CTpyKTYypa AeNoBOro
NMMCbMa

LLlaraTtoBa P.T.
MAQY «UeHTp o6pa3oBaHusa Ne159» r.Yoa



/lenoBoe NMCbMO MMEET Maccy
Pa3HOBUAHOCTEM:

bnarogapcrBeHHOe NMCbLMO
PekoMmeHaaTenbHoe NMCbMO
ConpoBoauTesribHoe NMCbMO
apaHTUMHOE NUCbMO
[Mucbmo npesnaeHTy
CnyxebHoe NUCbMO
UHdopMaLuMoHHOE NUCbMO
NMNo3gpaBuTenbHoe NUCbMO
[Mncbmo- TpeboBaHue
NMncbmo- xxanoba

[MncbMmo- npurnaweHue




/lenoBble NMMCbMa B aHIJIMMCKOM f3bIKE
COCTaBJIIOTCA COrNIACHO YETKUM MpaBUIaM.

B coBpemMeHHOM IN100aJbHOM MHUPE YMEHHUE IHCATh JICIOBbIC

IIMCbMA HA AHIJIMKCKOM SI3bIKE CTAHOBUTCSA KPUTUUYECKU BAKHBIMa

CyIIeCTBYIOT YETKHE MpaBHUIa BEACHUS JECJIOBOM MEPEIMCKU Ha
AHIJIMMICKOM fI3bIKE€a




HeckonbKo npaBmAa «npaBu/IbHOW>
3/IEKTPOHHOM NEPENMUCKU C aHI 10A3bIYHbIMM
Ae/I0BbIMM NapTHepamMm:

- 1. He nMwuTe ANMHHbIE, 3anyTaHHble NMCbMa. AMHHbIE NMMCbMa He JaloT LWaHca
KOppeCnoHAEeHTY pa3obpaTtbCa B CyTH Bonpoca. [103ToMy nNpaBKa roTOBOro NMcbma
o6s3aTe/IbHbIM 3Tan paboTbl, KOTOPbIM MOMOXKET M36eKaTb HeJopasyMeHMN U
nyTaHuubl. MepeynTamTe TEKCT U y6eanTeCh, YTO B HEM HET JBYX3Ha4HbIX pa3 uau
NpeANoKEHUN.

2. He no3sonaunte ce6e MpoOHUMU B MMCbMax. ITO FPaHMYMT C rpyboCcTbio. B aenoBon
nepenucke Takaa BOJIbHOCTb KaK OCTPOTbl COBEPLUEHHO He gonycKkaeTcA. Ho gaxe
ecnu Bbl gonyckaeTe Kosikue pasbl, TO 3aKOHUYUTE NPEAJIONKEHME CMANIMKOM ;),
KOTOPbIM MNOACKAXKET MoyvyaTesnto, YTO He CTOUT CEPbE3HO BOCMPUHMMATD BaLLMU
c/ioBa.

3. Takxe He CTOUT ynoTpebaATb B A€/I0BOM NUCbME COKpalleHus, Takme Kak WBR
(With best regards C HannyyWwmnmmM noxenaHMAMKU) Man aApyrue. Xota B
NPOAOIKUTENBHOM APYKECKOM nepernuncke 370 BMOJIHE JONyCTUMO.

4. B 4eN0BOM NMMCbME Ha aHIJIMMCKOM HE CTOMT UrpaTbCsl C POpMaTUPOBAHMEM U
MCMOJIb30BaTb LBETHOM MM HECTAHAAPTHBIN LWPUDT.




CTpyKTypa Aen0Boro nmcbMa

~  (opmart AenoBbIX MMCEM NpeACcTaB/IAeT coboM NoCNeloBaTENbHOCTb U3 TaKUX
3/IEMEHTOB:

-~ Name and Address of Recipient (MMA nonyyatens u agpec).
- Date (paTta).

- Reference (ccbuika).

- Salutation (npueTcTBME).

- Body (rnaBHas 4acTb).

- Closing (3aknto4eHue).

- Signature (nognuco).

- Typist initials (MHMLUManNbl oTNpaBuTeNs).

- Enclosures (npu1noxeHums).




