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BBenenue

B smnoxy pa3BuTHs COBPEMEHHBIX MH(POPMAIIMOHHBIX TEXHOJIOTHHA JEI0BOE MUCHMO
MO-TIPEKHEMY OCTAeTCsI BAXKHBIM MCTOUYHUKOM HHpopMmaiuu. Y XoTs MOOMIbHAS CBS3b U
pasiauuHble npuioxkeHus, tuma Viber m WhatSApp Bce wuale HCHOIB3YIOTCS IS
OTIEpaTHUBHOTO PEIICHHs BOIPOCOB C MApTHEPAMH IO BCEMY MHUPY, JI€JIOBbIE MUChMA JAIOT
BO3MOXHOCTh BECTH Hanbojiee Ba)KHbIE M CJIOXKHBIE BOMpockl. ClieqyeT Nmpu3HaTh, YTO
MOCTOSIHHOE  COBEPIICHCTBOBAHUE U IIMPOKOE UCIOJIb30BaHUE HH(POPMAIMOHHBIX
TEXHOJOTHI OKa3bpIBAIOT BIMSHHE Ha CpEACTBA TMepefadd JeNOBOM JTOKyMEHTAIIHH.
Hanpumep, kpome TpaJiMLMOHHOW OTIpaBKU B KOHBEpPTE IO IIOYTE, BCE Yalle
HCIIONIB3YETCS DTIEKTPOHHAs TTouTa U (pakc.

HaBbiku gemoBoro mucbMa HEOOXOJUMBI HE TOJBKO PYKOBOIUTENSIM BBICIIETO
3B€Ha, HO W COTPYOHUKAaM CpPEJHEr0 M IMEpPBOrO YpPOBHS, IOCKOJBKY IPAaBUIBHO
COCTABJICHHBIE JI€JIOBbIE MMCbMa BO MHOIOM OIpeAENstoT 3(h(PEeKTUBHOCTh pabOThI, Kak
OTJEJIBHOIO COTPYJHHUKA, TAK U OpTaHU3aLlUU B LIEJIOM.

C y4yeToM pa3BUTHs MEXAYHApOAHON TOProBJIM M MHTEpHALMOHAIN3AUK OU3Heca,
r100aTbHBIX TMPOIECCOB B SKOHOMHKE W CTUPAHMM HAIMOHAIBHBIX TPAHMUIl, OONbIIas
4acTh JEJIOBOM MEPENUCKH OCYIIECTBIISECTCS Ha aHIJIMWCKOM S3bIKE. A 3TO 3HAYMT, YTO
oOyueHue AeT0BOMY MUChbMY Ha aHTJIMICKOM SI3BIKE JTOJHKHO CTaTh HEOTHEMIIEMON YacThIO
poheCCHOHAIBHOM TIOATOTOBKH CTYJICHTOB — OYIYIIUX CIICIUAIUCTOB B 00JacTH
HSKOHOMUKH U yTPaBICHHUS.

HecMoTpst Ha MHOrooOpasue JenoBbIX muceM (OJarogapcTBEHHbIC, FapaHTUIMHBIE,
UH(POPMAIIMOHHBIC, CONPOBOIUTENbHBIE W T.O.), BCE OHM HMMEIOT o0O0mui Gopmar:
MPUBETCTBHE, OCHOBHAS YacTh, 3aKJIIOUCHUE.

3HaKOMCTBO C TpeOOBaHMEM K KaXKJIO0M M3 BBIICICHHBIX YacTeil, ee Qopme u
COJIepKaHUI0, 00ECIIeUNBAIOT HACTOSIINE METoauYeckie ykazanus. OHU NpeaHa3HaAueHb
Ui 00y4aronuxcs Mo MporpaMMaM akKaJAeMHUYECKON W TMPHUKIAIHON MarucTpatrypsl IO
HSKOHOMUYECKUM HAIpPABICHUSAM, a TaKXK€ MOTYT OBbIThb MOJE3Hbl CTYACHTAM CTapIIUX
KypCOB, KTO CTPEMHUTCSl pa3BUBaThb HABBIKM MHChMEHHOM PEYM Ha AHTIUICKOM S3BIKE,

ACIIMpaHTaM W HAY4YHBIM pa6OTHI/IKaM, HarpuMcEp, Ipru COCTABJICHHH Pa3JIMYHOrO poJa



CONPOBOJUTENIBHBIX JOKYMEHTOB K HAaydHbIM CTarThsiM, a TakXe BCEM, 4Ybs
npodeccuoHanpHasi ~ JEATEIBHOCTh  CONpsDKEHa C  BEICHHEM  TEpPElmucCKd  C
AHIJIOTOBOPAIIUMU apecaTaMH.

