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I'naBa 1 BBenenue

Kaxxaplii 13 Hac NOJTy4aeT v MUILIET JAECATKU NuceM B JeHb. [IncbMa — OoJiee IpoAyKTUBHBII
METO/I JICJIOBOTO OOIICHUS TI0 CPAaBHEHHIO CO 3BOHKAMH.

B ocobenHocTH 3TO KacaeTcs JeaoBoro oomeHus. /{eno B ToM, 4To, KOrja MbI TIHIIEM, Y Hac
€CTh BO3MOYKHOCTB TIOAYMATh U COPMYIMPOBATH CBOM MOCHIT KOPPEKTHO. Takke MUChMO MOYKHO B
M000M MOMEHT MEpEeYnTaTh WK IepeciiaTh APYyroMy 4eioBeky. Jla u ro0as HelOBKOCTh, KOTOpast
MO>KET BO3HUKHYTb IPU JIUYHOM OOILLEHUU WK BO BpeMs TelIe(OHHOrO pa3roBopa, UCUE3aeT.

OT yMmeHusi BECTU JEJIOBYIO MEPENUCKY HEPEAKO 3aBHCUT Kapbepa, MECTO YKUTENIbCTBA U
nanpHedmas cynpba uvenoBeka. [loaToMy ciefyer yAenuTh JOCTaTOYHO BHUMAaHUS TOMY, Kak
MIPaBUJIBHO MHCATh JIEJIOBYIO KOPPECTIOHACHIINIO.

Tlosie3HbBIE COBETHI

1. TlpomepsiiTe nucrbMa Ha rpaMMaTUYECKHe U CTHIMCTHYEecKHe ommoOku. [lepen ornpaBkoi wim
pacredaTkom emie pa3 NoJHOCThIO nepeunTaiTe. Eciiu mocianue oTOpaBisiOT HECKOJIBKO YEJIOBEK,
MyCTh BHUMATEJIHO MPOYUTAET KaX/Ibli. Takke MpoBepbTe ¢ MOMOIIBIO aBTOMATUYECKUX OHJIAMH-
CEPBUCOB.

2. Hcnomw3yiTe B JIeJI0BON KOPPECIIOHICHIIMH TOJBKO TPAJIUIIMOHHBIA YSPHBIA IBET U YJIOOHBIH
JUid uTeHus pasmep Tekcra. OOmenpuHaTeiM cuntaercss mpudr Times New Roman. B kpaitHem
ciydae, BBIACISIMTE agpeca CMHMM IBETOM. KaTeropudecku He CieayeT HCIOJIb30BAaTh pPa3HbIC
OTTEHKA KPacHOTO, KOTOPBIA CHTHAIM3HPYET OO0 OMACHOCTH, M TIIOJCO3HATEIHHO BBI3BIBACT
pasznpaxkenue. Toraa Kak Apyrue mBeTa MOTYT IPOCTO C1ab0 BBIACTATHCS Ha OeoM (oHe, U YUTaTh
YTOMHUTEJBHO JJIS TJ1a3.

3.  BcraBmaTe uzobpaxenus, pororpaduu, puCyHKH U MPOoUyI0 rpaduKy MOKHO, TOJIBKO €CITH BBI
aOCOJIIOTHO YBEPEHBI, YTO 3TO HEOOXOIHMMO, C YYEeTOM CHEeIU(UKH JeIOBOM Tepernucku. B
MPOTHBHOM CITy4ae TrpapuuecKue MaTepruaibl MPUIAraloTCsl Ha OTEIBHBIX JIUCTAX.

4. Tlumwure 4eTKO W MOHSITHO, 0€3 CIOKHBIX MPEIJIOKEHUN HIIM COCTABHBIX IJIaroJIbHbIX BPEMEH.
HckmioueHnre M3 3TOTO MpaBWJa COCTaBISIOT CTaHIAPTHBIE BBOAHBIE (Gpas3bl IS Pa3IWYHBIX
paznenoB nucbkMa. Ecnu u3 mpennokeHusi MOKHO yOpaTh KaKHe-TO CJI0Ba, OJIHO3HAYHO COXPAHUB
MIPEKHUNA CMBICIL, Ty4YIlle TaK U MOCTYIUTh. Y OepUTe IPEJIOrH, HE H3MEHSIOIINE 3HaYCHHE COCEIHUX
[JIaroJIOB U CYIIECTBUTENbHBIX. MU HMCMoNb3yiiTe Ipyrue cioBa, aHaJIOTHYHbIE, MO CYTH, HO HE
TpeOyloIIHe NpeasoroB.

5. Jlaxxe mpu OOIIEHHWH C XOPOIIO 3HAKOMBIMU KOJJIETaMH W TMapTHEpPAMH CJEAYyeT COOJI0AATh
NeNoBOM cTUiih. I1ycTh maxke BbI MHTEPECYETECh 3I0POBHEM JKEHBI U JETe coOeceHuKa, IemanTe
9TO BEXJIHMBO, 1O BCeM MpaBwiaM mnpwmuusi. Bmecto mpuercTtBus «Hi» 0AHO3HAYHO HYKHO
ynotpebnsats «Hallo». Heymecten xapron, ynorpebieHHE MajOMOHSATHBIX MECTHBIX JMAJIEKTOB
Hanoj00ue aBCTPATUICKOTO, MIYTKH U JIMYHBIE KOMMeHTapuu. Bce ¢pas3sl Ha aHTmuiickoMm i
JIEIOBOM  MEpPEnUCKHU JODKHBI  BBI3BIBATH  OINYIIEHHWE MNPHUHAUISKHOCTH K OH3HECYy WIH
KOPITIOPATHBHOM cpee.

6. He HCHOHBSYﬁTC BOCKIIMLATCIbHBIC 3HAKH. OHu CMOTPATCA CTPAaHHO B JICJIOBLIX ITMCbMaX. A
€CJIM UX MHOI'0, TO €1IC U ACBAJIIbBUPYIOTCA — aJApeCaT MEpeCTacT BOCIPUHUMATh BOCKIIMIIAHUC, KAaK
HCYTO BA’XXKHOC.

7. CLII/ITaeTCSI, B XOpoumeMm JCJI0OBOM THUCbME NOJIKHO OBITh KaK MHUHUMYM 5 npennomeHHﬁ, YTOOBI
OHO HEC Ka3ajJoChb CJIIMIIKOM FPY6BIM. CtouT 1M mHcaTh OOJIbIIE — 3aBUCUT HMCKIIOYHMTECIHHO OT
HaCYHlHOﬁ H606XOI[I/IMOCTI/I. Iloxxenanune mucaTh KOPOTKO TaK¥XE€ KacacTCs CJIOB, Hpe,Z[J'IO)KeHI/Iﬁ n
a63aueB. Ho HCYMCCTHBI COKpalICHUSA U a66peBI/IaTprI, NPUHATBIC B 3JICKTp0HHOI>i no4yTe, Ha
(bopwax Hin 'y MOJIb30BaTelei CMapT(I)OHOB. I[GJ'IOBaH Nnepenrcka Ha AQHTJIMHACKOM HJIH PYCCKOM
SI3BIKE TAKXKe JINIIEHA CMalJIMKOB.

/)

HXQ EM http://izd-mn.com/ 4



H.I'. BaneeBa
Business Writing H.A. JlunaToBa
K.J1. YnaHoBa

I'naBa 2 O0uue npaBuJia

[Tucsmo-o6paszer; ohopMIIeHUSI COBPEMEHHOTO JIEJI0BOT0 MMChMa HA aHTJIMHCKOM SI3bIKE.

Mr. J.P. Queensway

Branch Manager

Financial Bank PLC

45 Highway Avenue

Banbury

Kent AP7 SRT 8" January 20...

Our ref: RM /A F2411
Your ref: JQ /108

Dear Mr Queensway

Thank you for your inquiry of 1% January. We hope you will find the enclosed information useful.
Thank you once again for the interest shown in our products.

Yours sincerely
R. Miners

p.p. Mr W. Archer
Export Manager

Enc

Aopec u nonyuamens

Ha ¢upmennom Onanke ¢ TOBapHBIM 3HaKoM (GUPMBI U €€ aJpecoM, ajpec IoydaTens
pacrojiaraercs ¢ JeBoil cTopoHbl. JlaTa ykaspiBaeTcs crpaBa, Ha OJHOM YPOBHE C MEPBON WM
MOCJIeTHEH CTPOKOM ajipeca Mmoayqares.

OOpaTuTe BHMMaHHE: €CJIM MHCbMO HANKMCAHO HEe Ha (UPMEHHOM OJIaHKe, TO aJpec IMOJTydaTels
HaXOJHTCS CJeBa, a aJpec OTIPaBUTENs - clipaBa. B TakoMm ciydae Aata CTaBUTCS MOJ aJApPECOM
OTIPABUTEJS HA YPOBHE MEPBOM CTPOKH ajjpeca MoaydaTens:

Globe
GreenStreet 250
10785 London

Hi-Tech Productions Ltd
7th March 20 ... Brooks House
56 George Street Oxford 0X1 6PQ
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Oopawenue 6 aopece noayvamens

MS: 110 OTHOIIEHHUIO K )KEHIIUHE, O KOTOPOM HE U3BECTHO, 3aMY)KEM OHA MJIM HET (U3 aMEPUKAHCKOTO
aHTJIMICKOTO; OOpaleHue NpruoopeTaeT MoNMyIIpHOCTh U B OPUTAHCKOM aHTJIMHCKOM)

MYS: 110 OTHOILIEHUIO K 3aMY>KHEW KEHIIINHE

MISS: 10 OTHOILIECHHIO K HE3aMyXKHEH JKeHIIHE (ycTapeBaer)

MTr: 0 OTHOIIEHHIO K MY>KUYHHE

MessrIs: o OTHOLIEHHIO K ABYM WM 0oJiee MyKUMHaM

Ecnu BaM HemsBecTHO UM [oJIy4atejid, Bbl MOXCTC YKa3aTb €ro JOJDKHOCTb WJIM OTACH, I'IC OH
pabotaet (namp. "Sales Department™).

Ooépawienue 6 nauane nucoma
e OduunajnbHble OTHOLICHUS:

BrI imieTe:

-pupme

unu

-JIAIY, YbH (haMUJTUS ¥ TIOJT BAM HEU3BECTHBI

OO0paienue cieayromee:

Bbpumanckuu anenuiickuil:
Dear Sir /Madam

Dear Sir or Madam
Amepuranckuti aueIutCKuiL.:
Dear Sir /Madam

Dear Sir or Madam

Bel numere:

-)KCHIIMHE (He3aMyXXHEH WJTU 3aMY>KHEH ),
4bsi )aMUIIKSI BAM HEU3BECTHA

Dear Madam

-MY)XUMHE, Ybsi JaMHIIMs BaM HEU3BECTHA
Dear Sir

-JIAIY, YbI0 ()aMUJIMIO BBI 3HAETE

Dear Mr (Mrs/Ms/Miss) Brown

e HeodpunnaabHbie, JUYHbIC OTHOIICHUS

Br1 numere:

-JIinny, 4bs CI)&MI/IJII/I}I BaM HM3BCCTHaA

Dear Mr (Mrs / Ms / Miss) Brown

-JIny, KOTOpO¢C 06pa111aeTc;1 K BaM 110 UMCHH
Dear Susan / Dear David

-mozpyre / apyry
Dear Carol/ Dear John

Ot O6paH_ICHI/IH ooaXo AT OJid 3HeKTpOHHOI>'I IIOYTHI.

ng EM http://izd-mn.com/ 6
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Koney nucema
e OduunanbHbie OTHOIIEHHS:

Br1 numere

-pupme

Dear Sir or Madam

uiu-

-JII/IIIy, Ybsi (1)aMI/IJII/I$I M 110JI BaM HCU3BCCTHBI
Dear Sir/Madam

uiu

-JII/IIIy, Ybsi (1)aMI/IJII/I$I BaM HCHU3BCCTHA

Dear Sir/ Dear Madam

B koHIle nUchpMa CTaBUTCH:

Bbpumanckuii anenuiickuii
Yours faithfully
AMmepuranckui aneauicKull
Yours truly

Truly yours

-JIAIY, 9bl0 ()aMUJIMIO BBl 3HAETE
Dear Mr Brown

Bpumanckuii anenuiickuu

Yours sincerely

Amepuxanckuti aneiuticKul
Yours truly

Very truly yours

Sincerely (yours)

e HeodpuunanabHuble, JUYHbIE OTHOLIEHUS

BEI umiere:

-JIMIY, 4bs (baMI/IJ'II/ISI BaM HU3BCCTHA

Dear Mr Brown

uiu

-JIny, KOTOpO€ o6pau1aeTc;1 K BaM 110 UMCHH
Dear Susan

IInceMO BBI 3aKaHYMBAETE CIOBAMU:

bpumanckuii anenuiickuii
(With) Best wishes
Regards

Amepuxancxkuil aHeaIuticKull
Sincerely (yours)

-noapyre / Apyry
Bpumanckuil aneauickuil

(With) Best wishes

Yours
Love
Amepuxanckuli anSIulicKul
All the best
77
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Kindest / Best regards

Regards

(With) Best wishes

Regards (uacto ucmosib3yercs B hakcax M 3JICKTPOHHBIX MAChMaX).

Hoonuce

HO[[HI/ICI) CTOUT BCCraa MCXIy 3aKJIIIOYUTCIbHBIMUA CJIIOBAMU IPOIIAHWA U HaIle4aTaHHOM (1)aMI/IJII/IeI71
OTHPABUTCIIA, KOTOPAA MOKCT COITPOBOKAATHCA TUTYJIIOM U €ro JOJDKHOCTBIO B (1)I/IpM€I

Yours faithfully

R Maskin (Mrs)
Sales Representative

O6paTI/ITC BHUMAHHME: €CJIM HC YKA3bIBACTCS IOJI OTHPABUTEIIA, TO 3TO IMOYTH BCCTJId MYXKXKYHHA.