Aapec

- B npaBom BepxHem yriy Bel pacnoJsiaraere csou
PEKBU3UTBIy; YYTh HUKE CJIeBA NMUIIETEe PEKBU3UTHI
aapecaray €CJM 3TO MMCbMO OTHPABJISAETCH O0ObIYHON MOYTOM

® HOMEep AOMA, Ha3BaHMe ynuubl
® ropoa M NOUYTOBbIN UHAEKC
® CTpaHa

¢ Baw e-mail nan Homep TenedoHa
(dpakynbTaTUBHO)




/laTta

NMoa agpecomMm, NponycTtmuB CTPOKY, HeobxoanMo
HanucaTb AaTy NUCbMa:

June 7th, 2019
7 June 2019

NN MeHee oPuuUnabHO:
07/06/19




Uma n agpec nonyyarens

OOIMKHbl HAXOOUTbCA HA Pa3HbIX CTPOKax.

iMa nony4vartens HY>XXHO yKa3blBaTb B TOHYHOCTU
TaK, Kak OH noanucbiBaeT CBOU NCbMa.
Hanpumep, ecnu nonyyarternb

nognucbiBaeTcsd James Black, UMEHHO TaK N HY>KHO
nMcaTtb ero MM4.

[Toonucek Mr J Black byaet HenpaBuIibHOW




2 Ecnv B 3apaHum ykasaH agpec paboropaarens, ero
HeobxoAMMO HanncaTb caieBa rnocsie AaTtbl NMCbMa, B
crepytouiem nopsake:

mMa n dpamununa nonydarens (ecnm ykasaHbl B
obbaBneHnn);

ero AOJHKHOCTb ((PaKynbTaTUBHbIN NapaMeTp);
HauMeHOBaHVe KOMMaHuu;

HoOMep AOMaA, YyNMua;

ropoa v NOYTOBbIN MHAEKC;

CcTpaHa (ecsim NMCbMO HanpasJiISeTcs B APYryto
CTpaHy)

[locne agpeca Heo6xo4AMMO NMPONYCTUTb CTPOKY.

a




ObGpalleHue K nony4vyarteno nucbma.

Ecnu nma agpecarta HEM3BECTHO, TO MUCbMO crieayeT
Ha4YMHaTb cnegyrowmm obpasom - Dear Sirs, Dear Sir,
Madam, Gentlemen.

Ecnun nssectHo nms agpecara, TO UCMOSb3YHTCS
cnepgytoLwne cokpalleHus - Dear Mr, Mrs, Miss or Ms. B
OTHOLLEHUW XEHLLWH nydLle ncnonb3oBaTb COKpalleHune
Ms.

Ecnu nucbMo agpecyetcs 3HaKOMOMY YEroBeKY, TO
NCNONb3yETCH NULLb UMA agpecaTa - Dear Jane.

Mocne obpalweHunsa oba3aTeribHO cTaBUTCH 3anaTas!




Reference

PasaennTte TEKCT CBOEro NMcbMa Ha HECKOJ1IbKO TOrMYeCcKnx
ab3aues. Ab3aubl MOTYT OTAENATLCS NMYCTOWU CTPOKOMN.
B nepBomM ab3aue cneayet 06bACHUTb NPUUYMNHY, MO KOTOPOM
Bbl MULLETE NMUCbLMO, @ TaKXXe yKa3aTb, FAe U Koraa Bbl
yBuaenn obvasneHmne o npmeme Ha paboty. MoXxHO

MCNoNb30BaTb cneaytowmne dgpasbl-KanLwe:
I am writing in response to your advertisement, which
appeared in ... .
I am writing with regard to your advertisement, which I
saw ....

Bbl MOXETE TaKXXe HanumcaTb, MOYEMY Bac UHTEpPECYeT 3Ta

AOMKHOCTb:
I am particularly interested in the position of ...

because/as
I wish to gain experience of/in ...
I wish to extend my experience




Reference

~ A BOT NpuMepbl BCTYNUTEIbHbIX (Ppa3 B A€/10BOM NUCbME (ANA UCMOJIb30BaHMA
CCbIJIOK Ha nNpeAplayLLyio KOppeCcnoHAEHUMIO; ANA YKAa3aHUA TOro, Kak Bbl Y3HAIM O
noJjiyyarene; Coo6LEeHUN MPUYMHBI HaNMMCaAHUA NMCbMa U T.4.):

- With reference to your letter of 7 September, | ... - Ccblnaacb Ha Bawe nucbmo ot 7
CeHTAbpA, A ...

