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MJIAH HAIIUCAHUS
JTEJIOBOT'O MACBMA
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Jle10BOE€ MUCBMO HE MECTO IJIsA
00J1TOBHHU. B oTiInYMe OT AeJI0BBIX
[ePeroBopoB, Aej10B0€ MUCHMO
T0JIKHO OBITH ICHBIM M KPATKHM.

Ilnanupys Baiie NnMCbMO0, Bbl
COIKOHOMUTE BpeMsl Ha 3Tare ero
HANMUCAHUA U PeJAKTUPOBAHMA.

Ha 3rane niiaHupoBaHus,
3ajanTe cede HeCKOJIbKO MPOCTHIX
BOIIPOCOB.

3anuumure CBOM OTBETHI 1JI
CO31aHUs HAOPOCKOB, NpeK/Ie YeM
HAYATh NMUCAThH.



Komy s iy JEJOBOE MUACHMO?

CHAYAJIA ONPEAEJSIETCS BAa
AYIUTOPUSL:

1) BBI IMIIETE BOJIEE YEM OJTHOMY
YEJIOBEKY,

A) KOT'O Bbl HE 3HAETE,

B) TOMY C KEM Bbl 3HAKOMBI JJOJITOE BPEMSI?
- 3TO NOMOXET BAM ONPEJAEJINTH,
HACKOJIBKO ®OPMAJIBHBIM JOJI)KHO BbITh
JEJJOBOE MUCbMO. Bo03MOxHO, BAM
MPEJICTOUT KPATKO NPEACTABUTbL CEBSI
YEJIOBEKY, ECJIM OH BAC HE 3HAET.

BAM TAKKE MOJKET IOHAJIOBUTHCSI
BbISICHUTHh OBHOBJIEHHBIN AIPEC U
JOJYKHOCTD MOJYYATEJISI. ITO TAKKE
MMOAXOJSAIIEE BPEMS, YTOBbI IIOJATBEPIUTH
MMPABUJIBHOCTb HAITMCAHUS UMEH U
OAMUJINNA.



JIMIA/TPYHITIBI, KOTOPBIE
OTHPABJISIIOT MIMCHMO
HA3BIBAIOTCS
OTIHPABUTEJEM (SENDER).

JINIA/TPYIIIIBI, KOTOPBHIE
HOJYYAIOT HUCbMA —
HOJIYYATEJIEM (RECIPIENT).



BOT HECKOJIBKO IIPUMEPOB
OTHPABHUTEJIEN U MOJYYATEJIEN (SENDERS
AND RECIPIENTS):

* BUSINESS—BUSINESS (BU3HEC —
BH3HEC)

* BUSINESS — CONSUMER (BM3HEC —
NOTPEBHUTEJIb)

* JOB APPLICANT — COMPANY
(OPETEHAEHT HA PABOYEE MECTO —
KOMITAHUS)

* CITIZEN — GOVERNMENT OFFICIAL
(rPA’KIAHUH — TOCYIAPCTBEHHOE
JTOJKHOCTHOE JTULIO)

* EMPLOYER — EMPLOYEE (PABOTOJIATE]Th
— PABOTAIOIIUII 110 HATIMY)

* STAFF MEMBER — STAFF MEMBER
(IITATHBIA COTPYIHUK — IITATHBII
COTPYJIHUK)



ITOYEMY S UIIY ITO JEJOBOE MUCHMO?

OCHOBHAS LEJb MUCbMA JOJIKHA
BBITh MOHSAATHA U3 TEMbBI M MEPBBIX
HECKOJIbKMX NPEJJIOXKEHUA. BbI MOXKETE
OXBATBIBATH BOJEE OJHOW TEMBI B
MUCBME, HO BCEIJIA BYJIET OJHA
OCHOBHAS. ONPEAEIUTE BAY
OCHOBHYIO LEJb U YET'O Bbl XOTUTE
JTOCTHUYD.



BOT HEKOTOPBIE U3 MPUYUH, TOYEMY BAM MOXKET
MMOHAJIOBUTHCS MUCATDH JIEJOBBIE MUCbMA WU JAPYI'YIO
KOPPECIIOHJAEHLIUIO:

TO PERSUADE — CKJIOHUTH (K YEMVY-JI.) , YTOBOPUTH (HA
qTO-J1.)

