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CTpyKTypa TPAgAULMOHHOIO W
9NEeKTPOHHOro AenoBOoro NMcbma

O
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NSNS SN oSN KX

TpaguuMoHHOe AenoBoe NMCbMO Ha bymare:

3arofioBOK, B KOTOPOM YKa3bIBalOTCA BHYTPEHHWUI afapec
otnpasutens (inside address)

paTta;

obpalleHme,

cofep)XaHms caMoro NMcbma,

BeXXnuBasi popmyrna 3aknioyeHus

noanucu

ANEeKTPOHHOe AerioBoe NUCbMO COCTOUT U3:
NMEHWN U 3NEKTPOHHOIo agpeca oTnpaBuUTens,
TeMbl NUCbMa,

obpalleHus,

OCHOBHOIO TEKCTa,

doopMyrbl 3TUKETA U NPOLLAHUS.




HOenoBble NnCbMa Ha OyMaXXHbIX
HOCUTEenAX

Business letter scheme

STTE ét &k Letterhead or
official headinL

HEALJH DEPARTMIENT
NEW-YORK
Date

M 3, 2014
Inner address USA New-York, 25 .
Salutation

456780

Dear Dr Smith,

| am writing to infrom you that the invoice
you sent on February 7th has been recievé

Main body (text)

The payment will be made in 14 days.
Once the bank transfer is made,
you wil be notified via email.

Closing Thank you for cooperation.
Sincerely,

Typed name Mark Ektow, j(,(c;véy Signature

Senior manager




[1atTa B AenoBbIX NMMCbMaX

"SPACE * CRAFT SPACE * CRAFT
Ltd. Ltd. |

May 6, 2013 6 May 2013




[laTa B genoBbIX NUCbMaX

o Mpu ucnosnib308aHUU 4yucsi08020 ghopmama
dambl 6ydbme 8HUMamersibHbI:

1 8 AMepuKe nMpuHSMoO cHa4valia yKa3bleamb
Mecsuy.

1 Tak, 3anucb 4-30-2013 6ydem o3Hayamb 30
anpensi 2013. Bmecmo degpuca (-) 803MOXXHO
ucrnoJsib3oeaHue Yyepmsi (/): 4/30/201 3.

\



Inner address. BHyTpeHHUN
agpec

1 B bputaHckom BapuaHTe agpec B npaBoM Yriy,
TenegoH U 3NEeKTPOHHbIN adpec He yKasbiBaloTCA.

1 B amepukaHckoM BapuaHTe agpec nuiletcs cresa, Haf
NPUBETCTBMEM, TenedOoH 1 SMNEeKTPOHHbIN agpec
yKasblBaTb XenaTenbHo.

SPACE xCRAFT : @ SPACE *CRAFT
Ltd. Ltd.

76, Catty Road
Cattown 76 Catty Road

Cheshire Cattown, CA

Great Britain USA
123JU 345670




Tabnuua cokpalweHU WTaToB B
CLUA

AK - Alaska FL - Florida

AL - Alabama GA - Georgia

AR - Arkansas HI - Hawaii

AZ - Arizona A - lowa

CA - California ID - Idaho

CO - Colorado IL - lllinois

CT - Connecticut LA - Louisiana

DE - Delaware MA - Massachusetts

T



Tabnuua cokpaweHun wrtatoB B CLUA

- Indiana MT - Montana
KS - Kansas NC - North Carolina
KY - Kentucky ND - North Dakota
ME - Maine NE - Nebraska
MI - Michigan NH - New Hampshire
MN - Minnesota NJ - New Jersey
MO - Missouri NM - New Mexico

B



Tabnvua cokpaweHun wrtatoB B CLUA

NY - New York TX - Texas

OH - Ohio UT - Utah

OK - Oklahoma VA - Virginia

PA - Pennsylvania VT - Vermont

Rl - Rhode Island WV - West Virginia

SC - South Carolina WY - Wyoming

SD - South Dakota DC - District of Columbia

N 090 =



CTpyKTypa OenoBoro nucbma

0 Salutation- ato npuBetcTBUE, NN NPUBETCTBEHHas hopmyna. NpuBeTcTBue
BCerga nuweTcs cnesa, ¢ 6onbluon 6ykBbl U oTaenaeTcs 3anaTton. [locne
NPUBETCTBUA criedyeT ABoMHOW npoben.

1 Main body. 3To ocHOBHas 4acTb NMCbMa - HENOCPEACTBEHHO CaM TEKCT. TeKCT
[1eNOBOro NMcbMa AOMKEH COCTOATb U3 ABYX UNKN TPEX TEKCTOBLIX OrOKOB, He
bonblue. B noeane Balle NMCbMO JOMKHO YMECTUTLCSA Ha OAHOW cTpaHuLe (¢
y4eTOM, YTO Ha 3TOW CTpaHule Takke pacnonaratotcs official heading, date,
address, salutation, closing, signature). Kaxagbin 6nok nucema cneayet
OTAENATb OT NpeablayLiero ABoNHbLIM nNpobenom. MpeanodTuTensHo
BblpaBHUBATb TEKCT NMUCbMa MO LUMPUHE.