[TonpoOHBIE TeopeTHyecKue KOMMEHTapuu, HaumboJee YacTo HCIOIb3yeMbIi
JUHTBUCTUYECKUM MHHUMYM M IPAKTUYECKHUE 3aJaHUsA Ha MATepUalle ayTEHTUYHBIX
OpUMEPOB U 00pa3loB oOecrevar LEJIeHANpPaBICHHYO MOJITOTOBKY K COCTaBJICHUIO U

HaImMCaHWIO ACJIOBBIX ITHUCEM.



1 KonrakTHass uHgopmanus

1.1 Introductory comments on contacts

Bonbiias 4acTh 1€OBBIX MUCEM COCTABISIOTCS Ha OJJaHKE OpraHU3alluu, KOTOPHIM
BKJIIOYAET B ceOs CIEAYIONIyl0 MH(OpMaIHIO: HAa3BaHHE OPTaHMU3AlMHM WM KOMITaHUH,
aapec, HoMep TenedoHa U (akca, agpec IIEKTPOHHOM TMOYTHI U  caifTa
Nmenno opuIaATbHBIN OJ1aHK nenaeT MUCHMO OTI03HABAEMbIM u
3aMEeTHbIM U1 nojydarens.  Jns  Oosbmield  3HaYMMOCTH W OOJIBIIETO
BIIEUATJIICHUS 4acTO OJIAaHK MOXET coJiepKaThb JIOTOTHI ~ OpraHU3allud  WIU
KOMIIaHUHU.

B Tom cmydae, eciu o¢uUMANbHBIA  OJAaHK  KOMIIAHUU  OTCYTCTBYET
WIM HE UCIOJB3YeTCs, KOHTaKTHas HH(pOpMalUs OTHpaBUTENS  pa3MellaeTcs
B BEPXHEM JIEBOM YIJIy B CIEAYIOLIEM MOPSAKE:

Nms nu Gamunus

JIOJI>KHOCTB

Ha3zpanue xomnanuu

FOpunnueckuii afipec KOMIaHUU

Tenedon

DNEeKTpOHHAs MoYTa

Cailt

3atemM yepe3 OAUMH MHTEpBal CIEAyeT JaTa HamucaHus NHUChbMa, a Jajliee, TaKxKe
4yepe3 OJIMH WHTEPBaJ, KOHTaKTHAsI HHMOpMAITUS TIOTydaTes:

Nms n Gamuius

JIOKHOCTB

Ha3zpanue xoMnanuu

KOpunnueckuii anpec KOMIaHUU

OO6parure BHHUMAaHUE, 4TO npu HaIlUCAHUU agpeca cHayasia
YKa3bIBAETCS HOMEP oma, Ha3BaHUE YIIUIIBI, WH]IEKC, ropo,

CTpaHa.



Language focus

[IpocMoTpuTe 00pa3isl 0JaHKOB U OPOPMIICHHS KOHTAKTHON MH(OPMAIIUH.

MA S T E R SO06 TanOak Court

Altamonte Springs, Florida 32714

DESIGN 407-535-0682

jason10918@yahoo.com
Vieb Design, Always a Move Ahead

NORWALK PUBLIC SCHOOLS

125 East Avenue ¢ P.O. Box 6001
Norwalk, Connecticut 06852-6001
Tel: (203) 854-4001 e Fax: (203) 838-3299
Email: corda@norwalkpublicschools.net

Mr. Tribbiani

Senior Manager — Events
Chrome Enterprises
4830 Kimbark Ave.
Chicago, IL 60635

1.2 Assignments

1.3.1 Arrange the details into the right order to make an address:

a) 5689;

b) NY;

c¢) Quadrangle Park;

d) XXX Corporation;

e) Avenue Street;

f) 59986

1.3.2 Arrange the details into the right order to make contact info about the recipient
of a letter:

a) Chicago;



b) 69856;

c) Chicago Tribune;
d) Mrs. Mary Susan;
e) 1563;

f) Lattice Street;

g9) CI;

h) Technical Assistant.