TO INFORM — COOBIIATh, THOOPMUPOBATH, YBEJIOMJISATD
TO REQUEST — ITPOCUTD, OBPAIIIATLCSI C TIPOCHBOM

TO EXPRESS THANKS — BBIPAXKATD BIIATOJJAPHOCTb

TO REMIND — HATIOMUHATb, JIEJIATh HATIOMUHAHUE

TO RECOMMEND — PEKOMEHJ/IOBATbH, COBETOBATD,
[TPEJIATATDH

TO APOLOGIZE — U3BUHSTHCS

TO CONGRATULATE — IIO3/IPABJISITH

TO REJECT A PROPOSAL OR OFFER — OTKJIOHSTb
TMIPEVIOXKEHUE WJIN ODEPTY

TO INTRODUCE A PERSON OR POLICY — ITPEJICTABJIATD
YEJIOBEKA WJIU TIOJINTUKU

TO INVITE OR WELCOME — MPUIJIALIATDL WJIU TIPUBETCTBOBATE
TO FOLLOW UP — JJOBOJMUTH JIEJIO JO KOHIIA

TO FORMALIZE DECISIONS — ®OPMAJIM30BATb PELIEHUS



CYUIECTBYIOT JI1 KOHKPETHBIE JETAJIM,
KOTOPBIE MHE HY>KHO BKJIOYUTH B
MUCbLMO?

COBEPHUTE JIIOBBIE JATBI, AJIPECA,
NMEHA, IIEHBI, CPOKH WJIH JIPYTYIO
MH®OPMALINIO, KOTOPASI BAM MOXET
MMOHAJJOBUTHCS, IPEKJIE YEM IMUCATD
NUCbMO. TINATEJIBHO POBEPBLTE
JTETAJIA, A HE TIOJATAHTECHh HA CBOIO
MAMSITb.



HEOBXOIMM JU MHE OTBET?

MHOI'ME BUbI JEJTOBOI'O MACbMA HYXKIAIOTCS
B OTBETE. /IPYTME HAIIMCAHBI B OTBET HA IIMCHMO,
KOTOPOE BbLIIO MMOJYYEHO PAHEE.

IIEPEN TEM, KAK HAUATb IIUCATb, OIIPEJIEJIUTE,
JEACTBUTEJBHO JU BAM HEOBXOIUMO KAKOE-JIUBO
JEACTBUE WJIA OTBET OT MOJYYATEJISI. BAII 3AITPOC
WU TPEBOBAHMSI JOJKHO BbITh MPEJAEJIBHO SICHBIM.

B HEKOTOPBIX CaAYUASIX BAM, BO3MOKHO, BYJIET
HEOBXOJIMMO YKA3ATh CPOK JJIS1 OTBETA. Ecim
BAM TPEBYETCS OTBET, YKAXKHTE, KAK
MMOJIYYATEJIIO CBSI3ATbCSI C BAMHU. YKAXKHUTE ATY
UH®OPMALMIO HACTOJILKO SICHO, HACKOJIbKO
BO3MOKHO. Bbl MOKETE NPEJOCTABUTD BOJIEE UEM
OJIMH BAPUAHT OBPATHOM CBSI3U, HAIIPUMEP, AJIPEC
3JIEKTPOHHOM IMOYTbI, HOMEP TEJIE®GOH U JIP.



KAK s1 MOI'Y JJOTMYECKU OPTAHU3OBATH MOM
MbICaN?

IlogymanTe 0 TOM, Kak Obl Bbl
OPraHu30BAJIA CBOU MbICJIM, €CJId Obl Bbl
o0pamaJaMch K MOJy4aTresro B )KUBYIO, a He
B MUCbMEHHOM BHe. Bo-niepBbiX, Bbl ObI
IpeacTaBuIn ceos.

Bo-BTOpBIX, BBI OBI ChOpMYyIHpPOBAIH
pPo0JeMy WU NPUYMHY.