Coxpameuu}l U npumeuanun

OHU MOTYT HAXOJIUTHCS B pa3HBIX MECTaxX MUChMa, HaTp.:
B neBoM yriy cBepXymo 1 BepxHel 4acThio OjlaHKa (GUPMBI / Ha/T aIpecoM WITU TI0]T HUM:

Ref: - HoMep sena oTnpaBuTeNs, KOTOPBIH COJACPKUT WHHUIIHAIBI COCTABUTENS M €T0 CeKpeTaps, a
TaK)Ke HOMep Jesia, HoMep c4yeTa u HoMep KiueHta, Hamp.: SJIG / AD 567

Our ref: - Homep nena oTpaBUTEINS

Your ref: - HOMep nena morydaTes, KOTOPbIA OTIIPAaBUTENb OTMEYAET B CBOEM OTBETE

[Tocne anpeca nmomyyarens:

For the attention of Mr Shaw uu Attention: Mr Shaw -

JUIS TOTO YTOOBI MOAUYEPKHYTh (PaMUITTUIO0 KOHKPETHOTO ajpecaTa

To whom it may concern (Haanexariemy JUIly) - He3HAKOMOMY aapecary (He peKOMEHyeTcs )
[Tocne obpatienus:

ACCOUNT No. 556378 - mucbMo KacaeTcsi COOTBETCTBYIOIIETO CUYETa

Grant's & Co Ltd - mucbMo kacaercst ymoMssHyTOW (hUPMBI

Mexmy 3aKJIFOYUTCIIbHBIMU CIIOBaAMU U HO,Z[HI/ICBIO/MG}KI[}’ NOAINMUCHIO U Halle4yaTaHHOM (l)aMPIJIHCI}'IZ

P.p. - UCHOTHSIONINI 00513aHHOCTH; TOAMMCABIINIICS YIOJIHOMOYEH MOAMUCATHCA OT UMEHU (DUPMBI
WK OT UMEHHU JIF000r0 COTPyIHUKA (PUPMBI

BHI/I3y CJICBA, 1101 IIOAIINCBIO

PS: - ucnone3yercs B HEOPHUIIMATBHBIX MUCbMAX IS TOTO, YTOOBI JOOABUTH TO, YTO OBLIO YITYIIEHO
B OCHOBHOI 4acTH IIHChbMa

Enc(s) mmm Encl(S) - ykaswpiBaeT, 4TO K MHChbMY MPHUIOXKEHBI JOKYMEHTHI (YCKH, KaTajorH,
MPEUIOKEHUS U Jp.)

cc: wiu Copy to: - o3HavyaeT paMuIMK TeX, KTO JOJDKEH MOTYyYUTh KOTHIO MHChMa

HXQ EM http://izd-mn.com/ 8
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Cmunw u oghopmnenue

ITocne oOparieHuss ¥ B CJIOBax MPOINAHUS BCE Yallle OTCYTCTBYIOT 3HAKW MpenuHaHus. BaxHO
ennHooOpa3ue: 0o BBl yHOTpeOIIseTe 3aMsATyI0 B 000HX CITydasix, THOO HU B OJTHOM.

Dear Mr Simpson, Dear Mr Simpson
Yours sincerely, Yours sincerely

OcHOBHasl YacTh MUChMa HA4YMHACTCS C TIEPBOM TOCIE OOpameHusi CTPOKH H O(OpMIISeTCs
CJIeIYIOLIUM 00pa3oM:

- Bce cTpoku HaunMHAIOTCS C JIEBOTO Kpast, a03a1ibl MapKUPYIOTCS C IIOMOIIIbIO HHTEPBAIA.
- IlepBoe ciOBO OCHOBHOW 4YacTM MHUCHbMA, T.€. IOcie OOpalleHus, B KOPPECHOHJEHIUU Ha
AHTJIMHCKOM SI3bIKE BCETJJa MUILETCS C MPONUCHOM OYKBBI.

JleroBoe MHCHMO JOJDKHO OBITh, MpEXkAe BCEro, MpocThM. IlosToMy crapaiitech ymoTpeOasTh
KOPOTKHE MPEIIOKECHUA.

He cTout caumkoM 310ynoTpedasiTh MECTOUMEHUSIMU 1-0T0 JiMIa, HO BpeMsl OT BPEMEHH HadaTb
npenioxenue ¢ | umm we Brosne nomyctumo. Takum oOpa3om, U30€ratoT ynoTpeOIeH s CI0KHbBIX

CTPYKTYP.

N36eraiite cokpamennsix (opm, takux kak: "lI'd, I'll, won't, don't, can't, haven't" u T.1. OHu
XapaKTePU3YIOT Pa3srOBOPHYIO PeUb.

[Tpr BO3MOKHOCTH HCIOJB3YHTE 3-€ JIMII0 W CTpaJaTelbHBINA 3ayor, Hamp.: Your order is being
processed (Bamr 3aka3 oOpabaTwiBaeTcs), BMecTo "Someone is processing your order" (kTo-To
oOpabaThIBaeT BaIll 3aKas).

DTa TeXHWKa JaeT BO3MOKHOCTb TOBOPHTH OT HMMCHH (UPMBI B TpHEeMIeMOM cTuie. M3
JUTUTOMATHYECKUX COOOPaKCHHUH 3-¢ JIMI0 MCIONB3YETCs TAKKE M B PEKJIAMaIlMU W OTKa3e:

A mistake has been made in our order (B naimem 3akase ycTaHOBJIEHa OIIMOKa) TOpa3/I0 BEKIMBEE,
gyem "You have made a mistake in our order".

DNEeKTPOHHBIE MTUChMa OOBIYHO (POPMYIUPYIOTCS COBEPIICHHO CBOOOIHO. AJJpec OTIPaBUTENS B TOU
¢dbopmMe, B Kakoil ero MpHUHATO YKa3blBaTh B OyMaKHBIX MHCbMaX, MHOTJA MPUBOIUTCS B KOHIIE
AJIEKTPOHHOTO MUCHMA.

Koneepm

Ha xonBepTe cTOAT Te ke (paMHIUS U aapec, YTO M B MUCbME, C TOH Pa3HHUIICH, YTO BO3MOYKHO
ucrnoap3oBanue cokpamienuii s Road (Rd), Avenue (Av) u Street (St).

HasBanue rocymapcTBa MUIIETCS HETMKOM MPOIMUCHBIMU OYKBaMH, TOYTOBBIA MHICKC - OTACIBHOM
CTPOKOM:

Mr T Simons

Morvan Manufacturing
Bromsgrove Rd
Sheffield Yorkshire
SF2 55T

UNITED KINGDOM

ng EM http://izd-mn.com/ 9
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Ha KOHBCPTC BO3MOKHBI CJICAYIOIINC OTMCTKH:

Air mail
Confidential
Express

To be called for
Urgent

Poste restante
Registered
Please forward
Private
Sample
Personal
Fragile
Printed matter
Postage paid

[TonoOHbBIE OTMETKH JENIat0TCSI B BEPXHEM JIEBOM YITy KOHBEpTA.

ABuarnoura
KondunenmnuansHo
Dkcnpecc

Jlo BocTpeboBaHus
Cpouno

Jlo BocTpeOoBaHus
3aka3Hoe

[IpocbOa nepecnatpb
JInuno

OmnbITHBIN 00pazent
JInuno

Brromutiics rpys!
[TeyatHoe uzanue
[Iepecpuika omrayeHa

dnexmponnsvie nucoma u haxcol

SHGKTPOHHI)IG IImmMcbMa " (1)211(0},1 UMCIOT TO HpeI/IMYI]_[eCTBO, qTO Hpe}lOCTaBHHIOT BO3MOXHOCTH
6BICTpO nu HpOCTO CBA3AaTHhCA C OAHUM HNJIN HECKOJIBKUMHU anpecaTaMI/I. OHI/I naCaJIbHbI IJIs1 KOpOTKI/IX
COOOIIIEHUH B €KEIHEBHOM OOIIEHNM.

Oopa3zey I1eKmpoHHO20 nucoma

Subject:
Date:

From:

To:

Ce:
Attachment:

Dear Mr Archer

Catalogue
17.08.20...

felicity.roberts@communix.au

w.archer@globe.uk

patrick.bacon@communix.au

Order 01.xls

Thank you for your fax, with the catalogue pages we requested. We have since received the lull
catalogue and have attached our first order. We are very impressed by the quality and choice your

company offers.

Yours sincerely
Felicity Roberts

Felicity Roberts (Ms)

Purchasing Manager, Communix
44 Pine Way

Vermont South 3133

Victoria

Australia

Tel +61 (0)3 3187767

Fax +61 (0)3 3187768
WWW.communix.com

HXQ EM http://izd-mn.com/
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H.I'. BaneeBa
Business Writing H.A. JlunaToBa
K.J1. YnaHoBa

B anekTpoHHBIX mHcbMax W (hakcaXx OBICTPO MEPEeXOIAT K A€y, U OHU OOBIYHO OTJIMYAIOTCS
JAKOHUYHOCTBHIO, TOITOMY MUIINUTE SICHO U IO CYIIECTBY.

HecmoTps Ha TO, YTO SJIEKTPOHHBIE MHCbMa M (aKCHIOOBIYHO KpaTKUE U TPeOYIOT CIUIIKOM
opUIMANTBHOTO TOHA, WX CIEAyeT sSCHO (OPMYIMPOBaTh, a CTUJIb JOJDKEH COOTBETCTBOBATh
B3aMMOOTHOIICHUSM MEXIY OTIPABUTENIEM U aPECATOM.

B snexTpoHHBIX THCBbMax, (akcax W OOBIYHBIX MHCbMax MOJKHO HCIIOJIb30BaTh OJHU U T€ K€
BCTYIUTENbHBIC U 3aKIIOUUTENbHBIE (hopMynnbl. B o0meHnn ¢ Xopomo 3HaKOMBIM YeJIOBEKOM HX
MO>KHO OITYCTUTh M Ha4aTh C IJIaBHOTO.

Daxc-oopaszey
Fax Message

To: From:
Felicity Roberts, William Archer
Communix Importers
Fax No.: Fax No.:
0061 3 3187768 0049 30 33 4 4 5587
Tel. No.: Tel. No.:

0049 30 33 4 4 5507

Subject: New Range
Page/s 1of5 Date: 16.08.20...

Thank you for your enquiry about our new executive range of office telephones. As requested, |
am faxing pp. 25-28 of our current catalogue, featuring the most recent additions to our range. The
complete catalogue follows by post.

| look forward to hearing your feedback and to a successful future co-operation between our
companies.

Yours sincerely

William Archer
Sales Manager

OueHb YacTO MCHONB3YIOTCS COKPAIICHHUS, HAIIP. :

tifn=that’s it for now (moka sto Bce)

TIA=thanks in advance (3apanee 6;1aromapio)

BTW=by the way (kcraTu)

FAQ=frequently asked questions (uacto 3a1aBacMbIe BOIIPOCHI)

IIpakTuka

Coenunute kaxaoe oOpalleHue ¢ COOTBETCTBYOIIEH (hOPMOI MPOIIaHHUS.
ByabTre BHUMATEIbHBL: B HEKOTOPBIX CIIy4asiX €CTh HECKOJIbKO BApUAHTOB!

Bpumanckui anenuickuul

Oo0parenue: [poanue:

Dear Sir/Madam Best, wishes
Dear Mr Shaw Yours faithfully
(opuyuanvHoe nucbmo 0eo8oMy napmHepy)

Dear Sarah (nucemo noopyze) Regards

Dear David

(HeohuyuanvrHoe nucomMo 0eno8oMy napmuepy)

Dear Mrs Wilks Yours sincerely

(HeohuyuanvrHoe nucomo 0eno8otl napmuepuie)

ng EM http://izd-mn.com/ 11
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K.J1. YnaHoBa

Amepuxkanckuli aHSIUtCKUU

Ob6pamienue: [Ipomanmue:
Dear Sir/Madam Yours truly
Dear Mr Shaw All the best
(opuyuanbrHoe nucbMo 0eo8oMy napmHepy)

Dear Sarah (nucvmo noopyee) Regards
Dear David

(Heohuyuanvbroe nucLMo 0en08oMy napmuepy)
Dear Mrs Wilks
(Heohuyuanvroe nucomo 0en08ol napmmuepuie)

To whom it may concern Sincerely
/)
ng EM http://izd-mn.com/ 12
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I'nmasa 3 IlpenBapure/ibHbIH 3aKa3

Fax Message

To: From:
Paradise Hotel W.Archer
Fax No.: Fax No.:
+ 46 121 6475254 0049 30 33 445587
Tel. No.: Tel. No.:
0049 30 33 44 5507

Subject: Reservation
Page/s: | of | Date: 04.02.20 ...

Dear Sir/Madam,

I would like to book a single room at your hotel for the week of 19"-26" February.

rates per night including breakfast.
Birmingham area?
Youth faithfully

W Archer

| require a room with a view of the gardens, a telephone, and a private bathroom with shower. |
would be grateful if you could confirm my booking as soon as possible and provide me with your

If you have no vacancies, could you please provide me with the address of a suitable hotel in the

PeueBbie popmyabl

e bponupoBanue Homepa

I would like to book ...

S 661 X0TEN 3a0POHUPOBATS ...

| would be interested in booking ...

MHe xoTtenock Obl 3a0pOHUPOBATH ...

| am writing to you (in order) to ...

A mumy Bam, 4TOOHI ...

| am looking for a suitable hotel near the airport.

Maue HY’>KHa IOAXO0A4s11asA roCTUHNIa HEAAJICKO OT adpomopTa.

e bponupoBarb, 3aKa3bIBaTh, HAHUMATh

to book/reserve a single/double room

6pOHI/IpOBaTB HOMEp Ha OJHOTO / Ha ABOUX

I would like to reserve the luxury/ presidential suite.

51 GBI X0TEN 3a0pOHKpPOBATH HOMEp "MIOKC".

We have booked a table for three.

MEI 3aKa3alid CTOJIMK Ha TPOHUX.

Have you reserved seats for the theatre?

Bb1 3akazanu 6unetsl B TeaTp?

| would like to book two seats on the next flight to New York.

51 ObI X0TEN 3a0pOHUPOBATH JBa MECTa Ha CIAEAYIOIIHH peiic (camosera) B Hbm-ﬁopx,

HXQ EM http://izd-mn.com/
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to rent a flat/a room /a car

CHMMATh KBapTUPY / KOMHATY / OpaTh MaIlIUHY HAIIPOKAT
to hire a car/a boat/a bicycle

OpaTb HaIpOKaT MaIIUHY / JIOAKY / BEIOCUTIE]

L4 Bblpame}me H606X0)]I/IMOCTI/I HJIH KEJITaAaHUA

| require ...

MHe HYXHO ...

I will/would require ...

MHe noHago0uTCs ...

| would be interested in ...

MHe xX0Tenochk OFHI ...

I would be grateful for ...

S 611 OB OitaromapeH 3a ...

| would be grateful if you would ...