0 Closin? and complimentary closes Bknto4aeTt B cebs dopmyrbl 3TUKETA
(complimentary closes) n npowaHne. Popmynbl 3TUKETA - YCTONYMBbLIE
BeXIMBble (ppasbl, KOTOpPbIE NULWYTCSA B KOHUE nucbma. Hanpumep: [ am
looking forward to hearing from you soon (C HeTepneHueM xay Batuero
oTrBeTa). Popmynbl 3TUKETA BbipaBHMBAKOTCA MO FIEBOMY Kpato, a NpoLLaHns
(Sincerely, Faithfully, Best regards) moryT GbITb BblpaBHEHbI O NEBOMY Kpato
NN HEMHOTO CMELLIEHbI K LEHTPY CTpaHuubl. MpollaHns H1MKoraa He MuLlyTCs
cnpaga.

0 Signature - nognuce.
1 Typed name - HaneyaTaHHOE UMSsI OTNPaBUTENS.




JrIeKTPOHHbIe AenoBble NMMCbMa

BUSINESS EMAIL

OTNPABUTENE N Aman da Ceoy 20 s Do, dos @raie con Sl COPY (KONKA)
NONYHATEND T |bk7'il,til@m:ale.com ic | j

__SUBJECT(TEMA) i [Tate deivery, order # 567KU o

| SALUTATION
Mecoaon Daar Me TiL %

Cancel

- | | am vrriting to notify you that the chairs we have ordered on :
May 5, 2013, order #567KU, wera delivared ten days kater , -
than it was agread, L;'._u MAIN BODY
Please send all the inquirias to Mr Kolt, kolt@chairs.com, i

Bast regards, / ;

Ameada Coy, CLOSING

Great Chairs

wwav.graat-chairs.com

S—



CTpyKTypa 3N1eKTPOHHOro AefioBoro
nucbma

1 Salutation. B amepukaHckoM BapmaHTe B 3NEKTPOHHbIX
OEenoBbIX MMCbMax Mnocre rnNPUBETCTBUSA BO3MOXHO
ncronb3oBaHue asoetouunsa (;) BMmecTto 3angarton: Dear Mr
Jones:.

1 Subject.- aTo Tema nucbma. O4yeHb BaXKHO Kak MOXXHO TOYHEE U
KOHKPETHEE yKa3aTb TEMY, YTOObI nony4vaTenb cpasy UMen
npeacTaBneHne o cogepXaHum nucbma. B Teme MOXHO
yKa3blBaTb NPUYMHY HanmMcaHnsa nucbma (kanoba, npobnemsl ¢
OOCTaBKOM, 3anpoc HdopmMaumn), Takke MOXHO BKITHOYNUTb
HOMep 3aKkasa, Ha3BaHMe Ballen KoMmnaHuu, u 1.4. ['ug no
HaMMCcCaHMIO SNEKTPOHHBLIX AENOBbLIX NMMCEM, NPEANOXXEHHbIN Ha
cante Colorado State University
(http://writing.colostate.edu/quides/), npegnaraet nucatb C
3arnaBHon ByKBbl BCe KItoveBble crioBa B Teme. Obs3ameribHO
gcea0a yKa3sbleaume memy rnucbmMa, mak Kak 60 MHO2UX
[104YMO8bIX cepsucax nuUCbMO C rMycmbIM riosieM ‘mema’” 6ydem
omrnpasrieHo 8 criam.




CTpyKTypa 3N1eKTPOHHOro AefioBoro
nucbmMa

1 Main body. TekcT anekTpoHHOro nucbMa o0bbIYHO CTPOUTCS MO cneayoLLen

xeve: What, who, when, where, why and

hOW m UCh. MpencraBbTeCh (ECNN HEOOXOAMMO) U YKaXKuTe Lenb

nMcbMa B NepBoM npeanoxeHun. XKenaTtenbHo, 4Tobbl pasMep TekcTa He
npesbiwan 80 cnoB. AnNekTpoHHble NMCbMa He TpebyeT YyacToro
MCNONb30BaHUSA 3TUKETHBIX POopMYn - Nocre NPUBETCTBUS MOXHO NEPEXOANTb
cpasy K aeny. AnekTpoHHOE NUCbMO AOMKHO ObiTb HANMCaHO KPaTKO, YETKO U
MOHATHO: oAuH ab3al - ogHa HoBasi MbICHb.

1 Closing n doopmynbl aTukeTa. B aneKTPOHHbIX AENOBbIX MMCbMaX NPUHSATHI
cneaywowme opmMynbl 3TUKETA:!

| am looking forward to your response/hearing from you soon.

Should you have any questions / In case of any questions, please feel free
/ do not hesitate to contact me via phone or email.

You can reach me at my email address.

Please find the invoice attached.

Thank you for taking the time to answer my questions.
Thank you in advance.