- | am writing to enquire about ... - Hanpasna Bam NMCbMO C Lenbio YyTOYHEHUA
MHPOpPMaLUUHK O ...

- After having seen your advertisement in ..., | would like ... - B cBa3u ¢ Bawmm
pEK/TAMHbIM 0OBABJIEHMEM B ..., A Obl XoTeN(a) ...

- After having received your contact information from ..., | ... - B ¢BA3UX C noayyeHnem
Balwmx peKBU3NTOB (KOHTAKTHbIX AAHHbIX) OT ..., A ...

- | received your address from ... and would like ... - 1 nony4mnn Bawm KOHTaKTHblE
JaHHbIE OT ... U XOTen Obl ...




- We/l recently wrote to you about ... - HegaBHO Mbl/ s HanpaBnasan(m1) Bam
MHPOPMaLMIO O ...

- Thank you for your letter of 3 November. - bnarogapto Bac 3a Bawe n1cbmo ot
3 HOAGPA.

- Thank you for your letter regarding ... - bnarogapto Bac 3a Bawe nucbmo
OTHOCUTEJIbHO ...

- Thank you for your letter/e-mail about ... - Boipaxato Bam 61arogapHocTb 3a
BalLe NMMCbMO/3/IEKTPOHHOE NMUCbMO O ...

- In reply to your letter of 2 June, ... - B oTBeT Ha Bawe n1McbMo OT 2 UioHA ...




B ocHoBHOM YacTu nucbMa (2-3 ab3aua) Bbl A0/IXKHbI AATb

KpaTKoe onucaHme ceoero ob6pasoBaHus u
npodeccnoHasbHOro onbiTa, yaenss ocoboe BHMMaHue
TEeM KayecTBaM, KOTOpble Hanay4ywmnm obpa3om oTBeyatoT

TpeboBaHUAM K KaHAMAATY Ha 3TY AO/IKHOCTb:
I am a seventeen-year-old student at ...

I hold/have a qualification in ...
I am generally considered to be
outgoing/sociable/hardworking/etc.

I have some experience of this work because ...
Although I have no direct experience, I have ...

He 3abyabTe 3a4aTb MHTEpECYoLMe BaC BONPOCHI,
HanpuMmep, o pexunme paboTbl UM o6 onnaTte Tpyaa:

I wonder if you could tell me ...
I would be grateful if you could inform me ...




~ BusHec-n1McbMa, Kak npaBuio, Bceraa HocAT hopmalsibHbIM XapaKTep, M TOH
MMCbMa BCeraa Bceraa [0/1XKeH 6biTb BEXKJ/IMBbIM.

- B MMCbMaXx-3aripocax Bcerja 1CcroJib3yrotCAa MmoAaJibHble rjiaro/ibl, YTOObI
3arpoc Obl/1 MAKCUMAJIbHO BEXKJ/IUBBIM.

- Hanpumep, HEKOppeKTHO nucaTb: «| want you to come to our office on
Wednesday~». BMecTo 3Toro ctomt Hanucatb: «Would you be able to come to
our office on Wednesday?»




- [IMcbMa-*anobbl AOJ1KHbI ObITb TaKXKe BEXAMBbIMU U HE C/IULLIKOM
SMOLUUNOHAJIbHbIMU.

- Hanpumep, ecsim 6bl1a HeCBOEBPEMEHHAA AOCTaBKa M OHa 3aZepyKasia CTPOKMU
NPOU3BOACTBA, TO KOPPEKTHO OyAeT HanucaTb: «The delivery was six days late
and that caused severe disruption to our production.»

- Ecaun Bbl coo6u4aeTe naoxme HoBOCTU UU NPUHOCHUTE U3BUHEHNA, HYXKHO OY4E€HDb
BEXJ/IMBO U TAaKTUYHO YKa3aTb NMpU4YnHbLI I'IpO6J'IeMbI.

- MOXHO ucrnonb3oBaTtb BblpaxeHus: «l regret to inform you», «Unfortunately»
mn «I’m afraid that».




YKa3blBauTe CBOIO Leb.

~ Llenb cBoero o6palleHUsi Ha aHrJIMMCKOM B [I€/IOBOM MUCbME HYXKHO YKa3aThb B
nepBom ab3ale, a Jlajsiee HanucaTb OCHOBHYHO MbIC/Ib.