1.3.3 Take a letterhead of your company or OSU and make its English version.

2 IlpuBeTcTBHE

2.1 Introductory comments on salutation

[IpuBeTcTBHE SABIISIETCS OYEHD BaXXHOU YACTHIO MUCHMA, IIOCKOJIBKY C €r0 IIOMOILBIO
Brl ycTanaBiuMBaeTe NCUXOJIOTHYECKHM KOHTAakT ¢ Bammm anpecarom. Bwibop ¢opmbl
MPUBETCTBUSI 3aBUCUT OT TOTO, 3HAETE Jin BbI ueroBeka, K KOTOPOMY 00paIaeTech, U €CIu

3HaeTe, TO HACKOJIbKO On3ko [1].

2.2 Language focus

[lo3HaKOMBTECH C OCHOBHBIMH (OpMyJaMH TIPUBETCTBUS U CIy4asMHU UX
yrnotpeoenus [4]:

To whom it may concern — ymorpeOasieTcsi, korga Bam HeusBecTeH ajapecar,
MUCHMO THIIETCS HA OPTraHU3aIHIo;

Dear Sir/ Madam — wucnomb3yercs, Korja He yKa3bIBaeTcs uUMs W (haMuius
azpecara;

Dear Mr. Smith — koraa Ber oOpaiaetecs k u3BecTHOMY Bam ajpecary My»KCKOTO
noJa,

Dear Ms. Smith — xorma Ber oOpamaerech k u3BecTHOMY Bam ajpecaTy jK€HCKOTO
noJa;

Dear Dr. Smith — eciiu agpecaT uMeeT CTENEHb JOKTOPa,;
8



Dear Prof. Smith — eciim anpecar umeet 3Banue npodeccopa;

Dear Xu Li — obpamenue mo nMeHu 1 (HaMIIIUU HCIIONB3YeTCs, Koraa Bam TouHo

HCU3BCCTCH II0JI aJipccCara.

Memnee o¢puiuanbHBIMU (OPMaMU MOTYT OBITh:

Dear colleagues — ucronb3yertcs 11 00OpaIlieHus K TPYIIIE JIOJICH;

Dear Mary — npu o0pailieHuH K XOpOIIo 3HAKOMOMY aJipecaTy *KEHCKOro I0J1a;

Dear John — npu oOpaiieHny K XOpoIio 3HaKOMOMY aJjpecaTy MY>KCKOTO IT0JIa.

HpI/IBeTCTBI/IH tina Hi u Hello AOIIYCTHUMBI TOJIBKO AJIA IIPUBCTCTBUA OYCHDb XOPOIIO

U OJIM3KO 3HAKOMBIX JIIOJIEHN.

[Tocne Bcex ¢opmyn mpuBercTBus (kpome To whom it may concern, mocie

KOTOPOIo CTAaBHUTCA ,Z[BOGTO‘II/IG) CTaBHUTCA 3alrsiaTasd. BOCKHHH&TGHBHBIﬁ 3HAK OOBIYHO HE

HCIIOJIB3YCTCH.

2.3 Assignments

2.3.1 Identify the best salutation for each case:

1 when you are writing a business letter to
an unknown recipient

2 when you are unsure about the gender of
the recipient

3 when a letter is sent to an entire group and
not individualized

4 when you are already on a first name basis
with the recipient

5 when addressing a professor

a) Dear colleagues

b) Dear Joe

c) Dear Prof. Jones

d) Dear Jan Jones

e) Dear Sir/ Madam

2.3.2 In a best case scenario, who should you address your business letter to?

Choose the best option and then read the comments below.

a) tothe company at large;
b) to the receptionist;

C) towhom it may concern;



d) to a specific person.
Comments:
- to the company at large.

Not exactly! The company may have various departments or locations, and you
want to make sure that your letter ends up in the right hands. Try to narrow down your
intended recipient by doing some research.

- to the receptionist.

Try again! A receptionist often works as a gatekeeper, especially at larger
companies. Still, you run the risk of confusing the intended recipient if you address it to
the receptionist, instead of the person you really want your letter to get to.

- To Whom It May Concern.

Not necessarily. If you do your research and call the company and you still can't
find a specific person to address your letter to, this will do in a pinch. Still, the recipient is
far more likely to respond to your letter if you are personal and take the time to find out
who to write to.