A Obu1 Ol OnarogapeH, ecinu Obl B ...
Could you provide me with ...?

Br1 He MorIIM GBI IPEIOCTABUTH MHE ...7

e Vka3aHue Ha NPOAOKUTEIbHOCTh, HA IEPUO/ BpeMeHH

for the week of 19"-26™ February

Ha Hezento ¢ 19-ro no 26-oe deBpans

for the month of May

Ha (Bech) MecsIl Maii

for five weeks from 20th July

Ha MATh Heneb (HaunHas ) ¢ 20-ro Hroms

for this/ next/ the coming weekend

Ha 3TH / cienyromiue / OJvKanme BEIXOTHbIC
for the Easter/summer holidays

Ha I1aCXaJIbHbIC KaHHUKYJIbI / neTHue KaHUKYJIbI
from 19" to 26™ February

¢ 19-ro o 26-oe derpais

from 2" May onwards

HavhHasA co 2-To Mas

e Onucanue HomMepa

a room with a view

HOMCp C KpaCUBBIM BHAOM

a room which overlooks the courtyard/ garden
HOMEp C BUIOM BO JIBOP / B cajl
a room with a sea view

HOMCEp C BUJAOM Ha MOpPC

a south-facing room

OKHa HOMEpa BBIXOJAT HA O
an air-conditioned room

HOMCD C KOHAULIMOHCPOM
aroom ...

with bath arid shower

C BAaHHOM U AyLlIEM

HXQ EM http://izd-mn.com/
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with air conditioning
C KOHAUITHUOHECPOM
with a child's bed

C JIETCKOM KpOBaTKOMU
with plenty of light

OY€Hb CBETJIBIN

e IIpocs6a noaTBEpANTH

| would be grateful if you could confirm ...

51 6b11 OBI OyaromapeH, eciau Obl Bbl MOTIIM IOATBEPAUTS ...

Please confirm ...

[Ipocum noTBEPAUTS ...

| would be obliged if you could confirm this reservation.

S 611 OB OstarogapeH, eciiv Obl Bel MOTJIH OATBEPAUTH 3TY OPOHB.

e [IIpoch0a cpouHO OTBETHTDH

as soon as possible

KaK MOXHO CKopee

by return of post

¢ obpaTHO# MOUTOM

at your earliest convenience
MpY MEPBOI BOBMOKHOCTH

e (OcaegoMJieHHE O IIEHAX

| would appreciate information about your rates/prices.

Bor He Moryi OB1 OCBeTOMUTH Hac 0 Bammix paciienkax?

| would be grateful for an indication of your rates.

S 6611 Ob1 OstaromapeH, eciiu 061 Bel yBemoMuin MeHst 0 Bamuix mienax.
| would like to know your daily/weekly/ monthly rates.

S Ob1 X0TEN OCBEAOMHTHCS 0 Bammx paciieHkax Ha JIeHb / Ha HEJIE 0 / Ha MECHIII.

Please send us your price list.

[ToxanyiicTa, BbIIIIMTE HaM Baiil npeicKkypaHT.
I would like to know what you charge for ...

S Ob1 X0TEN 3HATh, CKOJILKO OYJET CTOHTH ...7

e JIluranue BKJIIOYaeTCH?

including breakfast BKJIIOYask 3aBTPaK

evening meal included BKJIIOYAs Y)KUH

full board/half board TIOJIHBIN TTAHCHOH/
T0JTy[IAHCHOH

Bed and Breakfast HOMEp C 3aBTPaKOM

B & B and evening meal HOMEp C 3aBTPaKOM
U Y)KHHOM

e Ecau Her ¢cBOOOAHBIX HOMEPOB

Should you have no vacancies...
Ecnu Brl He pacnoJiaracTte CBO60,Z[HLIMI/I HOMCpamy, ...

HXQ EM http://izd-mn.com/
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If you have no vacancies...

Ecnu y Bac HeT cBOOOAHBIX HOMEPOB, ...

no vacancies

HOMEPOB HET

Should you have no accommodation available
Ecnun y Bac HeT BO3MOKHOCTH Pa3MECTHUTb ...

P.S.

B anrumiickom si3bike ciI0BY "3a0pOHMpPOBATH" MOXKET COOTBETCTBOBaTH: t0 reserve u to book: to
reserve a table / to book a table; to reserve seats at the theatre /to book seats at the theatre.
Yarmie ynorpebisercs to book, B ocodennocTu B konctpykituu to book a flight to ... (3a6pouuposath
OwJieT Ha CaMOJIET B ...).

3amoMHUTE cJIcayromue nmpeajioru:

to book a room AT your hotel

I would be grateful FOR an indicationof ...
AT your earliest convenience

I would be interested IN ....

IIpakTuka

1. 3anonnume nponycku 6 ciedyrowem 3anpoce 0 npoKame Mauunbl:

I to a car the month of May. | would be
if you could send me your daily for a small four-seater car,
and an indication the current prices of petrol in Spain.

2. Jlononnume 3anpoc:

| would like a caravan the weekend.
I grateful ify o u send some information on the different models
available, as well as an of your rates.

3. V3uauime o peiice camonema na ocmpoe bapbaooc:

| am to you in order to a flight to Barbados

10th July. 1 will be travelling with my wife and two children, and therefore will

four seats. We to travel first class. | would be if you could
confirm the booking as possible, as | must also make arrangements to

a car for our stay.

ng EM http://izd-mn.com/ 16
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I'naBa 4 Haznayenue BCcTpeun

/enosas ecmpeua

Re: Appointment

Date: 10.02 .20 ...

From: w.archer@globe.uk

To: a.johnson@electron.co.uk

(Angela Johnson)
Dear Mrs Johnson

As mentioned in my e-mail of January 12", | am planning to be in Birmingham next week for the
International Telecommunications Fair.

You may be interested to know that we have recently brought out a number of new models, and
| would be pleased to demonstrate them to you at some point during the week. May | suggest
Tuesday 18" at 4 o’clock at your office?

If this is not convenient, you might like to propose an alternative arrangement. Would you kindly
confirm this appointment as soon as possible?

Should you have any further queries regarding our products, please do not hesitate to contact me.

| look forward to our next meeting.

Yours sincerely
W Archer

William Archer

Export Manager, Globe, Green Street 250
10785 London UK

Tel + 49 (0)30 33 44 5507

Fax + 49 (0)30 33 44 5587

Jluunwie ecmpevuu

Re: Hi

Date: 10.02.20 ...

From: w.archer@globe.uk

To: Georgieg@yahoo.co.uk

Dear George

| am due to be in Birmingham next week on business, and | was wondering if we could meet
somewhere for dinner; it seems such a long time since we last saw each other.

How about the White Horse Inn on Tuesday at 8?

Let me know during the week whether this suits you. If you can’t make it maybe we can arrange
something else.

Looking forward to seeing you again!
With best wishes

William
/)
HXQ EM http://izd-mn.com/ 17
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PeueBbie popMyJibl
e Ccplika Ha npeablayliee, opunMaJIbLHOE MHCHMO

As mentioned in my letter of ...

Kak s ynomsHyn B cBOEM ITHCBHME OT ...
With reference to my letter of ...

Ha ocHoBanuu moero nucbpma or ...
We refer to our letter of ...
HanommaaeMm o HamieM ImcbMe OT ...

o CooOuieHue 0 MpoeKTe HJIH HAMepeHN !

lamdueto/lamto ...

S cobuparocs/ S nosmKeH ...
| am planning to ...

S nnanupyio ...

| am likely to ...

1o Bceli BeposATHOCTH, A ...
| hope to ...

S Haperocs ...

| intend to ...

A cobuparoch ...

| am going to ...

A Oyny ...

e [lpuBieyeHHe BHUMAHUA K YeMY-JI1U00

You may be interested to know that ...

MoxeTt Ob1Th, BaM OynieT HHTEpECHO y3HATh, UTO ...
You may be aware that ...

Br1, HaBepHOE, 3aMETUIIH, YTO ...

It may have come to your attention that ...

BBI, BO3MOKHO, O6paTI/IJ'II/I BHUMAHHEC HA ...

We are pleased to inform you that ...

Mei panel cooomuth Bam, 4to ...

e OTpunare;ibHOe MpPeaINoJioKeHHe 0PUIHAILHO

Should this not be convenient (for you) ...
Ecnu sto Bam Heyno6Ho,...

Should you be unavailable at this time ...
Ecnu B 310 Bpemst Bbl 3aHATHI

e MeHee 0(PMIHATBHO

If this is not convenient/suitable for you ...

Ecnu Bam HeynoOHo,...

If this does not suit you ...

Ecnu Bac 310 He ycTpauBaer,...

If this does not fit in with your plans/

Ecmu 510 He coBnagaer ¢ Bammmu manamy,... schedule ...

HXQ EM http://izd-mn.com/
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e Ilpennoxkenue ycayru

| would be pleased to ...

S ObLn OBI pap,...

| would be grateful/glad for ...
51 O OBI ONTarogapeH 3a ...

| would gladly ...

S ¢ ynoBoibCTBUEM OBI ...
e IIpocbda 0 moaTBEp KIEHUH UJIH OTBeTE OPHUIHATBLHO

Would you kindly confirm/reply ...?

BynwTe nro6e3nb1, Bbl HEe Moriu Ob1 TOATBEPIUTS /

OTBETHUTD ...7

| would be obliged/grateful if you would confirm

51 Obu1 661 Bam 00s13aH / OnaronapeH, eciy Bbl Morim noATBEpAUTS ...
Please confirm whether/if...

[Ipomry noaTBEpAUTS,...

Please inform me ...

[Ipoury cooOmUTH MHE ...

e Heo(pUUHAIBLHO

Let me know whether/ if...

Coo0111y / cooOIIHTE MHE,...
Tell me whether/if that is OK with you.
Coo01111 / cooOIKUTE MHE, COTJIACEH JIX ThI / COTJIACHEI JIX BEI ¢ 5THM.

e [lloanepkanme KOHTAKTA OPUIIHATBLHO

Please do not hesitate to contact us should you have any further queries /require any further
information.

Ecmm y Bac ectb JOIIOJIHUTEIIBHBIC BOIIPOCHL / ecnu BHI HYXIa€TCCh B HOHOHHHTGHBHOﬁ
nHpopMmaiuu, 6e3 KojebaHus: oOparanTech K HaM.

We look forward to hearing from you.

Me1 6yaem panbl Bamemy oTBeTy.

e HeopUIMAILHO

(I am) Looking forward to seeing you.

S ¢ pamocThIo 0KUAA0 BCTPEYH ¢ TOOOM / ¢ Bamu.
| can't wait to see you.

He mory noxnatbcest BCTpeun ¢ TOOOi.

P.S.

B npemnoxenusx | am planning to be in Montreal next week u | am travelling to China next
month HacTtosiiiee BpeMsi OTHOCUTCS K JICHCTBUIO B OYIYIIIEM.

3anomuute npemtorn: ON Tuesday, AT 4 o'clock.

3a HeOONBIINMH UCKITIOYCHHUSIMH, KaK, HAIpUMep, B aBUALMU WM B BOGHHOM JIelie, B aHTJIUHCKOM
SI3bIKE BpeMsi 0003HaYaeTCsl TOJIBKO B JBEHAIIIATHUACOBOM puTMe. Bo n3bexaHue HeqopazyMeHun
Bpemsi ¢ 0 10 12 compoBoxaaeTcst ciioBoM am (s1atuHckoe "ante meridiem " = o monyausi), a ¢ 12.01
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10 23.59 - ciioBoM pm (iatunckoe "post meridiem " = mocne mostyus). 12 gacos - 310 (12 0'clock)
noon, 24 gaca - (12 o'clock) midnight.

O6paTtuTe BHUMaHHE Ha PA3HUILY B 3HAYCHHUH JBYX 3aKIIOUATECIBHBIX PEITOKEHHIA:

I look forward to our next meeting. (B nemoBoM nucbMe ,,IpeABKyIIaK" + CyIIECTBUTEIBHOE)

( I am ) LookING forward to seeING you again! (B nuyHOM, 3MOIIMOHAJIBHOM MHCHME
="nmpenskymaw" + riaaroi + -ING)

Paznuyaiite if u whether. Xors y HEX 4acTO OIMHAKOBOE 3HAUYCHHE, BCE K€ B OIPE/ICICHHBIX
CITy4asix MPOSIBIISCTCS TOHKAs pa3sHUIA:

whether = nu (mpeaaraet OTKpBITYIO allbTEPHATHUBY) , If = B ciiy4ae, eciu (GopMyaHpyeT yCIOBHE).
OOparute BHUMaHUE, Kak 0003HAYaETCs JaTa MUChMa:

my letter of 12th January

my letter of January 12

my letter dated January 12

IIpakTHka

1. Jonoanume oannoe nudice npeodnodicenue o 0el08ol ecmpeue:

reference my letter April 12", 1 am in London next
week. | would like to the opportunity to present our new catalogue.
| suggest 5th May___ 3 pm? Should you be on this date, you might like to

propose an alternative arrangement.

2.3anonnume npobenvl 8 SMOM NPEONONHCEHUU OeNI0BOL BCMPEUl:

I to travel to Kent 15" March. The purpose of my
trip to visit our factory in the region.
| hope to pleasure meeting you during my stay. |
suggest 171" March 5 o’clock at your office.
confirm if you available at this time.

* Heo(pUIHAIBHO:

3. 3anoanume npobenvt 8 HuNCECTIEVIOUWEM NPEONONCEHUU TUYHOU BCMPEYLL:

| am to be in Somerset in June the Flower Festival. |
was if we could meet
somewhere lunch. the Bull Inn on Friday the 12
th 2 pm?

4. Kak npasunvho cghopmynupoeams 3mo iuuHoe coooujerue?

| am travelling to Dhaka next Monday. if we could meet
there the evening. |  would the  Hilton
Hotel 7 pm in the lobby.
)
HXQ EM http://izd-mn.com/ 20
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5. B bnuicaiiwee spems 6ol noedeme 8 Jlonoon. Coobuume ceoemy opyey o npedcmosiyell noe3oxe.
Hanuwume, umo 6wl Ovbl ¢ y00801bCMBUEM BCMPEMUNUCH C HUM 8 NOHEOENbHUK, O UIOHS 8 CeMb 4aCcOo8
geuepa 603e 6okzana Bukmopus.