= [lo4yTh B KaXXaoMm 13 creayowmx npep,nomeHMfft B rpyuMepe eCtb 3 CXoxecTu:

- OHM noAacHAT rnaeHyto cyTb. Kaxgoe oreBeyvaet Ha Bonpoc: «What is it?».
=  OHM NakoHWUYHbI U He rpyobl.

~  OHM copeprkaT NoNoXKUTENbHbIE CIOBA: «b61arofapto Bac», «Mnoxasymucra»,
«paf», «Npu3HaTeneH», «bnarogapmm», «no3apaBasatn>, «yCcrnewHo»,
«0400pUTb>» U T. A.




- As per our phone conversation ...

- B npogonxeHue Hawero TenedoHHOro pasrosopa ...

= | am writing to provide the information you have requested.

- Hanpasnsto 3anpolweHHyo BaMM MHDOPMaLMUIO.

- |t was a pleasure meeting you at the meeting/conference last Monday.

~ bBblN0 paj BCTPETUTHCA C BAMM Ha CO6paHMmM/KOHMDEPEHLMM B NPOLLJIbIN
NoHeJe/IbHUK.

= Thank you for writing to us about your experience in our research center last
week.

- bnarogapvm Bac 3a 10, YTO HanMMcasiM HaM O CBOEM OrbITe B Hallem
nccnenoBate/ibCKoOM LEHTPE Ha NpoLuion Heagene.




= | am happy to write to confirm our agreement about the summer workshop.

~ Paj HanucaTb 0 NOATBEPKAEHWMM Hallero B Bamu cornalieHns B OTHOLLEHMM
NIETHEN MACTEPCKOM.

= Thank you so much for contributing to our auction.
~ bonbluoe cnacn6o Bam 3a To, YTO Bbl BHEC/IM CBOM BKJ1aJ B Halll ayKLMOH.

= | am applying for graduate schools in marine biology, and | would be very
grateful if you would write a letter of reference for me.

~ £l nojato 3aABKy B acnNUPaHTYpy MO CneunasbHOCTU «BUOI0rMa MOPCKOM
cpefbl», U A 6bla 6bl KpalHE NpM3HaTeNEH, ecn 6bl Bbl Hanucanu
peKoMeHZaTeIbHOe MMCbMO ANA MEHA.




= Thank you for writing to ask about attending the conference in Baltimore. |
wish | could approve your request.

- bnarogapto Bac 3a nucbMo No noBoay KoHdepeHumu B bantnumope. Xoten 6bl A
04006puTb Baw 3anpoc.

- Please accept my apology for missing the meeting yesterday. | am very sorry
that | was unable to attend.

~  [pUMUTE MOM M3BMHEHUSA 3a NPONYLLEHHYIO BCTpeYy BYepa. MHe o4eHb *Kasb,
YTO i HE CMOT MPMUCYTCTBOBATb.




= Congratulations on successfully passing your exam. You are now officially an
attorney!

~ [Mo3gpaBnsieM Bac ¢ ycnelwHom caaven 3k3ameHa. Tenepb Bbl opuumanbHo
ABNAETECH YNOJIHOMOYEHHbIM NINLOM!

- | fully meet or exceed the requirements of the Business Analyst Il position,
and | am pleased to apply for it.

- fl NIONHOCTbIO OTBEYal TpeboBaHMAM BM3Hec-aHannTuKa lll kKateropmm Mam
NPEeBOCXOXY MX, U A paj BO3MOXHOCTU NOAATb 3aAB/IEHME HA AAHHYIO
AO/IKHOCTb.




[loagCcKa3KM No HaNMMCaHUO Ae0BOro
NMCbMa

~ [lpu HanUcaHMM BalLEro NMUCbMa BaXKHO NPUAEPKMBATLCA NMPOCTOTbI U
Lle/IeHanpaB/IEHHOCTU, YTOBbl CMbIC/1 BaLLIEro NMUCbMa Bbl1 ACEH.

> MCﬂOﬂb3yﬁTe MNPOCTbIE U CXKaTbl€ C/10Ba BMECTO YKOPEHUBLUNXCA.