Thanks / Thanks again

S N

S XN X




CTpyKTypa 3N1eKTPOHHOro AefioBoro
nucbmMa

1 Signature. MNpumepHas nocnenoBaTenbHOCTb YKa3aHUA AaHHbIX
MOXET ObITb cnegyowas:name (ums), job / position
(mOMKHOCTBL), COMpany hame (Ha3BaHMe KoMMNaHuM), company
address /agpec, ecnn Heobxoaumo/, tel. (tenedon), fax dakc,
email anekTpoHHbIN agpec

From: | CC: | } _5+"|
To | BC: |
Send
Subject: |
Message Sincerely, K |
Cancel
John Catty

Brand manager
Catland LLC
26 Cattown,
Catshire 23415 &
™ Tel.+7800976

Attach ‘




KpaTkue utoru

g

[lenoBaga nepenucka, Kak u enoBou, nnn oguumanbHbli, CTUNb PeYn B LIESTIOM,
OTNNYaEeTCs OT APYrnx TeM, YTO UMEET YCTONUNBYIO POPMY U CTPYKTYPY.

[lenoBoe NMCbMO COCTOUT U3 3arorioBka, B KOTOPOM yKa3bIBAeTCsl MECTO, OTKyda
NMWYT NUCbMO, OaTbl, Aanee crneayeT Ha3BaHue agpecarta (inside address), 3atem
nocnenoBaTenbHO obpalleHne, codep)kaHne caMmoro nucbma, Bexnusas gpopma
3aKnoYeHnsa 1, HakoHeL, NoAnuch.

[enoBble NUCbMa Ha ByMaXKHbIX HOCUTENAX OBbLIYHO nNevaTaloTcs Ha BraHkax
KOMMaHUn ¢ "Lano4ykom'.

B nenoBbix nnucbmax (M npakTniecku nodon gpyron opuunanbHON AOKYMEHTaUWMK,
KpoMe 0COObIX TUMOB AOKYMEHTOB) HE MUCMONb3YeTCsl YACNOBON dopMart aaTbl.

YKkasaHue agpeca oTnpaBuTens ABMsiETCS 00s3aTenbHbIM TONLKO AN OEMN0BbIX
nnMcemM Ha BymaxkHbIX HocuTenax. Popmart ykasaHusi agpeca Takke 3aBUCUT OT
BapuaHTa aHrmnckoro.

[MpuBeTCcTBME BCerga nNuueTcd crieBa, ¢ 6onbLuon OykBbl N OTAENSETCA 3ansTon.
[Mocne npuBeTCTBUSA crieayeT ABOWMHOM npoben.

TekcT OenoBoro NMcbMa AOMMKEH COCTOSATb U3 ABYX UIMN TPEX TEKCTOBbIX 6J'IOKOB, HE
oonblwe. B nagearne sBawe nMCbMo AO0JTKHO YMECTUTbCA Ha OAHOU CTpaHuLeE.

d)o_prynb| aTMKeTa BblpaBHMBAKTCSA N0 NeBOMY Kpato, a npoluanHus (Sincerely,
Faithfully, Best regards) moryTt 6biTb BbipaBHEHbI MO NEBOMY Kpato UMM HEMHOIO
CMeELLIEHbI K LEHTPY CTpaHuubl. MNMpolaHms HUKorga He NULLYTCS crpaBsa.

CTtporux npaBun no HanucaHuo business emails He cyuiecTByer.

OuyeHb BaXkHO Kak MOXHO TOYHEE W KOHKPETHee ykasaTb TeMy, YTOObl nony4artenb
cpasy umern HekoTopoe NpeacTaBrneHne O coaepXaHum nucbma. B Teme MoxkHO
yKasblBaTb MPUYMHY HaANMcaHUs NMcbMa, HoMep 3akasa U T.[.

eKTPOHHOro nncbma obbIYHO CTpouTCcs Mo crneaytowen cxeme: what, who,
when, hy and how much. »XenatenbHo, 4TOOLI pa3mep TekcTa He

npesbiwan 8

B anekTnoHHBLIX MNCBM "anpec otnnaBuTensg” (inner address).



YnpaXXHeHusA

AN

S XXX

PaccTtaBbTe 6510kM NUcbMa B NpaBuiibHOM nopsiake. O6pauieHue U
npowaHne oTMevyeHbl 6ykBamu a) u g):

a)Dear Dr.Colemy,

b)Should you have any further questions, do not hesitate to
contact me via this email address.

c) On behalf of the Committee of the IV International Symposium
and Tom White we are glad that you will be a speaker during out
Symposium.

d)In order to provide you with high quality simultaneous
interpretation of your report during the Symposium we kindly ask
you to provide us with the abstract of the article.

e)Sincerely,

f)Thank you very much in advance.
g)Amanda Black,

Symposium producer,

tel. 678 099088




YnpaXHeHus

n CooTHecuTe ONOK NMCbMa C ero HazBaHuem:

In case you have any a) npowiaHue
further questions

please contact me via

phone.
May 14, 2013 6) obpaLleHmne
Yours faithfully B) TEMaA 3JIEKTPOHHOro NMcbma

Delivery details, order # r) dopmyna aTukerta
67-90K