- to a specific person.

Nice! Do some research online or by calling the company to find out the right

person to address your letter to. Chances are that if it lands on the appropriate desk, you'll

be more likely to get a response quickly and efficiently.

3 OcHOoBHAA YACTH

3.1 Introductory comments on body

BBIACIAIOT ClieIyroIe OCHOBHBIC THITBI ISJI0BOTO MUchMa [5]:

Enquiry letter — ero nuiyT, eciiM HHTEPECYIOTCS ACTAIAMHU HHPOPMAIUK O TOBapax,
ycayrax;

Complaint letter — B TakoM mnuCbME COIEPKHUTCS jKajgoba Ha TOJYYCHHBIC
TOBAPBI/YCIyTH, OMHUCAHHE KOHKPETHBIX MPETCH3WH W CHOUCOK TpeOOBaHHUH 00 HX

YIOBJIETBOPEHUH;

10



Reply letter wuin Reply quotation — TekcT Takoro MmociaHus OTIPABISAETCS B OTBET
Ha enquiry letter u comepkuT TY HHPOPMAIHIO, O KOTOPOU OBLI ClIEeIaH 3ampoc;

Application letter unmm statement letter mpencraBiasier u3 cebs 3asBICHUC INPU
KEJIAHUU YCTPOUTHCS Ha pabOTy, MOCTYIUTh B yIeOHOE 3aBEJCHUE H T.JI.;

Acceptance letter — 3To oTBeT Ha 3asBJICHHE WM TPEAIOKEHHE C MOJIOKUATEITbHBIM
OTBETOM, B HEM YBEJIOMJISICTCS, YTO COMCKATEIb MPUHST HA paboTy, y4eOy U T.1I.;

Refusal letter — mnpsmMo NPOTHBONOJIOKHOE WPEIBIIYIIEMY, TO €CTh OTKa3
OTIIPABUTEIIIO 3asIBICHUS WJIH 3a1IpOcCa;

Thank you letter cogepxut 6:1aroJapHOCTh 32 OKa3aHHBIC YCIYTH, KaueCTBCHHBIH
TOBap, OMOIIb B PEIICHUH Pa3HBIX BOIPOCOB OM3HECA | T.J.;

Commercial letter mmu commercial offer — sto odunmansHoe oOpalneHHe K
MOTCHIIMAIBLHOMY IMapTHEPY IO JKEIaeMOMY JCIIOBOMY COTPYJHHYECTBY, PAaCKpPBIBAIOTCS
€ro TPEUMYIIECTBA U MPEJIararoTCs KOHKPETHBIC €T0 YCIOBUS;

Congratulation letter — 3To muchbMO-TIO3ApaBICHHE ¢ BaXKHOW JIATOMH, C YCICIIHBIM

3aBCPIICHUCM COBMECTHOIO aAcCjia 1 T.1.

3.2 Language focus

[Tucbma MoryT OBITH JTOO TTEPBBIM OOpaIllEHUEM K aJpecary, JU00 MPoJa0HKEHHEM
NPEIBIAYIIET0 KOHTAKTA MO TIEPENUCKe, TeJIe(hOHY WU JIMYHON BCTPEUH.

B 3aBHCHMOCTH OT 3TOT0 B Hayaje MMChMa MOTYT OBITh HCIIOJIb30BaHbI CIETYIOIINE
dbpaszsr [3]:

| am (we are) writing to inform you that/ confirm/ enquire about/ complain about ...

| am contacting you for the following reason ...

I recently heard about ... and would like to ...

| am (we are writing) regarding your inquiry about .../ our phone conversation

In reply to your request ...

Thank you for contacting us ...

B Enquiry letter criexyeT ucmonp30BaTh ClieayIonue Gppasol:

Could you please send us ...

11



We are writing to enquire about ...

We would like to know more about ...

We would like more detailed information about ...

Complaint letter moxeT coziepxaTh BhIpaXKCHHS THIIA:

| am writing to draw your attention to ...

| am writing you to complain about ...

| am writing on the subject of ...

| wish to bring your attention to a problem which arose due to ...
...otherwise I will be forced to take the matter further.

| assume we can sort this matter out amicably.

| hope you will deal with this matter as quickly as possible.

| trust the matter will be resolved.