~ Jly4wwmM cnocob HavyaTb NMUCbMO — YKasaTb Lie/lb B CAMOM Havase. ITo
Ha3blBae€TCA NPAMbIM MOAXOA0M, M OH YCTaHAB/IMBAET TOH A1 NOC/IeYIOLLLEro
TEKCTA NUCbMA, 3aXBaTblBasA MHTEPEC YUTATENS.

~ OpHaKo, ec/in Balle MMCbMO [IOCTABJ/IAET MJIOXME HOBOCTU, NPSAMOM MOAXO[,
HeuenecoobpaseH. BMECTO 3TOro Mcnosib3ymMTe KOCBEHHbIM, YKa3biBasd NioXme
HOBOCTMU BO BTOPOM WM/ TPETbEM ab3aLe NMCbMa.




~ OcTaBbTe NYCTYK CTPOKY NOC/I€ NPUBETCTBMA M NEpej, 3aK/IIUYNTENbHOM
YyacTbto. [IBOMHOM OTCTYN MeXKAY NOCNeAHMM NPEeAIOKEHMEM M KOHLOBKOM
nMcbMa.

~  [pn Heo6Xx0AMMOCTH, OCTaBbTE 4 MK 5 OTCTYNOB AN COBCTBEHHOPYYHOM
NoAMMCHU.

- /lenoBble NMCbMa AOJTKHbI BCEra nevyatatbCca Ha 6enom bymare opmata A4, a
He Ha LUBETHOM M/IM Ha KAaKMX-IMBO NIMYHBIX KaHLUENAPCKUX Bymarax.

~  3aKaHuMBaMTe NMMCbMO TaKKe NpodeCcCcMOoHa/IbHO U BEXIUBO.

-~ WU ewe pa3, He 3abyabTe nepenpoBePMTb NMCbMO Ha Ha/IMuYME OLIMOOK (XOTA Obl
2 pasa).




OKOH4YaHMe AenoBOoro NMCbmMa

B nocnegHem naparpade Bbl MOXKETE YKa3aTb, YTO NpuiaraeTe cBoe pestome, M
BblPa3MTb FOTOBHOCTb NPEAOCTABMTb AOMOJIHUTENIbHYI0 MHDOPMaLMIO:

If you require further information, please do not hesitate to contact me.
Bam cneayeTt Takxke coobWMTb, KOrAa MOXKETe NPUMTM HA UHTEPBLIO:
| am available for interview at any time/at your convenience.
| would be glad to attend an interview.
Please feel free to contact us in case you have any questions.
O6palamTechb B C/1y4ae BO3HMKHOBEHMS KaKMX-/IM60 BOMPOCOB.

Nnv cnepyrowme BbipaxkeHUA, B Ciyvae eCsiv Bbl NpuaaraeTe
AOMNOJIHUTE/IbHbIE JOKYMEHTbI, poTorpapmu:

«| am enclosing... » nan «Please find the enclosed/attached ...»




B KOHLUE NMCbMa Ha OTAENIbHOMU CTPOKE YNOMUHAETCH O
NaNbHENLWNX KOHTAKTaX:

I look forward to hearing from you.
Ha cnepyrowlen CTpoke ykasbiBaeTcs 3aBepLliatouias

¢dpa3za:
Echn nucbMo HaunHaeTca cnosamun: Dear Mr/Mrs/Ms
Smith, To OHO A0/1)KHO 3aKaH4YMBATbLCHA Bblpa)XXeHMeM:

Yours sincerely (MckpeHHe Baw).

Ecnn BcTtynutenbHoe obpawieHne nmeet eng: Dear Sir/
Madam, 10 3aBepuwatouwas ppas3a byqer:

Yours faithfully (C yeBaxeHuem).

Nopa 3aBepliaowien dppason yKa3biBaeTcss UMA U
damunumna asropa. Hanpmmep: Andrew Smirnov

Kate Ivanova




[prMepbl BbipaXkEHMU B KOHLIE AE10BOIO
nMcCbMa:

- Sincerely (CepaeyHo);

- Sincerely yours (MckpeHHe Bau);

- Regards (C yBarkeH1eM);

~  Best (Bcero Hannyuwero);

~  Best regards (C yBaxkeHneM);

~  Kind regards (C Hauny4wmMm noxkenaHnamm);

-  Yours truly (UckpeHHe Baw);

- Most sincerely (CepaeyHo);

~  Respectfully (C yBaxeHnem);

- Respectfully yours (C coBeplieHHbIM NOYTEHMEM);
-~  Thank you (bnaroagapto Bac);

- Thank you for your consideration (bnarogapto Bac 3a BHUMaHMeE).