AD
N
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I'maBa 5 HOI{TBCp)KIleHI/Ie JAOTOBOPECHHOCTH 0 BCTpPEUC

Ilpunamue npeonorcenun ecmpeyu

Subject: Appointment

Date: 13.02.20 ...

From: a.johnson@electron.co.uk
To: w.archer@globe.uk

Dear Mr Archer

Thank you for your e-mail of 10" February.

| would like to confirm that | will be available to see you at my office on Tuesday 18" at the time
yOu propose.

Yours sincerely
Angela Johnson

Angela Johnson Electron Ltd

25 St James Street Birmingham B25 8HO England
Telephone: + 46 (0) 1270 4343

Fax: + 46 (0) 1270 4350

mail: a.johnson@electron.co.uk

Omknaovieams ecmpeyy
Omka3z om ecmpeuu

Dear Mr Archer

With reference to your e-mail of 10th February, I regret to inform you that you will not be available
to meet you on Tuesday 18" February due to a company meeting. However, may | suggest we
postpone the appointment to the following day at the same time?

I look forward to receiving an early confirmation.

Yours sincerely

Angela Johnson
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Heoguuyuanvnoiii omeem

Dear William

some friends to come along too.
Best wishes

George

Thanks a lot for your e-mail. It would be lovely to see you when you come over to Birmingham
next week. The White Horse Inn sounds an excellent idea. Tuesday at 8 is fine by me. I’ve invited

PeueBbie popmyJibl
e Cchblika Ha npeablaylee NUCbMO 0(PHUIHMAIBHO
Thank you for your letter of ...
bnaromapro Bac 3a Bamie nuceMo or ...

With reference to your letter of ...
OrtnocurensHO Bamiero nmucema o ...

e Heo(pUUHAIBLHO

Thanks a lot for your letter.
bnaronapro Bac 3a nucsmo.

e IloarBepikaenue BcTpeun opuuMaIbLHO

I would like to confirm (that I will be available to see you/have dinner with you/meet you).

Hacrosmum noareepskaato, (4to st Oyy cBoOOEH AJis BCTpeuu /yKruHa ¢ Bamm).

| would like to confirm our meeting/our appointment.

HacrosituM st xotesn Obl HOATBEPAUTH HAIy BCTPEUY / HAILy JOTOBOPSHHOCTBH O BCTPEYE.
This is to confirm the appointment we made on

HacrosimuM noarBepikiato TOroBOPEHHOCTD O BCTPEYe

e HeopUIMAILHO

Monday at 3 is fine by me.

B nonesnensHUK B Tpu MHE YJO00HO.

That sounds an excellent idea.

3BY4HT XOPOILO. / DTO XOpoIias usiesl.

It would be lovely to see you.

bbu1o OBl 4yiecHO yBUIETHCS € TOOOH CHOBA.
It would be great to catch up.

Bbe11o 661 OTINYHO MOOOATATH C TOOOM CHOBA.

e Ilepenoc BcTpeun opuIHAIBLHO

| regret to inform you that ...
C coxanenueM cooomraro Bawm, 4to ...

HXQ EM http://izd-mn.com/
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| am unavailable on that day; | suggest we postpone the meeting to the following week.

B 10T 1eHb y MeHs HeT BpemeHu. [Ipennarar nepeHecTy BCTpeuy Ha CIEAYIOUIYIO HEIEIIO.

I will be pleased to meet you on Tuesday but would prefer it if it could be postponed to later in the
day.

51 Gyny pan BCTpeTHThCs ¢ Bamu Bo BTOPHHUK, HO IIpearnoyesn Obl OTJIOKUTH HAIIy BCTpeuy Ha Oosee
MMO3IHUI Yac TOro e JIHS.

| wonder if I might ask you to postpone the meeting to 4 o'clock on the same afternoon.

Pazpermre norpocuTs Bac 0T/I0KUTE BCTpedy Ha 4 yaca TOro JKe JHSI.

| am afraid that | am obliged to change the date of our meeting, due to a problem with

K coxanenuto, s BBIHYXKJIEH U3BMEHUTH J€Hb BCTPEUU M3-3a MPOOJIEMBI C ...

Unfortunately, | will be out of the country for two weeks; may | suggest | get in touch with you on
my return to arrange another appointment?

K COXAJICHUIO, s YE3Kar0 Ha ABC HCACIIU 3a 'paHUIly, MOTY JIM g MOCJIC MOCTO BO3BpaAlllCHUA
MMO3BOHUTH BaM U ycloBUTBCS O HOBOM BeTpeue?

| apologize for the inconvenience,

[Ipoury mpocTuTh 3a NpUYNHEHHbBIE HEY100CTBA.

e Heo(puUUAILHO

Sorry, but I am busy on that day. How about the week after?
W3BUHU, HO B ATOT AcHb 5 3aHAT. Kak HacyeT cieayromei neaenu?
I'm afraid | can't make it then. How about... ?

K coxanenuto, B 310 Bpems s He Mory. UTo ckaxews o ...7

e OrmeHa BcTpeuH opUIUAIBHO

Much to my regret, I am forced to cancel our forthcoming meeting owing to a problem which has
arisen in our London office.

K MoeMy 00IbIIIOMY COXKaICHUIO, 51 BRIHYXK/IEH OTMEHUTH MPEJICTOSIIIYIO BCTPEUyY, TaK KaK BO3HUKIIA
npobseMa B HamieM otnene B Jlonmone.

| am afraid I will not be able to keep the appointment | made for Tuesday 5th January, owing to ...

K COXAaJICHUIO, 1 HE CMOT'Y coOIrocTH Halry A1OroBOpPE€HHOCTH O BCTPEUYC BO BTOPHHK, 5-r0 sSIHBapsl,
TaK Kak (u3-3a) ...

| apologize for the inconvenience this must cause you.

[Iponry u3BMHUTH 32 MPUUMHEHHOE HEYI0OCTBO.

e Heo(pUIHAIHLHO

I'm afraid | won't be able to come, as | have something else on.

K COXKAJICHUIO, HE CMOTY HprITPI / IIpUuexaThb, TakK KaK y MCHA APYIUc IJIaHbI.

I'm afraid | won't be able to make it after all.

EOIOCL, 4TO s BCC-TAKH HE CMOTY.

Sorry, but I will have to cancel lunch on Thursday as | have an important meeting.
I/ISBI/IHI/I, HO M3-3a Ba)KHOU BCTPCUYH IMPHUACTCA OTKA3aTbCA OT 066,[[3 B UCTBCPI.

P.S.

OOpatuTe BHMMaHUE Ha YNOTpeOJIeHHME HACTOSIIEr0 BpeMEHH Juid oOO3HaueHHsl ICHCTBUS B
Oymyiem:

I am unavailable on that day.

[Tpuunna He Bceraa popmynupyercsa cioBom BECAUSE, yacto npomte ucnomnszosate OWING TO
+ cymectBuTensHoe, AS + noBectBoBaTensHOe npeanoxkenue wim DUE TO + cymectButensHoe:
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owing to a meeting = u3-3a BcTpeun
as | have a meeting = Tak kak y MeHs BcTpeya ...
due to a meeting = u3-3a BCTpeYH ...

3anoMHUTE MPEIUIOTH B TAHHBIX HUKE BBIPAKCHHSX:
Tuesday is fine BY me: Bo BropHuK MHE yI00HO.
Much TO my regret: K moemy (00JIbIIIOMY) COXKAJICHHIO.

IIpakTuka

1. ﬂOﬂOﬂHume OAaHHbIU HUJICE MeKCm U OMMEHUme JAUYRYIO 002060p€HHOCH1b 0 ecmpeyve.
I’m I won’t be able to make it the theatre on Friday as
| have on.

2. Cihopmynupyiime crnedyrowuii omxaz om 0en08ou 6Cmpeyi:

With reference to your letter 6" March, | to confirm that 1 will be to meet
you 20™ May to discuss a possible partnership.

3. Omo coseujarnue mookce 00JIIICHO ObIMb OMMEHEHO:
Much I am obliged to cancel our meeting, a sudden

illness. 1 for any caused, and | will contact you as soon as possible
to another meeting .

4 Bwvi xomenu 6vl nepenecmu ecmpedy. Jlonoanume:

In reply to your letter 201 January, I
would pleased to meet you Friday,but
prefer it if the meeting could be po stponed to later in the afternoon.

5. Hanuwume nucomo opyey, 8 Komopom bl OMKA3bI8AEmMeC OM 3aNIaAHUPOBAHHO20 HA Cle0yIouull
uyemeepe 3a6mpaxa, m.x. edeme 8 KOMaHOUposKy. Bvl npunocume ceou uzsunenus u npeonazaeme
nepexecmu 3a8mpax Ha cedyrouuil 6MopHUK.

HXQ EM http://izd-mn.com/ o5



H.I'. BaneeBa
Business Writing H.A. JlunaToBa
K.J1. YnaHoBa

I'naBa 6 biaarogapcTBeHHOe NHCHMO

Dopmanvroe 01a200apPCMEEHHOE RUCOMO

Re: Thank you

Date: 29.05.20 ...

From: w.archer@globe.uk

To: a.johnson@electron.co.uk

(Angela Johnson)

Dear Mrs Johnson

I would like to thank you for the productive meeting we had last Tuesday and for your kind
hospitality.

It was most interesting to visit your company and become better acquainted with your business
operations.

| look forward to receiving your order for the new products we discussed during our meeting,
and | am confident that our renewed cooperation will prove a success.

Yours sincerely
W Archer

William Archer

Export Manager, Globe
GreenStreet 250

10785 London UK

Tel + 49 (0)30 3344 5507
Fax+49(0)30 3344 5587
E-mail: w.muller@globe.uk

Hegopmanvnoe on1azooapcmeennoe nucemo

Dear George

Thanks so much for the great evening at the White Horse Inn. I haven’t enjoyed myself so much
for a long time. I hope we can get together again soon. I’ll be back in Birmingham in June - I'll let
you know the exact dates as soon as possible. By the way, | really enjoyed meeting your friend
Sarah - do you have her e-mail address?

Best wishes
William

PeueBbie (popMmyJibl

e  ®opmyJbl 0Jar0JapHOCTH 0(PHMIHMAIBHO:

| wanted/ would like to thank you for your hospitality.

51 xoTen 6bl nobnarogaputh Bac 3a Bame rocrenpuumctso.
Please accept our warmest thanks for...

Msl xoTenu Obl cepaeyHo nodnaroaaputs Bac 3a ...
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It was most kind of you to offer us a reduction on the remainder of your stock.

bb110 o4ens m00e3Ho ¢ Bameii ctopoHsl 00ecieunTs HaM CKUKY Ha OCTaBIIHUICS HA CKIIA/E TOBap.
We would like to express our gratitude/our sincere thanks for ...

Msl xoTenu Obl BhICKa3aTh BaM Halry HCKpeHHIOK 0JaroapHoCTh 3a ...

| am most grateful to you for all your help and hospitality during my stay in York.

51 oueHnb Bam OnarojapeH 3a MOMOILB U TOCTEIIPUAMCTBO BO BPEMsi MOETO ITPEeObIBaHUS B ropKe.
Thank you for your hospitality during our meeting.

biarorapro Bac 3a Bame rocrenpuuMCTBO BO BPEMs Halllel BCTPEYH.

e Heo(pUUHUAILHO

Many thanks for your help.

Bonbioe cnacu0o 3a momous.

Thank you for the lovely evening.
Crnacu60 3a xopoiuii Beuep.

Thanks very much for having us.

Crnacu60 3a npuriamieHue (ynorpeomisercs
TOJIBKO TIOCJIE TTOCEIICHHMS).

Thanks a lot for your letter.

Cepaeuno Garogapro 3a MICEMO.

P.S.

OOpaTtuTe BHMMaHHE Ha TO, YTO MPEBOCXOJHAS CTENECHb MOSt MCMOJB3yeTCs sl BBIPAKCHHS
MOJIOKUTENILHOTO  OTHOIIeHHss K yemy-i.. It was most interesting to visit.. - Bsuio
UCKITFOYMTENILHO/IPE3BbIYaiiHO HHTEPECHO TIOCETHTb...

IIpakTuka

1. Bul 6vinu Ha yoicune y opyszet. Ilobnazooapume 6 nucome 3a npusmusiii seuep (lovely evening) u
3a omauunsiil yocun (excellent meal).

2. ﬂaHHoe HUasice nucomo 6bl0€p9fCGHO 6 0¢Ml4uaﬂbHOM cmuiie.

Please my warmest thanks your kind during my
visit to Nairobi last week.

3.[lononnume cneodyrowee brazo0apcmeenHoe NUCbMO'

I you for the useful advice and the interesting documents you gave me our last
meeting.
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I'naBa 7 IlpensioskeHusi U NPUrIaAIeHAs

(I)OpMa.]IbHOC NpurJiameHue

On Her Majesty’s Service
Buckingham Palace
St James’s Park, London

Dear Sir

The administrators of Buckingham Palace have pleasure in inviting you to tender for a contract as
official supplier to Her Majesty the Queen.

Please find enclosed an invitation to attend a reception at the Palace, at which all current and
potential suppliers will be present.

We look forward to your early reply.
Yours fathfully

R Blue

Administrator

Buckingham Palace

Enc

Her Majesty's Suppliers request the pleasure of the company of Mr W. Archer at a reception
to be held at Buckingham Palace on Friday 20th June at 6 pm Formal dress RSVP

HeoduumnaabHoe npuriameHue

Re: Invitation

Date: 03.06.20 ...

From: w.archer@globe.uk

To: sarahhamps@yahoo.co.uk
Dear Sarah

| thoroughly enjoyed meeting you in February. | am due to be in England again soon, for the week
beginning 20th June, and was wondering if we could spend an evening together. How would you
like to go to that new play at the Royal Theatre, followed, of course, by dinner? Let me know
which day would suit you best, and I will make the necessary reservations.

I hope you will be able to make it as | am very much looking forward to seeing you again.
Best wishes
William

Tomas Archer

Export Manager, Globe
GreenStreet 250

10785 London UK

Tel + 49 (0) 30 33 44 5507
Fax + 49 (0) 30 33 44 5587
E-mail: w.archer@globe.uk
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PeueBbie popMyJibl
e Od¢unnanpHble NpUrIaAlICHUs

The chairman and directors have pleasure inviting you to attend the company Christmas party to be
held at the Victoria Hotel Knights bridge, on Saturday, 20th December at 8 o'clock.