B Reply letter unu Reply quotation ucnonbe3yiite ciaenyroiue Gppasbr:
We are pleased to inform you ...

May we remind you that ...

This is to certify that ...

Please take note of the ...

As you know ...

In reply to your telephone enquiry | wish to advise you that ...
Since | last wrote you there has been some progress with the ...
Application letter conepxwr:

| have learned from business associates ...

I'd like to apply for this post.

Please send me further details of the post.

As you will see from the enclosed CV (curriculum vitae) ...

| feel | can meet the requirements of this post.

| have basic knowledge of ...

| have a degree in ...

| wish to make use of my knowledge of ...

| enclose a reference from my previous employer.

12



Jlnst BeIpaskeHUS TPUHSTUS TPEJIOKEHNsI WM Tpuriianienus B Acceptance letter
WCITOJIB3YIOTCS Cieaytomue (ppasb:

| accept your invitation to ...

| am very pleased to accept the position as ...

| am grateful for this opportunity and look forward to ...

| truly appreciate your confidence in my performance and skills ...

We appreciate your initiative of ...

It is an honor for me to attend the ceremony ...

We are happy to let you know that ...

Jns Beipaskenus otkasa B Refusal letter moryTt ObITh HCIIOTBE30BaHBL:

Unfortunately, we are forced to refuse further cooperation ...

We inform you that, upon the customer’s decision, the contract is terminated in
connection with ...

Our organization no longer needs your services because...

We have to refuse your proposal.

Thank you for your offer to ... but we have to deny it because ...

Thank you letter wacto comepxur cienyroinue (hpasbi:

We are extremely grateful for your help ...

Thank you for particular attention that you paid ...

Please accept our gratitude for ...

Thank you for your kind cooperation ...

We really appreciate your trust and will try not to disappoint you ...

[Mpennoxenne o corpyaaudectse B Commercial offer MoxkHO BBIpa3suTh C
IIOMOMIBIO:

We have a special offer for ...

Our company may help you to ...

Contact us right now to ...

If you are interested in the offer, we are ready to discuss further details.

B kauectBe ¢paz-nmo3apasnenuit B Congratulation letter mosxHo ncnoap30BaTh:

Let me express my congratulations upon ...

13



Thank you for your work and best results!
I want to thank you for everything you have done for ...
I was delighted to learn that ...

Thank you for your many outstanding contributions to ...

3.3 Assignments
3.3.1 Read and translate the samples of the following bodies of letters. Define what

type they belong to.

a) | am writing to inform you that yesterday | got my new TV set which was
delivered by your delivery service. The package was undamaged so | signed all documents
and paid the rest of the sum. But when | unpacked it | found several scratches on the front
panel. I would like you to replace the item or give me back my money. Please let me know
your decision.

b) | am writing to apply for the job of volunteer worker which | saw advertised in
The Guardian last week. | would be interested in teaching maths to primary children in
your camp in Chittagong in Bangladesh. I enclose a copy of my CV.

| am 18 years old and | have just finished secondary school in Newcastle. |1 would
like to work for you because | am very interested in teaching. |1 would also like to learn
about a different culture as | feel that intercultural understanding is extremely important.

I am a hard-working and committed person. | have participated for the last three
years in a voluntary programme, Community Links, visiting elderly people in my local
area. | also feel that | can get on well with people from other cultural backgrounds, since |
have also taught immigrant children English at our church school.

| think I would be a good primary teacher of maths due to my teaching experience.
Also, | have recently passed my Maths 'A' level (grade B), so | have a good understanding
of the subject. In addition, I hold a certificate in first aid, which might be useful.

c) You were recommended to us by Mr. Steve Birdman from A&ATK Ltd. Our
company is a new subsidiary of the JPMorgan Chase. We are in the market for very

substantial quantities of computers for the next month. We would be grateful if you could

14



send us your catalogue with more detailed description of your computers. We would like
you to inform us about discounts that you provide and terms of delivery. We would also
like to know if it is possible to make an order online. Thanking in advance for your help.

d) With reference to our telephone conversation yesterday | am glad to tell you that
we offer you the position of Senior Lawyer in our company. You will be provided with
company car according to the corporate policy and full medical insurance. Your salary will
be $100 000 per year according to your request. You may learn about job conditions in job
offer attached to this letter.

e) With reference to your vacancy for Office Manager | am sending you my CV
attached to this letter. | have an experience of working as a secretary for 2 years in a small
company where | had no career prospects. | am the Bachelor of Business Administration
and so | think my education would allow me to make a significant contribution to your
company. | would be very grateful if you consider my application.

f) 1 am pleased to receive your offer and graciously accept the position offered,
Assistant Director of the Tipten Grebben Family and Recreation Center.

| really enjoyed our conversations prior and look forward to being part of the
community resource you have directed so well during your career. | am ecstatic to be
learning as your assistant.