- [locne atoro ctaBbTe 3anAaTyt, 1 C HOBOIro a63au,a nuwmnTe CBOU AaHHbIE!

- Name
~ Email Address

= Phone Number

-~ WU HMKaKux «Later», «Thanks», «<TTYL», «Warmly», «Cheers» 1 nogo6HbIx
Pa3roBOpHbIX caoBeYvek! Bac He NoMMyT.




BroxXeHus

- CambIn pacnpocTpaHeHHbIN cnocob ykasaTb
Ha TO, YTO B NMUCbME eCTb BNOXEHUs, —
9TO HanmcaTb Enc unm Encs BHU3Y NMCbMa,
NPONYCTMB OAHY CTPOKY Mocre OOIMKHOCTY
oTNpaBUTEnNS.




B KOHLUEe nncbMa

nocrne noanncm BO3MOXeH AONONHUTENbHbIN
TeKcT, Post Scriptum (P.S.).

Kak npaBuno, B P.S. HanmcaHo 4YTo-To
Ba)XHOE:

noaTBepXageHue npeanioXxXeHus, onncaHHoro
BblLLIE, N Npocbba BbiCNaTb YTO-TO
He3amMeanuTenbLHo U T.A.

P.S. COCTOUT NULLb U3 OOHOro NpeanoXeHud




Takum o6bpa3omMm, NMCbMO O NpueMe Ha
paboTy nMeer cneayrowmm Bua:

Aapec nuuyuiero
AaTta HanucaHua nNnMcbMa

Appec paboropartens
O6paweHue,

B Hayane nucbMa aBTOp O6bIYHO @) 06BACHAET NPUUYNHY HAaNUCaHUA NUCbMa; 6)
yKa3blBaeT, rae u Korga oH suaesn ob6bsaBneHne; B) o6 bsACHAET, No4YeMy OH
3aMHTEepecoBaH B 3ToM paborte

OcHoBHas 4yacTb nucbMa (2—3 a63aua). B Heit aBTOp AaeT KpaTKoe onMcaHue CBoero
o6pa3oBaHMA U NpodeccCMoHanbHOro onbiTa.

He 3a6yabTe 3apaThb MHTEpecyoLWMe Bac BONpPOChl.

B nocneagHeM naparpade aBTop 06bIYHO a) Bblpa>aeT roTOBHOCTb NpeaoCTaBUTb
AOMNOJIHNTENIbHYI0 MHopMauuio; 6) coobuaeTt, korga MoXxeT NPUATU HA UHTEPBbIO.

YNoMMHaHue 0 XXenaTe/ibHOCTU AasibHeUWnX KOHTaKToB ((dpa3a-knauuwe).

3asepwatowjan dpasa,
Nma n pamununa asTopa




O6pa3eu nMcbMa O npuemMe Ha paboTty

23-8 Lenina Street
Moscow 115123

e-mail aratova@mail.ru
10 September 2008

Mr David Cranston
Director

Teendrama Productions
5 Nagornaya Street
Moscow 285115

Dear Mr Cranston,

I am writing in response to your advertisement, which appeared in The Moscow News yesterday. I am
very interested in this job because my ambition is to become an actress.

I am a sixteen-year-old student at a comprehensive school in Moscow. I am quite tall, of slim build,
with shoulder-length wavy dark hair. I am generally considered to be outgoing and sociable.

I speak fluent English and I have passed the FCE examination with an A.

I would be grateful if you could inform me how much the wage would be per hour, and how many
hours a day I would be expected to work.

If you require any further information, please do not hesitate to contact me. I am available for
interview at any time.

I look forward to hearing from you.
Yours sincerely,
Anna Ratova




e Task 1. You have seen the following advertisement in The Moscow Times.

e WORLD AID

e is looking for volunteers to work in our camp in Tanzania:

e o to work in the local wildlife reserve;

e o to help look after elderly people;

® e to teach basic maths to primary children.

e Write to us saying what kind of work you are interested in and why. Give details
about yourself and say why you think you are suitable for the work. Successful
applicants will receive free transportation, accommodation and board.

e Contact: Michael Cartwright, World Aid, 23 Market Street, Ludford, BN537S,
UK

e Write a letter to answer the advertisement. In your letter

e — explain why you decided to write

e — describe your appearance and character

e — ask about the accommodation and the time required to do this work.

e Write 100-140 words.

e Remember the rules of letter writing.