I1ocJie 0OCHOBHOTO coaep:kanus Bamero
nucbMa Bbl 10/KHBI BKJIKOYUATH
HHPOPMANIIKUIO 0 TOM, Kak ¢ BamMu M0KHO
CBA3ATbCH.

OKoHYaHHe MUCbMA — 3TO MECTO,
YTOOBI BHIPA3UTHh NPU3HATEIbHOCTD,
[0KeJIaTh YIa4Yd WU BbIPA3UTh
COYYBCTBME.



KoHBepr.
Envelope.




O®OPMJIEHUE KOHBEPTOB JJIA JEJOBbBIX
IHNCEM

IIru O®OPMUIEHUU JAEJOBOI'O IIMCBMA HA
AHIVMIMUCKOM S3BIKE JYUYIIE BCEI'O
HAIIEYATATDHb TEKCT HA KOHBEPTE.
BOJBIIMHCTBO KOMITBIOTEPHBIX [TPOT'PAMM
JJIA PEAJAKTUPOBAHUS TEKCTA COIEPXAT
OYHKIHNU IJIFd HAHECEHUA PASMETKU,
KOTOPBIE 3HAYUTEJ/IBHO OBJIETYAIOT ITPOLECC
OPOPMJVIEHUA KOHBEPTA JIA AEJOBBIX ITNCEM.
BCE, YTO BAM HYKHO CAEJIATb, OTO YKA3ATD
HCHOJb3YEMbBINA PASMEP KOHBEPTA U BBECTHU
HEOBXOJUMYIO UHOOPMAIINIO B
COOTBETCTBYIOILIUX ITOJIAX.



___________________________________________________

_________________________

SENDER’S @ WAY OF

ADDRESS | SANDING STAMPE

5 ' MAPKA

o CIIOCOB |

| AJIIPEC | _OTIPABKHM | =~
OTIPABUTEJIS.

~ RECEVERS |

10 cu ~ (INSIDE) ADDRES

AJIPEC

HOJIYYATEJA




Export Division REGISTRATED e

Inter Coffe, Inc

116 Sea Harbor Drive

Orlando, Florida 35509
Mr. Tadao Price
Aero Space Inc.
103 West 3th Street
New York
NY 10026

USA
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LETTER DESIGN

OPOPMJVIEHUE ITNCBMA




CVYIIECTBYIOT OITPEJEJIEHHBIE CTAHIAPTBI JIS
O®OPMJIEHUSI JIEJIOBBIX TTMCEM HA AHTJIMICKOM
SI3BIKE, XOTSI HEKOTOPBIE OTKJIOHEHUS
SIBJISIIOTCS TIPUEMJIEMBIMU (HAIIPUMEP, MEXTY
EBPOITEVICKIM 1 CEBEPOAMEPUKAHCKIM
JIEJIOBBIM ITCBMOM).

BOT HECKOJIBKO OCHOBHBIX TTPUHIIUIIOB:

- Lcnosb3vilTE ®OPMATEI A4
(EBronEkiicknii) mum 8,5 X 11 11oitMoOB
(CEBEPHASI AMEPUKA) BYMATH WA
BJAHKOB;

- UcioyIb3vHTE nojst 2,5 cm M 1 J1oiim
CO BCEX YETBIPEX CTOPOH;

- UCIOIL3YHUTE ITPOCTOM IIPU®T, TAKUE KAK
TiMES NEw ROMAN mimm ARIAL;

- UCIOJIL3YATE PASMEP IPUOTA 10 — 12
IIYHKTOB;



- LCHOJAB3YHUTE 3AISITYIO OCJE
IMPUBETCTBUA

(DeEArR MR BonND,);

- OJIMHAPHBIN OTCTYI B AB3ALIAX;

- IBOMHOI OTCTYI MEXIY ITAPATPA®AMM;
- IBOMHOM OTCTYII MEXAY IMOCJIEIHUM
NPEJJIOXKEHUEM U KOHIIOBKOH IMMCBbMA
(SINCERELY, BEST WISHES);

- OCTABBTE 4 WK 9 OTCTYIOB Il
COBCTBEHHOPYYHOM NOJNNCH;