[Ipencenarens U COBET MpaBJICHHS IMEIOT YIOBOJIBCTBHE MPHUTIacuTh Bac B cy660Ty, 20-T0 nexadps,
B 20 yacoB Ha POXK/IECTBEHCKYIO KOPIIOPATUBHYIO BEUEPUHKY B TOoCcTHUHMIIE "Bukropus".

Mr and Mrs Smith request the pleasure of the company of Mr and Mrs Jones at their daughter lane's
wedding reception to take place a t ...(place) on ... (date) at ... (time).

FOCHO[{I/IH u rocroxa CMUT UMEIOT YAOBOJIbCTBUEC MMPUTITIACUTDL I'OCIIOANMHA U I'OCIIOXKY I[)KOYHC Ha
CBaJIb0y CBOCH J10YepH ... (Mecmo), (0ama), (6pems).

o JluuHble NpUurjameHus

We are planning a small dinner party on ...

MbI coOupaemcst yCTPOUTh IPYKECKUH Y)KUH B Y3KOM Kpyry (Oama) ... (6pems) ...

We hope you will be able to come.

Haneemcst, uto Bul cMoxkeTe / ThI CMOKEIID

We would be very pleased if you could have dinner with us on Friday evening.

bynem ouens panpl, eciiu Bl cMoxkeTe / Tl CMOJKEIIb IPUNTH K HaM B MIATHUILY BEUEPOM Ha Y)KHH.
We wondered whether you would be interested in going to the opening night of ... with us.
MBs! nogymainu, uto Tede / Bam Ob1710 ObI HHTEPECHO MOWTH C HAMH Ha TIPEMbBEPY...

I would like to invite you to accompany me on a trip to Russia next month.

C ynoBoJsibcTBHEM Ipuriamiar Tedst / Bac moexaTs co MHOI B crieayromemM mecsiie B Poccuto.
Would you be interested in coming with us to...?

[Toexain 6b1 THI / IOEXanu Ob1 Bbl ¢ HaMu B ...7

e Koe-kakue geranu opuumnaibLHO

formal dress BEUEPHSISI OJICXK 1A

evening dress BEUEpHEE IIaThEe

fancy dress (US: costume) MacKapaJHbIi KOCTIOM

casual dress HeodunmaneHas onaexkaa ("CBoOOIHBIA CTHIIL" He

0JIpa3yMeBaeT, OJIHAKO, CIOPTHUBHOM, JIOMAITHCH HWIIH
TULSHKHOM O7eK1b1!)

informal/casual business attire Heo(DUIIHATbHBIN / TOBCEIHEBHBIN JEIOBOM KOCTIOM
RSVP [Ipocum Bac  oTtBETUTS.
Please reply before ... Ipocum yBEIOMHTS J1O ...

e HeopUIMAILHO

Let me know which day would suit you best.

Ckaxxu, nokajyicra, B Kakoi 1eHb Tebe / Bam yno6uee Bcero.
We do hope you can come.

OueHb HagceMcCia, 4TO BrBI cMokeTe / TBI CMOKEITD HpHﬁTH.
We are looking forward to seeing you.

MsI pagpsl Oynem yBuzaeTh Te0s / Bac.
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° le/ll".]'lalHeHI/IH Ha 6H3HeC-BCTpe‘lI/I

| should like to extend an invitation to you ...

Hacrosimmum xoTten 6b1 mpuriacuts Bac ...

... to have lunch with our company staff on Thursday

9™ December.

Ha 00€e]] C HAIIMMU COTPYJHUKAMH B YETBEPT,

9-ro nexadpsi.

... to visit our premises.

... IOCETUTH HAIllE MPEAPUATHE.

You are invited to attend a cocktail party after the conference.

Mg xoTenu ObI IPUTTIACUTh Bac Ha KOKTEHIb-TIpHUeM TOCie KOH(DEePEHITHH.

P.S.

[Ipocum oOpaTUTh BHUMaHHE Ha TO, YTO B O(MUIIMATBHBIX, OTIEYATAHHBIX TMPUTIIANICHUSIX HET
oOpaleHus 1 3aKIIYUTEeIbHON (popMyiibl. BHU3Y Ha mpuUriacUTeIbHOM OUIeTe MOTYT OBITh TaKHe
MoPOOHOCTH, KakK, HarpuMep, popMa o€k bl WK Tpochba 00 oTBere. Kerath, st ee BhIpaskeHUs
B aHIJIMICKOM SI3bIKE yroTpebisiercs: ppanirysckoe cokpanieane RSVP: ,répondez s'il vous plait".

3arroMHUTE MOCJICA0BATCIIBHOCTD COJACPIKAHUSA TPUTIIAIIICHUA:
*KT0 xoro nmpurmamaer?
*Ha ... (mpuem, Oanker, y:xuH) a reception, a banquet, a dinner...

*Mecro: to be held / to take place AT... (coctoutcs B...)
*Jlara: ON...
*Bpems : AT... (B ... yacoB)
[ToBo: in honour of... (B uecTs...)
IIpakTuka

1. 3anonnume cnedyrowee ogpuyuarvroe npueiauierue Ha 06eo:

The President of Europa Ltd the of your company a luncheon to
take at the York Hotel, Chelsea Thursday 5"March, 1
o’clock, in of his retirement.

2. B smom nuunom npuenawenuu He xeamaem HeKOMOPHIX CLOG:
We are going to the theatre next w eek with a few friends and if you come.
3. Omo npuenawenue na bankem. 3anonnume npooenvi:

Mr and Mrs Simpson request the of your at a
banquet held the Ritz Hotel, on Friday 21 April, 6 pm.

4. 3anonnume npuenawenue, NPeOHA3HA4eHHOE OPY3bAM.

We some friends over lunch next Sunday. We would be
if you join us.
)
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5. A xak Hacuém nocewenus myzes?

| wondered you would be interested going
a museum next week. Let me know whether you come.
L)
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I'maBa 8 OTBeT HA NpPHUIJIALLIEHHE

Odhuyuanvnovie omeemut

3" June 20 ...
Dear Mr Blue

In reply to your letter of 1st June we have pleasure in accepting your invitation to tender for a
contract as official supplier to Her Majesty the Queen.

We look forvard to receiving further instructions and documentation regarding the tender
procedure.

Yours sincerely

W Archer
Export Manager

Dear Sir

Mr Archer thanks Her Majesty’s Suppliers for their kind invitation to the reception at Buckingham
Palace on Friday 20" June which he has much pleasure in accepting.

Yours faithfully
W Archer

Export Manager
Globe

Heoguuuanvnvie omeemui

Dear William.

Thanks for the invitation. | would be delighted  to go to the theatre with you. The best day for
me would be Monday 23rd June.

It will be a pleasure to see you again!

Best wishes

Sarah

PeueBrnie popmyanbl

e buaroaapHocTs 32 npuriameHne o(puuuaIbLHO

Mr and Mrs John Smith thank Mr and Mrs David Smythe for their kind invitation to dinner.
Muctep u muccuc ko CMHT cepaeyHo OiarofapsAT mMuccuc M mucrepa CMHT 3a Jr00e3HOE
MPUTJIAIICHUEC HA YKUH.

Thank you for your kind invitation to the conference.

EJlaFO,Z[apI/IM 3a JI00e3H0€e MMpUTJIAICHUC Ha KOH(I)CpCHLII/IIO.
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e Heo(pHUUHUAILHO

Thanks a lot for the invitation.

Bonpiioe cmacu6o 3a npuriamieHue.

Many thanks for the invitation to lunch.
Bosnbmioe cnacu6o 3a npurnamienue Ha o0e.

e IlpunsaTHe NpUrIameHus oPpuUUAILHO

... which they / we / | have much pleasure in accepting.
KOTOPOE OHHU MPHUHUMAIOT/ MBI IPHHUMAEM /

s IPUHHUMAKO C YIOBOJIbCTBUEM

... which 1 / we should/would be delighted to accept.

... KOTOpOE 51 / Mbl / IPUHUMAEM C PATOCTHIO.

e Heo(pUUHAIBLHO

| would love to come.

[Ipuny ¢ 60JbIIUM YAOBOJIBCTBUEM.

| would be delighted to join you on Thursday.
Ouens Oyay paa MpUCOESTUHUTHCS K BaM B ueTBepr.

e Orka3 oT npuryameHus opuUUAILHO

... which they are regretfully unable to accept owing to a prior engagement.

... KOTOpOE, K CO’KAJICHUIO, OHU HE MOTYT MPUHSTH U3-3a JIPYroro 00s13aTeIhCTRA.

... which he is unfortunately unable to attend owing to ...

...B KOTOPOM OH, K COXKAJICHUIO, HE CMOKET IIPHUHATH YJaCTH U3-34 ...

... which I must unfortunately decline as I shall be out of the country on 5th September.

... OT KOTOPOTO, K COKAIICHHUIO, 5 IOJDKEH 0TKAa3aThCA, TaK KaK 5-T0 CEHTAOPsI MEHS He OY/IeT B CTpaHe.

e Heo(pUIHAIHLHO

| am afraid | won't be able to make it on Saturday as | already have something on.

K coxanenuto, s He CMOTY IPUUTH B BOCKPECEHBE, IOTOMY YTO Y MEHSI APYTUE TIJIaHBI.
Unfortunately I will be out of town on the 27th and therefore will not be able to attend xoudepenmuu.
K coxanenuto, 27-ro uynucia MeHs B TOpojie HE OyIeT, MOATOMY s HE CMOTY ydacTBOBaTh B the
conference.

P.S.

3anoMHHUTE yrIOTpe6J'IeHI/Ie CICAYHOIIUX ITPEAJIIOTOB:

your invitation TO the dinner/banquet/reception AT Bicton Hall we have much pleasure IN
accepting...

IIpakTuka

1. JJononnume ogpuyuansvHwlii omeem 20CHOOUHA U 2OCNONCU JIHCOVHC:

Mr and Mrs Jones Mr and Mrs Cavendish their invitation
dinner, which they are regretfully to
accept to a prior engagement.
o)
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2. Omu omeemvli He CMOAb OPUYUATLHYBL. 3anoaHume npooenvl:

for the invitation dinner. | won’t to make it as | am going
on holiday next week.

3. ﬂonozmume MO JUYHOE co2nacue.

Thank very much to spend a weekend in Glasgow. We delighted
to
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I'maBa 9 JIuunasi KoppecnoH1eHusl

Re: Congratulations!

Date: 18.09.20...

From: w.archer@globe.uk

To: a.johnson @ electron.co.uk

(Angela Johnson)
Dear Angela

| was delighted to learn that you have been appointed Regional Manager for Europe. May | wish
you every success in your new position, for which I am sure you have just the right qualities and
experience.

My colleagues join me in sending you our warmest congratulations, and we look forward to
continuing our long association.

With best wishes
William Archer

William Archer

Export Manager, Globe
GreenStreet 250

10785 London UK

Tel + 49 (0)30 3344 5507
Fax + 49 (0)30 3344 5587
E-m ail: w.archer@globe.uk

PeueBbie popmyabl
e [Ilo3apaBienue

| am writing to send you my warmest congratulations on your recent promotion to ... (position).
HaCTOSH_I_II/IM A X04y CEepACUYHO IO3ApaBUTH Bac ¢ Bammm HEAaBHUM IIOBBIIICHUEM Ha IIOCT
...(00n20CHOCMD).

We were pleased to hear of your appointment to the presidency of the company and wish you every
success.

Mpl ¢ pagocTbio y3Hanu, 4To Bac BeiOpanu B coBeT mpaBieHus (GupMbl, U xkernaeM Bam Gompiimx
YCIIEXOB.

We have just heard the good news. Many congratulations from all of us here to you and your
wife/husband on the birth of your baby boy/girl.

MEI TOJIBKO 4YTO Y3HaJIKu O pagO0OCTHOM COOBITHH.

Ot uMeHu Bcex Hac no3apasisieM Bac u Bamry cynpyry / Bamiero cyrpyra ¢ THeM poKJIeHHS Balllero
MAaJIEHBKOI'O ChIHA / Balllel MaJEeHbKOM A0YCpH.

Please accept our heartiest congratulations.

HpI/IMI/IT € HalllK CaMbIC CCPACUHBIC ITO3APABIICHUS.

We would like to send you our congratulations on your golden wedding anniversary/your company's
hundredth anniversary.

Msl xoTenu Obl mo3apaBuTh Bac ¢ Bamei 3omoTtoii cBagp00ii / co crosieteM ocHoBaHMs Bareit

(bUpMBI.
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e Po:kaecTBeHCKHE U HOBOT'OJHHUE mo3ipaBJICHUA

We send you and your family our very best wishes for a happy Christmas and a prosperous New
Year.

Kenaem Bam u Bamieit cembe BecenbIX pOKISCTBEHCKUX MIPa3IHUKOB U cyacTiausoro Hosoro rona.
Best wishes for Christmas and the New Year. /

Merry Christmas and a Happy New Year.

[Toznpasnsiem ¢ PoxxnectBom u HoBbiM roiom.

We would like to take this opportunity of thanking our customers for their continued patronage and
of sending them our best wishes for Christmas and the New Year.

HOJII)?,yeMC?I BO3MOXHOCTBIO n0611ar01{ap1/m> BCCX HAIlUX KJIMECHTOB 3a UX JIOAJIIBHOCTH U IIOKECJIaTh
UM BECCJIOTO PO)KI[GCTBa M BCCT'O HAWJIY4YICTrO B HOBOM I'OJ1y.

e JloOpo nmoxanoBaTh!

Welcome to Singapore. | hope you have found a suitable house and are settling in well.

HoOpo noxanosare B Cunranyp! Hageroch, yto  Bbl  Hanum  noaxodsimipuié  JOM U yXKe
YCTPOUIINUCE.

Should you be in need of anything, please do not hesitate to contact me at the above address.

Ecnu Bel B 4eM-To HyxJaeTech, 0e3 kojebaHus oOpalaiTech Ko MHE 10 BBINIEYKa3aHHOMY ajipecy.

e (Co0ouae3HoBanus

May | offer you my sincere condolences? If there is anything I can do to help, please do not hesitate
to let me know.

S xoten Ob1 BBICKa3aTh Bam Mou uckpeHHue cobonesnosanus. Ecimu s mory st Bac uto-to cnenats,
MOKATyICTa, COOOIIUTE MHE 00 ATOM.

| was deeply distressed to hear of the sudden death of Mr Hargreaves, whom we knew as an
outstanding member of your staff and a good friend.