The salary, hours, requirements, start date, & other detail presented are all agreeable
to me. The standard benefits package, with an additional two weeks’ vacation, are great.

g) We hasten to inform you that our company does not need your transportation
services since there are 12 trucks in our property, which is quite enough for transportation
in the required amount. In case that we need your services, our specialists will certainly
notify you. Thank you for contacting us.

h) | am extremely grateful to you for helping me transport the ordered goods
directly to the building site. I am pleased to learn that your company is attentive to your
customers’ requests and is doing everything possible for maximum comfortable
cooperation. | wish your organization further growth and hope that in the near future I will

turn to you for the service again. | wish you all the best!

15



4 3akII0UYNTEILHAA YACTh

4.1 Introductory comments on closing

B nmocneanem ab3ane nucbMa pe3lOMUPYHTE BCE M3JI0KEHHOE M YETKO 0003HAUbTE
00 mpejuIaraeMble Mephbl, TU00 CBOU OXKUAAHUS OT MOJydaTess MucbMa. bynbre roToBbl
K TOMY, 4TO OH 3a7acT Bam nononnutensHbie Borpockl. [loGnarogapure 3a moTpauyeHHOE
Ha Bac Bpewms.

HeobxoaumMo MOMHUTH, YTO 3aKJIIOUUTENbHAS YacTh MHUChbMa MpPU3BaHA YCUIHTH
3 deKkT OT M3N0KEHHOTO BhIMIe TekcTa. OHA MOJDKHA TPOU3BOJUTH OJIArOMPUSTHOE
BIEYATIICHHUE, HO TIPU 3TOM HE COJAEPKATh U3JIUIIHEN HABSI3UMBOCTH, YMOIIMOHAIBHOCTH U

T.O. HmenHo IIO3TOMY IIPUHATO HCIIOJIB30BATb 00e3IMYCHHEIC CTaHIapPTHBIC (1)p2131>1.

4.2 Language Focus

Ecnu Bame nuceMo nMmeert IMPUIIOKCHUSA, TO 3TO HCO6XO)II/IMO YKa3aTb C MOMOIIBIO
¢pa3 Please find enclosed (for letters) u Please find attached (for emails).

Ecnu Bbl TOTOBBI OKa3aTh NAIBHEUIIYIO MOMOIIb WIM KOHCYJIBTAllUK), YMECTHO
Oyner ucnonb3oBath: If you require more information, please let us know uam Please do
not hesitate to contact us if you need any further assistance.

3aI/IHT€pCCOBaHHOCTB B IIPOJOJIKCHHUU O6H_[€HI/I$I MOJKHO BBIPa3uTb C IIOMOIIbIO
takux (pas, kax [2]:

| am looking forward to hearing from you soon.

We are looking forward to meeting you on 21 January in Orenburg.

We would appreciate your reply at your earliest convenience.

®opMyna mnpomiaHus JOJHKHA 1O CBOEM cTeneHu (OPMaIbHOCTH U TOHY
COOTBCTCTBOBATH UCIIOJIb3YyCMOMY B HA4YaJIC ITUCbMa IMPUBCTCTBUIO.

Yours sincerely / Sincerely yours / Respectfully ucmons3yror, ecaun B Havajie
nUchMa B KadecTBe oOpareHui BoicTymanu ¢passl Dear SirfMadam wiu To Whom It
May Concern.

Sincerely o6s1uHO yroTpe0biasiercs mocie oodpaienus Dear + name.
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Menee ¢opmansapiMu Bapuantamu siisrorces Kind regards / Warm regards /
Regards / Best wishes.

biu3koe 3HaKOMCTRBO C aipecaToM JomycKaeT ucnoib3oBanus Best / Hugs / Cheers.