- CJIOKUTE IUCbMO BTPOE
(TOPU30OHTAJILHO) NEPE] NIOMEIIEHUEM ET'O
B KOHBEPT;

- LCIOJB3YIUTE ®OPMATHPOBAHUE BE3
BBIPABHUBAHHUS C ITPABOM CTOPOHBI;



I1o cmoco0y oopmiteHust
HeJIOBble MACbMA AeJATCS HA :

<+ FULL BLOK STYLE

+ BLOK STYLE

+ SEMIBLOK
(INDENDED) STYLE



Full Block style

HalVMCaHHBIE «B Kpamw»

* BCE JI0 OJTHOM CTPOYKHU MUCHhMA BIUIOTHYIO ITPUIBAHYTHI K JIEBOMY
IOJIIO;

* HET OTCTYIIOB B HauaJie ab3aiia

s

NTC Publisting Group

4255 West Touhy Avenue ¢ Lincolmwood (Chicage) lUbinois 60646-1975 = USA
Phonc: 70846795500 * Telex: TWX 10 223 0736 (PATGROUP LCWD)
FAX 70B/679-2494 {Main Number) » 708/673-6375 (Customes ServicesOrder Deparament/Accounting only)

May 7, 19——

3 — 4 cTpoku

Mr. Oscar Hamlin
Rightway Printers, Inc.
667 Oakrton Road
Chicago, Illinois 60646

2 CTPOKH pear Mr. Hamlin:
2 cTpoku
P I received your quote for printing the book
INTRODUCTION TO FILM. 1 am pleased to tell you
we have accepted your bid and will be sending
you copyboards by May 15.

<:::::)We would like the job completed by June 25 as

we have very tight deadlines to meet on this
project.

We look forward to working with you on this
book and others in the future. Your reputation
among your clients for fast;, reliable service
is outstanding.

2 cTpoKun
Sincerely,
4 cTpoku
Bruce C. Kaplan
Production Editor
2 cTpoku

rs




Block style

HaIVMICaHHBIE «B Kpam»

* (popmyna npoiaHus U TOJIITUCH
BBIPAaBHUBAIOTCS CIIPaBa 1o jare
* HET OTCTYIIOB B Hayaje ad3ana

BOOZ ALLEN & HAMIITON INC.

THREE FIRSTNATIONAL PLAZA - CHICAGO, ILLINOIS 60602 - TELEPHONE (3M21:346-1900 - TELEX. 25-3312

Ms. Karolyn Carter
Vice President, Marketing
445 South Fandell Avenue
Oak Park, IL 60302

2 CTpPOKHU
p Dear Ms. Carter:

2 cTpoKn Thank you for agreeing to participate in our
seminar, "Strategic Market Planning for the
Year 2000 and Beyond." We have received a
gratifying response from over thirty industry
leaders so far.

As we discussed over the telephone on
Wednesday, we would like you to focus on
international food sales to the new European
Common Market. 1In particular, we would like
you to address the issues of price supports,
cash crops, and government subsidies and their
effect on food production in the next decade,

We are very pleased you will be joining us in
Geneva on October 24 to 30. You will receive
detailed conference information in August.

Arthur E. Rivera

Program Manager
2 cTpoKHu

AER/ts ‘




Semiblock (Indented) style

«C BTs2KKaMmn»
* I1arka Ha OaHke (UpPMBI pacronaraercs Ju0o Mo HeHTpy, OO0 Yy
IPaBOTo Kpas JIMCTa;

* J1aTa pacriojaraeTcs cipana

* OTCTYIBI B Hauajie ab3aleB

* (hopmyna nponiaHus U TOJIITUCH
BBIPABHUBACTCS I10 IMPABOMY Kparo

kel

2528 Green Bay Road
Evanston, 1lingis 60201
{3121492 9660

2 cTpoku

Mr. Qliver Chiang
Western Security Systems
4324 Norech Lawndale
Dubuque, IA 52339
2 cTpoku
Dear Mr. Chiang:
2 crpokn (:::) Thank you for your September 28 letter
outlining vyour time and cost to install an
outside security system on our company grounds.
Your proposal appears well within our budgert,
and we are pleased with your suggested security
lavout.