N3BecTue o BHE3aMHON CMEpPTH TOCHOAMHA XaprpuBca, KOTOPOTO BCE Mbl 3HAJIU KaK MPEeKPacHOIo
COTpYZHUKA Ballel GupMBbl U 100poro apyra, riry0boKo MOTpsiciia MEHSI.

We were deeply sorry to hear about Janet's tragic death.

MBI 04YeHB oredajieHbl U3BECTHEM O TparnquKoﬁ CMECPTH [[)KGHGT.

It is a great loss to all who knew her.

9T10 HEIoIIpaBuMasd yrpara JJIs1 BCEX, KTO €€ 3Hall.

Would you be so kind as to pass on our condolences to her husband and family?

[Ipomry mepenate ee Cymnpyry u ee ceMbe Halmu co00JIe3HOBAHMUS.

You have the deepest sympathy of everyone on our staff.

Ey,[[LT € YBCPCHEI B FJ'Iy60‘l&fIH.ICM COYYBCTBHUH BCCX COTPYAHHUKOB HALICTO MPCAIPUATHA.

o [loxkenaHusi cCKoOpeiero BoI310POBIEHUsI

| was sorry to hear that you have been takenill.

51 oueHb OT'OpPYCH U3BCCTHEM O TOM, YTO BrI 3a00nenu.

| trust that it is nothing too serious.

Ha,[[eIOCL, YTO 3TO HC OUCHB CCPHE3HO.

In the meantime, please accept my very best wishes and speedy recovery.

IToxka xe MMPpUMHUTEC MOU IOKCIIaHUA CKOprIH.ICl"O fora Complete X ITOJIHOTO BBI3,Z[OpOBJ'IeHI/I$[!

We were all very sorry to hear about your accident.

Bce MbI ObLIM OUEHD OT'OpPYCHBI, KOTIa HaM COO6IJ_[I/IJ'II/I 0 HCCYHACTHOM CJIy4dac C Bawmu.

However, we were relieved to learn that you are over the worst and are likely to be back at the office
next month. In the meantime, we all send our best wishes for a speedy recovery.
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OpHako, MbI ¢ O0JIETYEHUEM Y3HAIIU, YTO CaMOe€ XyJIIIee yXKe 033U U, 110 BCEl BEPOATHOCTH, yXkKe
B cJIeayromieM Mecsiiie Bel BeiiiieTe Ha paboTy. A TOKa KelaeM CKOpEHIero BEI3I0pOBIICHNs!

| trust you are feeling better and send you my best wishes for a speedy recovery.

S nanerock, uto Bel uyBcTBYeTE ce0s yxKe Jydlne, U kenaro Bam ckopeiiiero BbI3J0pOBICHUS.
We were glad to hear that you are making good progress.

MpeI pagsl y3HaTh, yTO Ballle 310p0oBbE UIIET HA MOIMPABKY.

P.S.

OOpatute BHUMaHKE Ha TO, uTo t0 be appointed cooTBeTcTBYET pycCKOMY ,,0bITh HA3HAYCHHBIM HA
JOJIKHOCTb. a cyllecTBUTEIbHOEC appointment umeer OoJibllie 3HAYCHUH: C OJHOM
CTOPOHBI, "JTOTOBOPEHHOCTH O BCTpeue', a ¢ Apyroi, "HazHaueHue".

OOpaTuTe BHMMaHUE: BbIpaKHEHUE '"y3HaBaTh (HEYTO HOBOE)" MO-aHIVIMACKU MOKHO BBIPa3HTh
rinarosamu to learn wmu ¢ to hear:

I was sorry to learn / hear that . . . .

IIpakTHka

1. Kaxk 6v1 6b1 nodicenanu ckopetiuie2o 8vl 300P06IeHUA?

I was to that you have been taken ill. Please
my very best wishes for recovery.

2. Jlonoanume nucbmo-cobone3H08aHUE:"

We were deeply sorry to hear Henry’s tragic death. Please our
condolences his wife and family.

3. Kax npasunvho évipazums 61a200apHocms?

It came to my notice recently after 15

years business together, your company become one

of oldest customers. | to take the opportunity of
you for regular patronage.

4. Bvickadxcume no3opasierus,, 3anoiHue npooensl:

I to learn you have been appointed Sales Manager.
wish  you in your
position. With wishes.
)
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I'naa 10 [MocTtymiieHue Ha padoTy

Janet Martin
12 Harcourt Road
LONDON Sw1
Mr W. Archer 18th November 20 ...
Export Manager
Globe
GreenStreet. 250
10785 London

Dear Mr Archer

I would like to be considered for the position of assistant to the Export Manager, as advertised in
The Times of November 1%,

Having graduated from business school in 1989, where | specialised in international business, |
began working for the marketing department of United Telecom. It was there that | came across
your products for which I have always had a high regard. | would be delighted to have the
opportunity to work for your company, in order to broaden my experience in the field of
telecommunications in a challenging international environment.

Enclosed is my Curriculum Vitae  which will give you further particulars of my career to date. |
am available for interview at any time and would be happy to come to Berlin if necessary.

| look forward to hearing from you.

Yours sincerely

Janet Martin

PeueBbie popmyabl

e C(CcobLIKa HA 00LABJICHHE

| see from your advertisement in the ... (newspaper) that you have a vacancy for a ...

W3 Bamero oObsBICHUS B ... (eazeme) s y3HaJ(-a), 4T0 BbI npeyiaraere MecTo ...

It was with great interest that | read the advertisement for ...

S ¢ 60aBIIMM UHTEPECOM MPOUNTATI(-2) OOBSBICHHE O ...

| was interested to learn that your company is currently recruiting/wishes to recruit...

S ¢ unrepecoM y3Han(-a), yto Bama ¢upma B HacTOSIMIMNA MOMEHT NMPUHUMAET Ha paboTy/ XOo4er
OCYIIECTBUTH HAOOP ...

e JlaBaTh 3asiBJIeHHE O pHeMe Ha padoTy

| should like / I wish to apply for the position of ...
51 611 x0Ten(-a) NoAaTh 3asBICHUE O IPHEME Ha padoTy ...

e 3anpoc 0 HAJTUYUM BAKAHCHU

| would be interested to learn/know whether you have a vacancy for ...
S xot eﬂ(-a) OBl Y3HaTh, €CTh JIM y BAC BAKAHTHBIC JOJIPKHOCTH ...
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| am writing to enquire about the possibility of working for your company.
Hacrostium st xoten(-a) ObI y3HATh O BO3MOKHOCTH PabOTaTh HA Ballly KOMIIAHHUIO.
| am looking for a position in ...

51 unry paboty B cdepe / 0b6macty ...

e 3anpoc nHpopmamnuu o paGoyeM mMecrte

Please send me further details of the position.

[Tpomry npounpopmMupoBath MeHs 6ojee oIpoOHO 00 ITOM pabodeM MecTe.

I would be obliged if you could forward a copy of the application form to me at the above address.
A 6611(-a) 661 Bam 6marogapen (6s1aromapsa), eciu 061 Bol BeICTIamm MHE SK3eMIUTIp GopmyIispa ist
MOCTYIUIEHHUSI Ha pabOTy 10 yKa3aHHOMY BBIILIE aJIpECY.

e Wndopmanus o cede u cBoeM NpodhecCHOHAIBLHOM ONbITE

For the past... years | have been employed as

[Tocnennue roas s padboran(-a) / 3anumain(-a) a ... JOIKHOCTb...

| was responsible for ...

S otBevan(-a) 3a ...

| was in charge o f...

A xouTposMpoBa(-a) ...

| specialise in ...

A crieranuct(-Kxa) 1o ...

This is a position for which | believe I am ideally suited.

S cuuTaro, 4TO MOS KaHIUAATYpa UACATBHO MOIXOUT JIJIsl STOM BaKaHCHHU.

| gained wide experience in market research in the marketing department at Peters & Sons Ltd.
A npuroOpen(-a) 60IBIION OTIBIT B U3yYEHUH PBIHKA B oTnese mapketunra OO0 "Peters & Sons".
| have already acquired some experience in ...

Y MeHs y)Xe €CTh OIBIT B 00JIaCTH ...

| speak fluent English and French. /1 am fluent in English and French.

S cBOOOTHO TOBOPIO TIO-AHTIIMICKH U TTO-(PAHITY3CKH.

| believe/l am certain | have the necessary training and qualities needed for the position of ...
S YBEPECH, YTO Y MCHA €CTh HCO6X0,Z[I/IMaH IIOATOTOBKA U HYXXHBIC Ka4€CTBA IJId JOJDKHOCTH ....
| am eager to undertake new responsibilities in a challenging position.

MHe 04YeHb XOTEIOCH ObI IIPpUHATDH Ha ce0s1 HOBBIE 00S3aHHOCTH Ha 00JI€€ BEICOKOM JOJI’KHOCTH.
| am keen to broaden my knowledge in the field of ...

A xouy yrinyouTth cBoM mo3HaHus B chepe / 06macTy ...

e YKa3aHue HA pe3roMe

| enclose/attach a copy of my Curriculum Vitae which will give you further particulars/ more
complete details of my career to date.

[Ipunararo KOmMIO pe3roMe ¢ MOAPOOHOCTSIMH / TOJHBIMH JAaHHBIMH O MOEH MpodecCHOHAILHON
Kapbepe.

e 3akio4yuTebHbIC (opMyIIbI

I will be happy to supply any other details you may require.

S Gyny pan cooOmuUTS JIt00ble MTOAPOOHOCTH, KOTOPbIe MOTYT Bam noHano0uThCs.
| would greatly appreciate the opportunity of an interview.

A 6y,£[y OYCHb IMPU3HATCJICH 3a BO3BMOXKHOCTH SIBUTBLCS Ha COGGCGI{OB&HI/IC.
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| can make myself available for interview at any time.

51 MoTy 0CBOOOIUTHCA ISt coOeceT0BaHMs B TI000€ BpeMs.

| am available for interview at your convenience.

Jliis mpoBeieHust coOeceToBaHus s B BallleM PacTopsDKEHUHU B JTr000¢e ynoOHoe it Bac Bpemsi.
| can only come to an interview on Fridays.

S Mory npuiiTu Ha coOeceJ0BaHUE TOJIBKO IO MSTHULIAM.

| shall be available from 12th May onwards.

51 B BameM pacnopspkeHuu ¢ 12-ro mast.

The names of two referees are given below.

Hwmxe Ha3BaHbl UMEHA B (1)aMI/IJII/II/I ABYX JIMI, KOTOPBIC MOT'YT MPE€AOCTABUTh PECKOMCHAAIINH.
| look forward to hearing from you. Hoping for a favourable reply.

C HereprieHueM 1y Baiero orseta. Hageroch, 4To oH OyJeT MOJOXKUTEIbHbIM.

P.S.

[TyHKTBI TMCHMA TIPU TIOCTYIUICHUH Ha paboTy JOHKHBI UMETh CIICIYIONIYIO MOCIICIOBATEIILHOCTD:
Ha3Batp xemaemoe pabodee MecTO (C COOTBETCTBYIOIIEH CCHUIKOW - Ha OOBSBIICHHE B Ta3ere,
PEKOMEH/IAIINIO).

[IpencraButhes (oOpazoBaHMe, OMBIT B pa3HBIX 00JIacTAX). MOTHBHPOBATH CBOE JKEJaHWE 3aHATH
UMEHHO 3Ty JOJKHOCTb.

VYkazaTb Ha mpuJIararoleecss pe3loMe, TOTOBHOCTh K COOECeOBaHMIO U, BO3MOXKHO, Ha
PEKOMEHIAINH.

B KoHIIE BBIpa3UTh HAACKTY Ha TIOJIOKUTEITBHBIN OTBET.

IIpakTuka
1. Bwvi xomenu 6vi 3aHsmMb 5MY OOJHCHOCID.
I wish the position of salesman as
advertised Tuesday’s Herald Tribune. This is a for
which | believe | am suited.

2. Bvl noka ne 3Haeme, ecmov U 6 IMOU KOMNAHUU BAKAHCUU:

I for a position computer programming a large international company. For the
Syears I employed computer
programmer Hi-Tech Inc. | speak Spanish and have experience of

working abroad.
3. [laiime omeem Ha credyrowee obvasIeHUe:

A large international cosmetics company based in London invites applications for the position of
MARKETING MANAGER. Candidates should have over five years” work experience in the field of
marketing and have a good working knowledge of at least two foreign languages. Starting salary will
be in the range £25-30,000, to be negotiated. Please send applications and a detailed CV to:

The Personnel Manager Harriett Cosmetics Company Ltd 25 King’s Road London SW1 England
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I'naBa 11 Pe3rome
HexoTopsie npenBapuTenbHbIE 3aMEYaHUS:
K pyopuxke education (o6pa3zoBanue):

A - level cooTBercTByeT arrecraty 3pesnoctu, 3 A - levels o3nauaer, 4To ciaH 3K3aMeH Ha aTTeCTaT
3pPENIOCTH MO TPEM OIPE/ICICHHBIM JIUCIUIUINHAM.

CTaHIapThl YHUBEPCUTETOB PA3HBIX CTPAH MOT'YT CYIIECTBEHHO Pa3jIn4aThCs.

BA (Bachelor of Arts), BSc (Bachelor of Science) - cremnennr 6akagaBpa I'yMaHHTapHBIX WA
€CTECTBEHHBIX HaYK.

MA (Master of Arts), MSc (Master of Science) - cternenb MarucTpa ryMaHUTapHBIX/€CTECTBEHHBIX
HayK.

MBA (Master of Business Administration) - crerneHb MarucTpa 1o MEHeKMEHTY.

OOpatuTe BHMMaHHEe Ha (OPMYJIHPOBKY OILEHKH s3bIKOBBIX 3HaHmit. Good working knowledge
O3HAYaeT: XopoIue 6a30BbIe 3HAHUS, JOCTATOUYHBIC IS OM3HEC-TIEPETOBOPOB.

B BenukoOpuTtanuu npogeccuoHaIbHbIN OMBIT MPEICTaBISIOT XPOHOJIOTHYECKU (HA MEPBOM MECTE
- nepBoe MecTo paboTsl), Toraa kak B CIIIA nepBbIM Ha3bIBAIOT HACTOSAIEE UM MOCIEAHEE MECTO
paboTEHL.

B pe3tome 10mKHA IPUCYTCTBOBATH OUSHB KOpoTKast pyopuka hobbies. O4ens yacto npubaBisioT u
"ocoObie mpoekThl" Wi "ocoOblie 3aaanus": Major projects uim major assignments.