Task 2. You have seen the following advertisement in The Moscow News.
BURGER KING are looking for new TEAM MEMBERS

e We are looking for Team Members who are motivated, friendly and ready to provide
excellent guest service! Applicants should be prepared to work in a team and on a
part-time or possibly casual basis. Previous experience would be an advantage.

Apply for the job now!

e Tell us more about you and why you think you would make a great addition to our
winning team. If your letter is chosen, we will invite

you to an interview to discuss your application further.

Send your letters of application to Burger King Corporation, 5 Leninsky
Avenue, Moscow 115645

Write a letter to answer the advertisement. In your letter

— explain why you decided to write

— describe your education and experience

ask about the pay and the time required to do this work.
Write 100-140 words. Remember the rules of letter writing.




Task 3. You have seen the following advertisement in The St. Petersburg Times.
SPARTA ADVENTURES

International Summer Camp

Group leaders wanted Athens, Attica, Greece

1-14 July/ 15-30 July/ 1-15 August

e Do you speak English?

e Do you play sports?

e Are you friendly and easy to get on with?

e Do you think you would make a good leader?

The job: to be responsible for a group of 15 children

The salary: 100 euro per week and free food and accommodation
All applicants must be fit and healthy!

Write to: 5 Zalokosta Street, Athens, Attica, 10671 Greece
Write a letter to answer the advertisement. In your letter

— describe your qualifications and experience

— explain why you would make a good leader

ask about the accommodation and the period of work.

Write 100-140 words.

Remember the rules of letter writing.




OCHOBbI A€/10BOM MEPENMMCKM HA aHT IMMCKOM

)

1) Ff'ocnogmn, 3To onATb Bhbl.... - Thank you very much for your email.

2) Echm po 3aBTpa He npejocTaBuUTe JOKYMEHTbI, NEHSAMUTE Ha cebs. TYT BaM He AETCKMM
cag.- We will do our best to proceed with your request however for the best result the
documents should reach us not later than tomorrow.

3) Bbl uMtaTtb YMeeTe? - You can find this information below.
4) CKONbKO MOHO HanommHatb!- Kind reminder

5) Heyxenu Tak CN0XHO noAnucatb JOKYMEHT TaM, rae HyXHo - Please sign in the place
marked with yellow sticker

6) Yto y Te6A B WWIKONe 6bI/10 N0 MaTeMaTuKe? - Let's reconfirm the figures.



- 7) Mbl ny4ywe coenaem ato camu.- Thank you for your kind assistance.
8) A yxe cTo pa3 Bam aTto npucbinan. - Kindly find attached.

9) Ara, ceindac Bce bpoluy n nobery pasbupatbces. - I'll look into it and revert
soonest.

10) Ja nonmuTte Xe Bbl HakoHel, - Please kindly review the matter again.

11) Hagetocb, 4TO Tenepb Bbl NepecTaHeTe HagoeaaTb CBOMMKM Bonpocamm - |
hope this helps, otherwise please do not hesitate to contact me anytime.




- 12) Kakou e Bbl 3aHyaa... - Thank you for your patience

13) [axe n He HagenTecb, YTO Mbl OTKpoeM Bam c4yeT - We will let you know in
due course.

14) Y Hac He Te MacLTabbl, YTObLI BO3UTLCS C Ballen menodsto - We would be
happy to offer you the most favourable conditions on the case-to-case basis.

15) BoT Korga nogpacTteTe, Torga u npuxoaute.- So if you have eventually some
needs from your clientele, it can have a real added-value.




- 16) On-on, Hanyran! - We regret to know that you are not satisfied with our
services.

17) Hy n noxanyncrta. He o4eHb-T0 1 xoTenock. - We look forward to hearing
from you.

18) XoTa Obl B NATHULY OTCTaHbTE yXe. - good to hear from you and have a
nice weekend

19) Ycnyrmn 6ynyTt onnadeHbl. MoxeT 6bITh. - Thanks a lot in advance

20) Xa-xa (Tpu pasa) - Very best regards.