I will discuss your proposal with the
board of trustees on Thursday, October 6. We
should have a decision for you within the next
two weeks. Thank you for submitting your

proposal so promptly. QCTiOKH

4 cTpOKHU

Ariadne C. Karankis

Vice President
2 cTpoku

ACK:wr




Heading or Letterhead Illanka nucema
Reference Cnpaska

Dateline VYkazanue narel Hanmcanus mmucbpMa
Inside address Anpec nomyuarens
Attention Line Konkpernsiii agpec

Opening Salutation BcerynurensHoe
oOpalleHue

Subject Line 3armasue (Tema) mucnMma
Letter Body Ocnosnoii Tekcr

Complimentary Clause(Closing Salutation)
DopMyIibl TIPOIIAHUS

Sender’s Company Name Hassanue xommanun
OTIIPABUTEIIS

Signature Iloamnuce

Enclosures \Copies VYkazanue Ha IPUIOKCHUS
HIIA KOITUH

Post Scriptum Ilocrckpunrym



1. 3aroaoBok (Letterhead)
1. Ileuaraercsa TunorpagcKuM cnocooom,
NHOIJIA HA JIBYX fAA3bIKAX U TOJbKO HA
NepPBOM CTPaHUIIE MUCbMA.
2. Conep:xut Bce HEOOXOAUMbIE CBEIEHUS]
00 opraHu3anMu-oTIPaABUTEIE
* Ha3BaHHe
* poja AeATeJIbHOCTH
* anpec
* Homep Tesedona/Ppaxca(kon Terekca)
* aapec B UHTEpHETE
* (haMIITUH THPEKTOPOB

Eciau Bbl NHIIHATE MACbMO HA
(pupMeHHOM 0JIAHKE KOMIIAHMM, TO aJPEeC
MUCATh He HYKHO. B 3TOM ciryuyae
YKa3bIBA€TCHA TOJbKO UMSI OTIIPABUTEJIS,
€ro J0JKHOCTD.




ICF LTD
INTERNATIONAL CONFERENCES AND
FAIRS
AM HOFGARTEN 953113 BERLIN
(GERMANY
TEL.: +49 228 3011725 Fax: +49
228 3011755
E-MAIL: ICF@BERLIN.COM



B aapece ornmpaBuTeIsI MOXKET
coaepxaTbCsd HHpopManmusa o
TUIIEC KOMIIAHUU

yacTHasl KOMIIAHUS C
OIrPAaHUYECHHOM
OTBETCTBEHHOCTBIO (private
limited (Ltd) company;

I Incorporated (Inc), ubu
| % aKIIMM HEOOCTYIIHBI JJIS
“—‘\_'—k\- BEIITYCKA Ha CBOOOIHBIIH

PBIHOK




VA)

Public limited company
(PLCO)

OTKPBITOE aKIIMOHEPHOE OOIIECTBO
(KOMITaHH), aKI[UA KOTOPOTO
HAXOJSITCS B OTKPBITON MPOJake Ha
(bOHIOBOM OHpPIKE

Joint stock company (JSC)
(aKIoHEepHass KOMIIaHHS,
aKIIMOHEPHOE OOIIECTBO)

Joint stock corporation
(JSC)

(aKImOHEpHasT KOPIIOPALIHS)



2. Cnpaska (Reference).

a. UHuIMaabl aBTOpa NUChbMa
(mponmcHbIe OYKBBI), Yepe3 «:» HJIH
«/» HHUIHAJIBI MCIIOJTHUTEJIA:
AA/bb

0. Our ref. — perucTpanHoOHHBIH
HOMeEP OTHPABHTEIA

Your ref. — perucrpannonHbIH
HOMEP MOoJIy4YaTesIs:

Our ref: RT/rt/36

Your ref:JJ/iu/98

* mu(pbI YKA3LIBAIOT HA BXOAAIIHM
(Your ref.) niam ucxonssimuii (Our
ref.) Homepa qoKymMeHTa



3. JIata (DATE)

JATY MMULIYT HA TPM CTPOKU HUKE
WHO®OPMAILIUU OB AJIPECATE, WJIA B BEPXHEM
IIPABOM YIIY.