Py6puka further qualifications mosxer coaepxkats HHOOPMAIMIO O JOMOJHHUTEIBHBIX HaBBIKaX
(s3pIKM, Kypchbl HMH(POPMATUKH, BOJIUTEIHCKHE MpaBa W T.I.), CePTHUPHUKATAX WIW JAUILIOMAX,
MOJTyYCHHBIX BHE MIKOJBI U YHUBEPCUTETA, a TAKKe NAHHBIE O JIMIAX, KOTOphle MOTJIH ObI Bac
MOPEKOMEH/IOBATb.

Ecnu BeI mpunoxkure portorpaduro (4To, BIpodeM, HE OYCHBb MPHUHSTO), MOXKETE TIPUKPENUTH €€ B
BEPXHEM IIPABOM YTITy JIHCTA.
Curriculum Vitae

NAME: Janet Martin
Address: 12 Harcourt Road London SW1 England
Tel: (0171) 5436789

Date of birth: 27th March 2000
Marital status: Single

Nationality: British

Education: Greenfields School - Yorkshire

2016-18: (3 A-levels)

2018-109: Capital Business School, London
Languages: MBA, specialised in International Business

English - mother tongue
German - fluent
French - spoken

Professional Italian - good working knowledge
Experience: Crane Engineering - Assistant to the Personnel Manager, responsible for a
Summer 2018: study on work methods

United Telecom - Assistant to the Marketing Manager
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2018-109: Sailing - Horse riding - Jazz

Hobbies: Driving licence
Good computer skills

Further

gualifications:

PeueBbie popmyJibl
e JloaTBepxaarh nmojiydyeHue 3asiBJICHUSA

Thank you for your application for the position of ...
bnaronmapro Bac 3a npeioxkenune cBoer KaHIuaTypbl HA BAKAHTHYIO JOJKHOCTS ...

e OnodpeHue KaHAMIATYPbI

We are pleased to inform you that ... /
We have pleasure in informing you that ...

MBgI pasbl cooOuuTh Bam...

... your application for the position of ...

has been successful.

... Bamma kannuaTtypa Ha JOJDKHOCTSD ... [TPHHSATA.
... you have been accepted (for the position of ...
Bama kanaunarypa (Ha TOJDKHOCTS ...) 0JI00peHa.
... your application has been retained.

Bama kanauaarypa nonajia B OPT-JUCT.

e OTK/JI0HEHHEe KAHAUIATYPbI

We regret to inform you that your application has not been accepted.

K coxanenuto, Mbl 10/DKHBI cOOOIIUTE Bam, uto Barie 3asBieHne He TpUHSTO.

We are sorry to have to inform you that your name has not been included among those to be short-
listed for an interview.

C coxkaaeHueM COO6HIaCM BaM, uro Bama (1)8.MI/IJ'II/IH HC BKJIOYCHAa B CIIMCOK KaHIWJIATOB,
JOIMYHICHHBIX K CO6CCCI[OBaHI/IIO.

| am sorry to inform you that the position has heen filled.

K COXKAaJICHUIO, JOJIXKCH COO6H_II/ITI> BaM, YTO OOJKHOCTH YK€ 3aHsATa.

We are sorry but we have no vacancies at the present time.

K COXKAJICHUIO, B HACTOAIICC BPEMs Y HAC HCT BAKAHTHBIX MECT.

e [IIpuriamenue Ha codece0oBaHUe

We would be grateful if you could come for an interview with Mr Archer on Tuesday 9th April at 10
o'clock.

Mg 011 661 BaM npusHaTenbHel, ecau 6b1 Bel cMoriu npuiiti BO BTOpHHK, 9-r0 anpens, B 10 4acos
Ha co0ecej0BaHKUE C TOCIIOANHOM ApUEepoM.

P.S.
O6patute BHUMaHKe: "ncKkaTh" B aHrmiickoM - to look FOR.
Korpa roBopsT 0 kanaumaTax BooOIIe, B aHTJIMHCKOM SI3bIKE HE YIIOTPEOISETCS] apTHKIT.
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IIpakTuka
1. JlononaHUTE NMCHMO-OTKA3!

We  regret that we have no
time.

2. Kak mpaBWJIBHO JIOTIOJHUTH JAHHBIA HIDKE TEKCT OTKa3a?

The were all of a very high standard, and | am sorry to
inform you that the position has been

vacancies at

to

3. JlaliTe MOJIOKUTENBHBIA OTBET HA KaHIUAATYpPy TOProBOro mpenactaButelns. [Ipemnmoxxure

cobecenoBanue B cpeny, 17-ro HOsOps, B 14 gacos.
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Smith:

Archer:

Smith:

Archer:

Smith:

Archer:

Smith:

Archer:

Smith:

Archer:

Smith:

Archer:

Smith:

Archer:

Smith:

Archer:

Smith:

Archer:

Smith:

Archer:

Smith:

Archer:

Smith:

Archer:

Smith:

I'maBa 12 Pa3zroBop no tesnedony

Good morning, Electron. Julie Smith speaking

Good morning, this is William Archer, from Globe in London. I'd like to speak toAngela
Johnson please.

I'll put you through.

Thank you.

Mr Archer, I’m afraid Ms Johnson’s line is busy. Would you like to hold?

Thank you.

Thank you for holding, Mr Archer, but I'm afraid Ms Johnson is now in a meeting.
She won’t be available until at least 3 this afternoon. Would you like to leave a
message?

It’s  quite urgent. Could you put me through to som eone else in the Purchasing
Department? Perhaps Mr Morris?

Mr Morris is on holiday until next Thursday. Could som eone in another department
help you?

No, I don’t think so. I’ll leave a message for Ms Johnson. Could you ask her to phone
me as soon as possible? There’s a serious problem with the latest order.

Certainly. Could you spell your name please?

Of course, it’s A-r-c-h-e-r, William.

That’s William with double 1?

Yes, William with double I. W-i-double | i-a-m.

Where can she reach you, Mr Archer?

I’1l be out of the office, so it’ll be best if she calls my mobile...0049 172 6687 (double
‘oh’ four nine... one seven two... double six eight seven).

Could I check that please?

Of course.

0049 172 6687

Correct.

I’11 give her the message as soon as she gets out of the meeting.

Thanks for your help.

It's a pleasure. Thank you for calling.

Goodbye.

Goodbye.

PeueBbie popmyibl

e Hauajo TeredoHHOr0 pasrosopa

Hello, John Smith speaking.

Jlxxon Cmut y TenedoHa.

Hello, this is John Smith.

Jlo6pswiit nenb, 3to J[oH CMUT.

Good afternoon, Electron Importers. Can | help you?
Electron Importers, mo6psiii geHb. Yem s Mory Bam momous?

e Bpicka3bpiBaHue HaMepeHust

Hello, this is William Archer from Globe.
Mens 30ByT Yunbsim Apuep - pupma ['no6yc.
I'd like to speak with John Smith please.

51 xoten 661 TOroBopuTH ¢ J[oHOM CMUTOM.
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I'd like to speak to someone in the Accounts

51 ObI XOTEN IOTOBOPHUTH ¢ KEM-HUOYIb U3 OyXraJITepu.

Department please.
Could | speak to the manager please?
MoxHO M03BaTh K TenedoHy MeHemKepa?

Could you put me through to Mr John Smith please?
Coenunute MeHs, MoXKalyicTa, ¢ rocnoguHoM JIxonom CMHUTOM.

I'm calling about

51 3BOHIO B CBSI3H C ...

I'm returning his call.

S noymkeH ObUT IEPE3BOHUTH EMY.

o Tlepeanpecauusi 3B0HKa

Just a moment please.

OpHy MUHYTY, IOKaITyHCTa.

Do you mind waiting a moment? The line's busy.
JInnus 3aHsaTa. BBl MOXKETE NONOKAATH MUHYTKY
Can you hold on please?

He Bemaiite, moxxanyiicta, Tpyoky!

I'll put you through to Mr Smith.

Coemuasro ¢ rocrmogiHoM CMHUTOM.

I'm afraid he's not available.

OueHb Xanb, HO OH ceiiuac He MOKET ITOI0NTH.

I'm sorry but he's in a meeting / at lunch/on leave (holiday, vacation).
Ouens kayb, HO OH Ha 3aceIaHuM / 00e1aeT / B OTITYCKE.

I'm afraid he's out of the office.
Ouens xanb, HO €ro HEeT (Ha paboueM MecTe).

e OcTaBadaTh CO001IEeHHE, IPOCUTH NEPE3BOHUTH

When will he be available?

Korna emy MoxHO OyzaeT nmepe3BOHUTH?
I'll try again later.

Torz[a S ITIO3BOHIO ITO3KEC.

Could I leave a message please?

Bol He Mo OBI TIEpeaaTh emy ...7

Would you like to leave a message?

BeI xoTenu 661 0CTaBUTH COOOIEHHE?
Could you ask him to call me back please?

BEI He MorH OBl nepeaars emy, yTOOBI OH MHE HepeSBOHI/IH?

Could he phone me as soon as possible please?

Br1 MoxeTe nepeaars €My, yTOOBI OH ITO3BOHHI MHE KaK MOKHO CKopee?

It's urgent.
DTO CPOUHO.
I'll give him the message as soon as he gets back.

A nepecaamMm emy COO6IJ_ICHI/IC, KaK TOJIbKO OH BCPHCTCH.

I'll tell him as soon as he returns.
pil CKaxXy €MY, KaK TOJIbKO OH BEPHCTCH.
Could I have your name and number?

MoxxHo MHe 3anucats Bamry pamunito u Homep Bamiero tenedona?
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e (OOecneunBaTh NMPAaBUJIbHOEC IOHUMAHUE

Who's speaking please?

Kro y renedona?

I'm sorry, | didn't catch your name.

K cosxanenuto, st He paccipiman Bamreid ¢pamummm.
Could you spell that please?

Bbl He npoaukryere o OykBam?

Could you repeat that please?

[ToBTOpUTE, MOXKaMylcTa!

Could I check that please?

51 ObI XOTET e11ie pa3 MPOBEPUTb.

Could you speak a little slower please?

Bbl He MOrIIM OBl TOBOPUTH YyTh MEIUIEHHEE, MOKaTyiicTa?

L4 I[oronapm;aTbm 0 BCTpEYax, OTKa3bIBAaTLCH OT BCTPEU

Could we meet next Tuesday at 3 o'clock?

MBI MOKEM BCTPETUTHCS B CIIETYIOIINI BTOPHUK B 3 yaca?

Are you free on Thursday?

Brl cBOOOAHEI B ueTBEpr?

Would Friday morning suit you?

Bam yno6HoO B naTHUILy yrpom?

How about tomorrow lunchtime?

Yro ckakeTe HacyeT 3aBTPAIIHEro 00eIEHHOTO TepephiBa?

I'm afraid | can't make our appointment on Thursday.

K coxanenuto, s He CMOTY IPUUATH Ha HAIly BCTPEYY B UETBEPT.

I'm afraid | need to cancel our appointment for next Wednesday at 2 pm.
K coxanenuto, s1 1OJKEH OTKA3aThCsl OT HAIIEH BCTPEUYH B CIEAYIONIYIO Cpeay B 2 yaca.
Could we make a new appointment?

MO3KHO TOTOBOPUTHCS O HOBOM BCTpeue?

e 3akaHYMBATH Pa3roBop

I'm afraid | can't talk right now. Could I call you straight back?

Boroch, 4To MBI ceiiuac He CMOKEM NOTOBOPUTH. MOKHO, 5 Iepe3BoHI0 BaMm mozxe?
Thanks for calling. Goodbye.

Cnacu60 3a 3BOHOK. JIo cBUaHUs.

Thanks for your help. Goodbye.

Cnacu60 3a nmomoib. J{o cBHIaHUS.

e ABTOOTBETYHK

Hello, you have called Panorama Ltd/Thank you for calling Panorama Ltd.

HoO6psiit nensb, Bet mozsonunu B OO0 "Panorama”.

Unfortunately, our office is closed at the moment.

K COXAJICHHUIO, B HaCTOHH_II/Iﬁ MOMCHT B O(I)I/Ice HHUKOTI'O HET.

Please leave your name and phone number and we'll call you back as soon as possible.
OcraBbTe, nokanyiicta, Bamie ums 1 Homep Tene(oHa, Mbl IEPE3BOHUM B OJIMKaiIee BpeMsl.
Please speak after the tone.

[Toxaiyiicta, roBOPUTE MOCIE CUTHANA.
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I'm not in at the moment, but I'll call you back when I return.

B naHHBII MOMEHT 51 OTCYTCTBYIO, HO IIEPE3BOHIO BaM, Kak TOJIBKO BEPHYCH.
Your call is in a queue. Please hold until one of our agents is free.

[Monoxxaute, HE KIamuTe TPYOKY, MBI coeTMHIM Bac co cBOOOIHBIM COTPYIHHKOM.
Thank you for calling.

Criacu00 3a 3BOHOK.

e OcCTaBJATH COO0IIEHHE HA ABTOOTBETYHKE

Hello, this is John Smith, telephone number 0711 999999.

3Bonut ko Cmut, HOMep Moero tenedona 0711 999999.

I'd like to leave a message for Angela Johnson.

S xoten Ob1 0OcTaBUTH cooOIIeHNEe AHXKeNe J[KOHCOH.

Could you please call me back as soon as possible/some time today?

Bb1 He MoruIM OBbI TEPE3BOHUTH MHE KaK MOXKHO CKOpee / B TCUCHHE CETOIHSIIHErO JTHs?
It's urgent.

3TO CPOUHO.

Thank you. Goodbye.

Cmracu0o, 10 cBUIaHUSL.

P.S.

CHuMas TpyOKy, IPUBETCTBYIOT U IIPEJCTABIISIFOTCS:

Hello, James Harrison, wau Hello, James Harrison speaking.

Jluktyst HoMep TenedoHa, IPOU3HOCUTE KaXKayro [Py B OTACILHOCTH, Harp, Seven - four - seven
- six - five - nine, mpuuem 77 - 3to double seven, 888 - aro triple eight.

0 umraercs kak zero, nought uam oh.

B reneonnom, kak u B "KHUBOM", pa3roBope MHOTHE TpaMMaThuecKkue GopMbl cokpamatorcs: | am
npousnocar kak 1'm, she will - she'll, he is - he's. Yopaxusiitecs B ynmotpeOieHHH U TOHUMaHHH
ATHX CIMSIHUNA, TIOTOMY YTO OHHU YBEJIIMYMBAIOT TEMIT Pa3rOBOPa U ATUM 3aTPyTHSIOT 110 HUMaHHE.