4.3 Assignments

4.3.1 Match phrases in English with their Russian translations:

1. Should you need any further
information, please do not hesitate to a) OXumaeM Ballero mOATBEPIKICHHMS.
contact me.
2. We would appreciate your cooperation 5
o b) Hameemcst oJTydnTh CKOPBIN OTBET.
in this matter.
3. Thanks for your extremely helpful C) [Tonb3ysich BO3MOXHOCTBIO, BBIpOKAaeM BaM
attention to this matter. 0J1ar01apHOCTH 32 OKA3aHHYIO MTOMOIII.
4. Thanks again for your attention,

_ _ ) d) C Bamu Bceria npusTHO UMETH JIEJIO.
consideration, and time.
5. We look forward to building astrong e)B  mo6oe BpeMs Mbl TOTOBBI  Bac
business relationship in the future. BHUMATEJIHHO BBICITYIIIATS.
6. We take this opportunity of thanking  f) Cnacubo 3a Bamie 4Ype3BbIUANHO MOJIE3HOE
you for your assistance. NIPOSIBICHHOE BHUMAaHUE K JIAaHHOH mpoOlieme.

) g)Ecim  BaM  HyXHa  JIONOJHHUTCIIbHAS

7. We are looking forward to your

] ] uHpopmalus, NOoXKanyicTa, HE CTECHINTECh
confirmation.

o0paIaTbcst KO MHE.

8. We look forward to hearing from you h) bynem PHU3HATEITHHBI 3a BaIle
soon. COTPYJIHHYECTBO B 3TOM BOIPOCE.
9. It’s always a pleasure doing business i) Eme pa3 Ojaromapum 3a Ballle BHHUMaHHE,
with you. MPOSIBIICHHBIA UHTEPEC U 3aTPauyeHHOE BPEMs.

10.  Assuring you of our best attention j) C oxxupgaHueM HaJTaKWUBaHUS YCIENTHOTO M

at all times. KPEIKOT0 COTPYAHHUYECTBA B OYAYIIIEM.

17



4.2.1 Match the parts of a business letter

1. Inside address

2. Date

3. Greeting

4. Reference

5. Information

6. Purpose

7. Conclusion

8. Complimentary close

9. Signature

a) Yours faithfully,

b)We thank you for your letter of June 2,
together with the enclosed draft which we
have studied carefully. We are pleased to
inform you that we are ready to accept your
offer.

c) Dear Sir,

d)We are willing to offer you every assistance
and look forward to hearing from you soon.

e)Kindly note that we are ready to enter the
talks as soon as you request it.

f) Since the above draft resolves all the
outstanding issues we urge you to enter into
official negotiations at your earliest
convenience.

g) The Executive Manager,

Richardson, Smallet & Co.Ltd.,
4 Boswel Way, Lancaster,
OH 2455, USA
h)R. Thompson,
Marketing Manager
1) January 16, 2019

4.3.3 Read the following letter and write an answer to the sender.

Company, Inc.
123 Alphabet Drive
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Los Angeles, California 90002
15 October 2012

Mr. John Doe

Customer Service Representative
Widgets Galore, Inc.

987 Widget Street

Miami, Florida 33111

Dear Mr. Doe:

I am writing you concerning a recent purchase of widgets. Approximately two weeks ago,
on October 1, | ordered a total of 50 widgets for Company, Inc. via the Widgets Galore
client webpage. | received an email notification two days later confirming the receipt of
payment and the shipment of the widgets. According to your website, shipments should
reach their destination within 3-5 business days of being sent, but | have yet to receive the
widgets. Do you have any information on what may have happened to delay the shipment
or where the shipment is currently?

| have worked with Widgets Galore, Inc. in the past and have the greatest confidence in
your products and customer service. We need the shipment of widgets soon, however, and
| hoped you might be able to provide me with an idea of when | can expect them. Thank

you in advance for any help you might be able to offer.

Sincerely,

Sam Brown

Vice President of Company, Inc.
555-555-5555

s.brown@companyinc.com
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5 Kiaroun

1.3.1d,a,e,¢,Db, f

1.3.2d,h,c e f aDb,g

2.3.1 1e, 2d, 3a, 4b, 5¢c

2.3.2d

4.3.1 1qg, 2h, 3f, 4i, 5}, 6¢, 7a, 8b, 9d, 10e
4.3.2 1g, 2i, 3c, 4b, 5f, 6e, 7d, 8a, 9h
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