DorMA «J/IEHb-MECAI-1"01» ABIAETCA
OBBIYHOI BO MHOI'MX CTPAHAX, OAHAKO,
YTOBbI U3BEKATH IIYTAHUIBI, 110/ THOCTBIO
U®POBOE OBO3HAYEHUE JAT HE
PEKOMEH ~ =~ ", & na an. "TAHULIBI:

10.02.2015
=

The tenth of February, 2015

Fi% The second of October, 2015

H A3BBAHUE MECSILIA BMECTO YKA3BAHMS
HOMEPA MECSIIIA (HATIPUMEP, J UNE 4TH,

2011)



4. BHYTPEHHMIA AJIPEC
(INSIDE ADDRESS)

YBEAUTECH, YTO BBI IPABHJIBHO MMUIIETE
UMSI TTOJIYYATEJISI. BBI TAKKE JOJIKHBI
KOPPEKTHO YKA3ATH IOJI U MOJIOKEHUS.

N Ccnoub3yluTE 1151 "KEHILUH OBPALLIEHUE
Ms., A 111 my)kunH — MR. UcOJB3YHATE
MRS. 111 )KEHIAH TOJbBKO, ECJU BBI HA
100% VYBEPEHBI, UTO OHA COCTOMUT B BPAKE.

B MEHEE O®UILIMAIBHOI OBCTAHOBKE WJIM
MOCJIE JJIMTEJBHOI'O NMEPUOJA NEPEIUCKH
JIOIMYCTUMO OBPAILATBCSI K YEJIOBEKY IO
UMEHHU. Eciin Bl HE 3HAETE UMEHU YEJIOBEKA
U HE MOXETE Y3HATb 3TY UH®OPMALIUIO, TOBLI
MOXKETE HAIUCATH «T'0 WHoM IT MAY
CONCERN».



IInceMo CJIEAYET HAUUHATDHb C OOUIUAJIBHOI'O
OBPAIIEHUA, OCOBEHHO ECJIA 3TO IHEPBOE
MMCbMO. BOCIOJIB3YITECH OAHHUM U3
INABJIOHOB:

HELLO MR. IvANOV
DEAR SERGEY

DEAR MRS./MSs. JONES - 9TO ®OPMYVYJIA
OPUIUAJILHOTO OBPAIIIEHMS K )KEHIIWHE, ECJIH
BBl HE 3HAETE, 3AMYKEM OHA, WJIA HET.

DEAR SIR/MADAM - TAK MOXHO OBPAIIATHCSI
K COBEPIHIEHHO HE3HAKOMOMY YEJOBEKY. XOTS
BCE CHELUAJMCTBI YTBEPKJIAIOT, YTO JIYUIIE
BCEI'O Y3HATBH UMSI AJJPECATA, YTOBbI BAIIIE
MUCHMO HE UMEJO XAPAKTEP ITPOCTO
PACCBLIKH.



O®OPMJIEHUE JEJTOBOIO MUCbMA HA
AHITIMIICKOM TPEJINOJIATAET COBCEM WHBIE
3HAKH TIPENNMHAHMS, 110 CPABHEHHIO C PYCCKUM
SI3BIKOM.

""31PABCTBYWUTE, MAPHSI UBAHOBHA!"

IHociue OPUIHHUAJBHOI'O OBPALIEHUA CTABAT
SJAIIATYIO, A CAM TEKCT ITMCBMA HAYNHAIOT C
HOBOH CTPOKH, NPOIIYCTUB OJIHY CTPOKY.

Ecim BBl OBPAIIAETECH K
BBLICOKOIIOCTABJIEHHOMY JIIY, TO MOCJIE
OBPAIIIEHMS CJIEIYET MMOCTABUTDL JBOETOYNE,
KOTOPOE MOJTYEPKUBAET O®UIAAJILHOCTD:
DEAR MR PRESIDENT:



CYIECTBYET CTAHJAPT MCHOJIb30BATH
3ATIAATYIO (IBOETOYME B CEBEPHOII AMEPHUKE)
NOCJE OBPAIEHMSA. KPOME TOro, 10mMyCcTuMO
BOOBIIE HE MCIOJIb30BATh 3HAKU ITYHKTYAIIUH.

