for your letter of 6 August informing
us that...

We would like to thank you for informing us of our
accounting error in your letter of 7 June.

» Ecu pekiaManus siBjasieTcsa 000CHOBAHHOM, 00bSICHUTE
IIPOMCXOKAEeHE OINOKHY, ITPU 3TOM He OOBHHSS CBOUX
COTPYAHHUKOB. IIp1i3HAB CBOIO OTBETCTBEHHOCTD,
HCIIPABbTE OMINOKY U COOOIINTE 00 5TOM KJIUEHTY.

» The mistake was due to a fault in one of our
machines, which has now been corrected.

It is unusual for this type of error to arise, but the
problem has now been dealt with.



- Ecsiu BBI He COTJIACHBI ¢ pekiaMalueli, Oyabre
TBEP/bl, HO BEXKJIBHI:

» Our factory has now inspected the stereo unit
you returned last week, and they informed us
that it has been used with the wrong speakers
and this caused the breakdown. We can repair
the machine, but you will have to pay for the
repairs as misuse of the unit is not included
under our guarantee.



B 3aKJII0UNTEIbHOU YACTHU IINChMa CJIEAyeT
HaMCcaTh, YTO IIPOU30IIeANIAasI OINOKA
SIBJISIETCA JOCAAHBIM HCKJIIOUEHUEM, U
N3BUHUTHLCSA 32 IPUYMHEHHbIE HEY100CTBA:

- Finally, we may say that this was an exceptional

mistake and is unlikely to occur again. Please
accept our apologies for the inconvenience.




Translate into Russian

- We are sorry that you have to complain of delay in delivery of
the goods.

+ We ask you to accept our apologies for the delay and the
inconvenience you have been caused.

« As the delay was entirely due to reasons beyond our control,
we cannot be held responsible for it.

 The great pressure of the orders for these goods has made it
impossible for us to deliver the goods in August.

« We are sorry that you have had trouble with the grinding
Machine de ivereci, against your Order No...

- We have carefully examined your complaint and find that it is
apparently due to a misunderstanding.

» We hope that you will be satisfied with this explanation and
withdraw your claim.

« We should recommend you to lodge your claim with the
Insurance Company.



Translate into English

OTBeT Ha MHUChbMO-PEKIaMaIlHIo

- biarogapro Bac 3a coobIneHue o IIoBpeKIeHU N Bameﬁ
apTUU TOBapa. B HallleM OIbITe TOPTOBBIX OIEPAIHiA 3TO
BeChbMa PeAKNH caydau. TeM He MeHee, BbIpaskaeM
corKaJIeHHeE I10 ITOBOJIY IIPUUHNHEHHBIX H€YZ[O6CTB

- Iloxasryiicra, BEpHUTE HAM BCIO MAPTUIO TOBAPA, U Mbl
0bpaTuMCst K 9KCIIEAUTOPCKOM pupme (shipping company)
IIPOU3BECTU OCMOTP ITOBPEKAEHUN JIJIs TTOCIEAYIONEN
BBITLJIATHI UMU KOMIIEHCAIIHH.

 Ecsu Bel xoTuTe, 4TOOBI MBI BBICJIAIU BaM ApyTyio HapTHIO
TOBapa BO HCHOJIHEHHE 3aKka3a N21447, cooO1uTe HaMm 00
ATOM. Y HAC Ha CKJIaJie eCTh OJ€X/1a, 1 HaM He COCTaBUT TPyZJa
BBICJIATh €€ B TEUEHUU JIBYX HEJEIIb.



Cnacmnb6o 3a BHMMaHMe!