BOT HEKOTOPBIE HAUBOJIEE YACTO
BCTPEYAIOIIHUECA CIIOCOBbbI ObPALHIEHUA

DEAR MR GATES,

DEAR MS FROSTER,

DEAR STEVE JOBS:

DEAR EDITOR-IN-CHIEF: (IJIABHBI
PEJAKTOP)

DEAR VALUED CUSTOMER (YBAKAEMBI
KJIUEHT, CTAHJIAPTHASI ®OPMA OBPAIIIEHUS K
KJIAEHTY)



DEAR SIR OR MADAM: (YBAKAEMBIE
IrOCIOJIA, YIIOTPERJISIETCSI B TIPH BEJKJIMBOM
WJIN O®UIIMAJIHLHOM OBPAIIEHUH K MY’KYMHAM B
IPUBUJIETMPOBAHHOM CPEJE, A TAKXKE K
HE3HAKOMBIM COBECEJHUKAM, ITYBJIUKE,
AVJIATOPHAN)

DEAR MADAM (YBAKAEMASI MAJAM /
T'OCIIOKA)

DEAR SIR, (YBAKAEMBII COP / roCcrIOnyH)
DEAR SIRS (Ecim Bbl OBPAIIIAETECH K
KOMIIAHIH B IIEJIOM, A HE K ONIPEJEJTEHHOMY
YEJOBEKY B KOMIIAHHM. )

(FENTLEMEN: (®OPMAJLHOE OBPAIIIEHUE K
JIBYM ¥ BOJIEE MYKYNHAM)



Letter Body

Ecau Bbl NUIINATE AJIPECATY BIEPBBIE, TO
B HAYAJIE MMCbMA OBSI3ATEJBLHO CJEJAYET
MPEJICTABUTBLCSI, YKA3AB CBOE IMOJIHOE UM
U JOJI)KHOCTb.

Hanopumep:

I AM OLGA PETRENKO, A
VICE-PRESIDENT OF GBH CoMPANY.
- A, Oibra IIETPEHKO, BHIIE-ITPE3H/IEHT
komraann GBH.



Ecin KE Bbl YKE NEPENMUCBHIBAJIUCEH C
AJIPECATOM, TO YMECTHO MOBJIATOJIAPUTD
ErO 3A NPEJABIAYIIEE MMOCJAHME.

HAnpumer:
THANK YOU FOR YOUR MESSAGE. -
CHIACHUBO 34 BAIIIE COOBIIIEHUE.

THANK YOU FOR YOUR QUICK RESPONSE.
- CHACHBO 34 BA[[I BBICTPBIH OTBET.

THANK YOU VERY MUCH FOR SENDING/ME
THE CATALOGUE. - boOJIBIIIOE CITACHEO 34
10, HTO OTIIPABHIIN MHE KATAJIOI'.



OCHOBHO# CMBICJI IOCJIAHUS
PACKPBIBAETCSI B IMIABHOM TEJE MUCLMA.
YMECTHO HAUMHATH CO CJIOB "I AM WRITINC
TO YOU TO ..."

IIPABUIA O®OPMJIEHMS JIEJIOBOIO MUCHMA H
AHIJIMACKOM SI3BIKE JUKTYIOT CJEAYIOUIEE:

- IIucemo CIEAYET CTPYKTYPUPOBATDL, PA3BU
HA AB3AIIbBI. B IINCBME YETKO YKA3BIBAIOTCS
IHNPUYUNHbI OGPAIIIEHNS. OBBIYHO JOCTATOYHC
TPEX AB3AILEB, UTObbI U3JIOKUTH CBOIO
IMPOBJIEMY.

- HE 1ONYCKAETCS UCHOJIb30OBAHUE KPACHOF
CTPOKH, WJIX OTCTYIIA.



- B KOHIIE MMCBMA OBSI3ATEJLHO CAEJAYET
MOBJATOJIAPUTH AJIPECATA 3A MPOSIBJEHHOE
BHUMAHMWE WJIM 3A BYAYIIEE UCTIOJTHEHUE
BAIIIEHA MTPOCHBBLI:

THANK YOU FOR YOUR TIME.

THANK YOU IN ADVANCE.

THANK YOU FOR YOUR PROMPT HELP...

- B 3ABEPHIEHUE BCErO MACHLMO CJEAYET
MOJAMNMUCATH CJAEAYIOIIUM OBPA3OM: OTCTYINUB
YETBIPE CTPOKHA OT OCHOBHOI'O TEKCTA,
HANUIIUTE CBOE MOJHOE UMS$l, YKAJKUTE
TOJKHOCTh U OCTABBTE KOHTAKTHBIE
JTAHHBIE. HAIIPUMEP,

OLGA PETRENKO

VICE-PRESIDENT

GBH ComMmprANYy

TEL.: 555-55-55

E-MAIL: XXXXX@MAIL.RU



A.Q.Electronics Ltd.,
Calle Estoril 1701,
Barselona,

Ref: JR/ct 12 Oct., 2006

Standart Office Furniture Ltd.
Cantley Rd.

London, SW4 9HX
Great Britain

Dear Sirs,

We have read an article in “Office News” about
your range of wvisible record system filing
cabinets. We are interested in introducing a
modern filing system in our main office.

Please send us price list and catalogues of your
manual and electronic data processing systems,
quoting your price f.o.b. London if possible. We
are particularly interested in type TW37, so we
would be grateful if you would enclose more
detailed information about this particular
model.

We look forward to hearing from you soon.

Yours faithfully,

J. Rodriguez,
Office Manager




BCTYIIUTEILHOE OBPAIIEHUE /
3AKJTIOYUTEJBHBIE ®OPMBI BEXJIUBOCTU

Korna Bbl He 3HaeTe UMs moJrydareJis:

Dear Sir ... .
Dear Madam ... Yours faithfully

Dear Sir or Madam ...

Korga Bbl 3HaeTe MMA MOJy4YaTeJis:

Dear Mr Thomson...
Dear Mrs Thomson... Yours sincerely
Dear Miss Thomson...

Dear Ms Thomson...

Korna Bl numiere xopouieMy Apyry Wid KoJujiere:

Dear John... Best wishes / Best regards

Korza nucbMo0 ajipecoBaHo LeJI0MYy OTAeJy UM MHOTUM
noJryqyarejsiv

Dear Sirs... Yours faithfully



COBETHI TP HAITMCAHUU JIEJIOBOTO MMACHBMA
HA AHIDIMUCKOM SI3BIKE

* McnoJIb3VITE PA3TOBOPHBII TOH.

* JAJABAWTE BOITPOCHI ITPSIMO.

* JIBAKIBI IPOBEPLTE ITPABIUILHOCTD MOJIA H
HATIMCAHUE UMEH U ®PAMUINIA.

* UCNOJIL3YWUTE MO BO3MOKHOCTHU JTENCTBH-
TEJIbHBIU 3AJIOT.

* UcnoJb3VHTE BEKJIMBBIE ®OPMBI (WOULD
BMECTO WILL).

* BCErJA YOOMHMHANTE CEBSI KAk «I» (51).
HE ucnojp3viite “wWE” (Mbl) JO TOTrO

MOMEHTA, IIOKA HE SACHO KTO 1104 2TUM
IHHOAPASYMEBAETCA



* TIEPENUINATE JIIOBOE HPEJJTOXKXEHUE

WJIM BOIMPOC, KOTOPBIA 3BYUUT
HEOIIPEAEJIEHHO

* HE 3ABYIBTE YKA3ATH JIATY.

doprmA «lEHb-MECAL-1 01» SIBISIETCA
OBBIYHOI BO MHOT'IX CTPAHAX,
OJHAKO, YTOBbI U3BEKATh IIYTAHUIIBI,
HANIMIIUTE HA3BAHUE MECSILIA BMECTO

VKA3AHHMSI HOMEPA MECSIIIA (HAIIPUMEP,
JUNE 4TH, 2011)