IIpakTuka

1. Ilpeonoc uacmo mewnsem 3uaveHue 2na2ona 6 anenutickom asvike. CoeOuHume 3mu 214201l ¢
NpABUNLHLIMU NPEON02AMU.

1. to hold a. up
2. to hang b. off
3. to put C. on
4. to cut d. through

BcTaBbTe 3TH IJ1arosl ¢ npejioraMu B HUXKCCICAYOIUC IMTPEATIOKCHUA:

I’m sorry I kept you waiting for so long. I’'m pleased you didn’t !' If you can
for a few more minutes I’ll try to you to someone who can help. If we get
I’ll call you straight back!
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2. Pacnonooscume no nopaoky smu peniuku uz meneghonnozo ouanoza. Hauano ykasamo.

1 Hello, Pearson and Sons. Barbara Fellowes speaking.

Who'’s calling please?

Could I leave a message please?

I’1l give him the message as soon as he gets in. Goodbye Mr. Carter.

Could he call me back before 4.00 pm today? My number’s 07126 390458.
Certainly Mr. Carter.

Do you know when he’ll be back? It’s rather urgent.

Sam Carter from Polytex.

Just a moment please. I’ll see if he’s available... I’'m afraid he’s out of the office.
Hello. Could I speak to William Johnson please?

I’m afraid not. It will probably be later this afternoon.

Yes, that’s right.

Thanks for your help. Goodbye.

Can 1 just check that? Please telephone Mr. Carter from Polytex before 4.00 pm today on 07126
390458.

3. He npasoa nu, nenpusmno 2060pums ¢ Hegedcaugvlm cobeceonuxom? Ilonpoobyiime usmeHumo
9MOm paz2080p max, 4moovl ox 38yuan nobe3no!

George and Partners. What do you want?
| want to speak to Fred Williams.
He isn’t here. Who are you?

Sally Greerson.

Who? I didn’t catch what you said.
Sally Greerson. Tell Fred to call me.
Okay. What’s your number?

02143 995766

02144 9957667

No! Listen this time. 02143 995766.
Okay. Bye.

Bye.

Tenegonnas wmnapzanka
e Bpbi 3BoHUTE

Ilpeocmasnsamo cebs u ceoio hupmy
Hello, this is lvan lvanov from (¢upma) | (copoo) calling ... .

Hzeunamocsa

I'm sorry to be calling so late ....

I'm sorry to disturb you... .

I'm sorry, | must have dialled the wrong number.

36amb k menegony
Could I please speak to Mr/ Mrs ... ?
Could I please speak to som eone in the ... department?
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Coobwams npuuumy 360HKa
I'm calling about... .

Y3Ha6amb, Kmo omeedaem 3da...
I'd like to speak with someone who can help me with /
advise me about . ...

Ilpocums nomous
Perhaps you could help me...?

Ilpocums 0 6cmpeue
I'd like to arrange an appointment with Mr / Mrs .... (It's urgent.)

Cnpamueamb, K020a MOJICHO nepe3eoHunb....
Do you know when he / she will be back/ available?
When would be a good time to call back?

Ocmasnamo coobuienue

Could I please leave a message for Mr/ Mrs ... to call me back?
Ilepezsonums nozouee

I'll call back later.

Obecneuusamo npasujlibHoe nOHUMAarnue
I'm sorry, | didn't understand. Could you please repeat that?

3akanuusamo pazeo8op
That's all for now.
Thanks for your help.

Ilpowamucsa
Goodbye.

e Bawm 3Bousrt

Cuse mpyoxy
Good morning / afternoon / evening , (¢pupma) | (omoen), Ann Archer speaking.

Vanaseame npu4dury 360HKA
May | ask what it's about?

Cnpamugamb, Kmo 360HUmM
Who's calling please?
Could you repeat your name please?

Coedulmmb C mem, KOMy 360HAM
One moment, I'll connect you.

Hyorcnwiii nomep 3anam
Are you there? I'm afraid Mr/ Mrs ...'s line is busy.

TOZO, KOMY 360HAM, HEN HA Mecme
I'm afraid Mr / Mrs ... is in a meeting / is out of the office / won 't be back until ... o'clock.
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Tom, KOMY 360HAM, 3AHAM

I'm afraid Mr / Mrs ... is not available at the moment.

IIpeonacame nomoww
Can | help you?

Ipunumamo coobuenue
Would you like to leave a message?

Hpocumb nepe3eoHUnlob noszomnee
Could you call back later / tomorrow / at... o'clock?
I'll give you Mr/ Mrs ...'s extension number. It's...

Obewams omeemmulii 360HOK

Could Mr / Mrs ... return your call/ call you back?
How can he / she best reach you?

Does he / she have your number?

ﬂOZOG(lpqul’l’leﬂ 0 8pemeHu
Would Friday at 3.30 suit you?

3akanuusamo pazeo8op
Thanks for your call. Goodbye.
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IIpuiio:xxenne 1 [osie3nble BhIpazKeHNU s

Hayano nucema
e WndopmupoBars, cood1IaTh

MB&I pazibl, 4TO MOKEM coOOIIUTE Bawm ...
We have pleasure in announcing ...

MeI panel yBenomuts Bac, 4to ...

We are pleased to inform you ...

Bam Oyner uHTEpEeCHO y3HATH ...

You will be interested to know that ...

e IloarBepxaarn

(Hacrosmum) moATBEPIKIAEM ...

We (hereby) write to confirm .../This is to confirm ...

MBI pajibl HOATBEPAUTS...

We are pleased to confirm ...

C 60ap1IMM yI0BOJIBCTBUEM (51 OBI) ..

| would be delighted to ...

Ha Hac nmpou3Beno CHIIBHOE BIIEYATIICHHUE ...
We are very impressed by ...

o TloaTBepxkaaTh NMoJyyeHHe MUCHLMA

bnaromapum 3a muceMo OT ...

(We) Thank you for your letter of .../

We acknowledge with thanks your letter of ...
MpEI OTy4Yuiy ...

We have received ...

Mkl IMOATBECPKAACM ITOJIYYCHUE Bamero nmucrMa
We acknowledge receipt of ...

e CcbuiaTbCsl HA PEAbIAYINHA KOHTAKT

Hcxons u3 Hamiero pasroBopa no teiaedony ...
As per/Following our telephone conversation ...
Kak yxxe Obl10 YHOMSIHYTO B MOEM MHCHME OT ...
As mentioned in my letter of ...

Ha ocnoBanuu Bamiero nuceMa oT ...

With reference to your letter of ...

O6pamasicy k Bamemy nucemy or ...

OT ...

We refer to your letter of .../Further to your letter of ...

e OO0pamars, BHUMaHHE HA IPUJIOKECHHSA

IIpunaraewm ...

Please find enclosed .../We enclose ...
... [IpAJIarar0TCAa

Enclosed is/are ...

C YAOBOJILCTBUEM IIpUJIAraCM ...
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We have pleasure in enclosing ...
OTaenbpHON IIOYTOH BLICBLIAEM ...

We are sending ... under separate cover.
MBI pajel npeacraButh Bawm ...

We are pleased to submit...

e [IloarBep:kaaThb BCcTpedy

B nonenensuuk B 10 4acoB MEHsI BIIOJIHE YCTPaUBaeT.
Monday at 10 am would suit me perfectly.
Bo BTOpHUK MHE BIIOJIHE YA0OHO.
Tuesday is fine by me. (reogpuyuanvro)
e OTKa3bIBaTh, OTKJIOHATH MpeAI0KeHHe

C coxanenueM cooOmaeMm Bam, uto ...

We regret to have to announce / to have to inform you that ....

C coxanenuem yBenomisieM Bac ...
We regret to inform you ...

Borocsk, uTo ...

Unfortunately, | am afraid that ...

K mMoemy 60mb1110My COXKANEHUIO,. ..
Much to my regret...

51 MOTY TOJIBKO COXKAJIETH ...

| can only regret...

MEI HE B COCTOSIHUU IIPUHATD ...
We are not in a position to accept...
Y MeHs1 HET BO3MOYKHOCTH ...

It is not possible for me to ...

Peun He MOKeT OBITh O TOM, YTOOHI ...
There can be no question of ...

DTO COBEPIIEHHO HEBO3MOXKHO.

It is out of the question.

3anpoc
e @opMyJMPOBATH NPOCHOY

Bol HEe MorIH OB ...

Could you please ...?

S 611 OB1 OstarogapeH, eciiu Obl Bor ...

| should be grateful if you would ...

51 Ob11 OBI IpU3HATENICH, eclid Obl BHI ...
| would be obliged if you would ...

Mp1 Ob11M OB pajibl, €CIIN OB ...

We should be glad if ...

Mp1 ObiTH OBI (O4YEHB) OJIaroJapHHI 34 ...
We would be (most) grateful for ...

Bb1 He Mornu ObI ...7

Would you Kindly ... ?

Bb1 He Morunu ObI ...7

Would it be possible for youto ... ?
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[Toxanyiicra (cienyer npockoa ...)
Please would you ...

MbI XOTEIH OFI ...

We would like ...

[Ipocum Bac ...

You are requested ...

e OcBenoMIATLCH

BEI HE MorH OB HAM COOOIIUTD,...?
Could/Would you let us know if ... ?
Mg1 X0TeNnH OBl 3HATD,...

We would be interested to know whether/if...
BEI He MorIH OBl MHE CKa3aTh,...?
Could you tell me wether/if ... ?
IIpocum nepecnars...

Please forward to ....

[Ipomry BEICTATH MHE ...

Please send me ...

BynpTe mr06e3HbI, BBIILIATE MHE ...
Would you kindly send me ... ?

[Ipoury mperocTaBUTh MHE O0OJI€€ TOUHBIE ITAHHBIE O ...

Please give me details of ...

e [IIpocuth 00 OTBETE MJIM MOATBEPKICHUH

[Ipoury OTBETHUTS...
Please reply...

... HEMEJIEHHO.

... without delay.

... 0OpaTHO MOYTOM.
...by return of post.

[Toxany¥icta, COOOIIUTE HAM KaK MOYKHO CKOpee.
Please let us know as soon as possible.
[Mosxanyiicta, BEIILTUTE OTBET (KOMY?)...

Please send your reply to ...

HpOCI/IM CBA3AaThCA C ...

Please contact...

IIpocum noATBEPAUTS. ..

Would you please confirm ...?

PexoMeHpanuu, mpeaioKeHus, NpUrJIameHus
e Pexomenmanum

Pa3pemHTe IIOCOBETOBATh...
May | suggest ... ?

$1 OB MOCOBETOBALT ...

| would suggest ..

Mpl ObI TOPEKOMEHIOBATH ...
We are able to suggest ...
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Bb1 Mornw Obi ...

You could ...

Bb1 Mornw 0w ...

You might ...

[Ipennararo...

| propose that ...

Yro Ob1 Ber ckazanu o ...7
What would you say about...?
Brbuto ObI pasymHO ...

It would be sensible ...

MeI1 npennaraem ...

We are offering ...

Ms1 MmoxeM npeuioxkuTs Bam ...
We are able to offer you ...

Ha sToT TOBap npejyiaraercs cienuanbHas CKUIKA.

These goods are/This product is on special offer.
MpI OBI € YIOBOJILCTBHEM ...
We would be delighted to ...

Ecnu Bel HE ipoTHB ...

If you don't mind ... (reogpuyuanvro)

e Ilpurnamenus

S xoten 6b1 mpuriacuts Bac ...
I should like to invite you ...

M1 ObIH ObI OUEHB PajIbl, €clk Obl BbI MPHCOSIMHIITICE K HaM ...

We should be delighted if you would join us for ...
51 6611 OBI OYEHB paf ...

| should be delighted ...

e Q(OOpamarb BHUMaHHe HA NP00OJIeMy

MBsl x0oTenu Obl 0OpaTUTH Ballle BHUMAHKUE Ha TOT (DaKT, UTo ...
We would like to draw your attention to the fact that ...

O‘IeBI/II[HO, npomomna KakKasi-ToO OIJ_II/I6Ka.
There must be some mistake.

YBepeHHOCThb, NPeANnoJ0:KeHe, COMHEHHE

e BripaxkaTs yBepeHHOCTH

SIcHo, uTO ...

It is clear that ...

Her COMHCHHUA, YTO ...

There is no doubt that ...

MBI yBEpEHHI, 4TO ...

We are convinced/confident that ...
MEI He 3aMeIuM ...

We shall not fail to ...
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e Ilpeamonarars

BrniosiHe BeposTHO, YTO ...

It is quite possible that ...

I1o Bcel BEpOSATHOCTH,...

It would seem that ...

Bce yka3piBaer Ha TO, 4TO ...

Everything seems to point to the fact that ...
Ecau 310 HEY06HO. ..

Should this not be convenient...

Ecnu s BaM He 103BOHIOCH ...

Should you be unavailable ...

Ecnu 3T0 He coBmazmaer ¢

If this does not fit in with ... (ranp., ¢ naanamu) |
If this does not correspond with ... (nanp., co cuemom)

e Bpicka3bpIBaTh COMHEHMS 1 ONIaCEHHUS

K coxamenmuro,...
Unfortunately...

Bborocs, uto ...

| am afraid that ...

MEI 0ueHs COMHEBaeMcs, 9To ...
We doubt very much whether...
OTO MOXKET BBI3BATH 3a/ICPKKY.
This could cause a delay.

e M3BuHATHCH

MBI ¢ coxaneHueM y3Hai, 4To ...

We were sorry to hear th at ...

MBI 04YeHB COXaJiIe€eM, 4To ...

We are very sorry for / that ...

HpOCI/IM HW3BUHUTH HAC 34 ...

We apologize for ...

HpI/IMI/ITe Hall UCKPCHHUC U3BUHCHUA 34 ...
Please accept our sincere apologies for ...
M1 JOJDKHBI U3BUHUTHCA 34 ...

We must apologize for ...

HpOCI/IM HU3BUHUTH HAC 34 ...

Do forgive us for ...

e buaarogapurs opunuaabHoO

S1 OBI XOTEN BbIPA3UTH CBOIO HCKPCHHIOIO

| should like to express my sincere thanks for ...
6J'Ial"0,[[apHOCTB 3a ...

MBsI riiy6oKo 61aroiapHel BaM 3a To, Kak Bl ...

We owe you our most sincere thanks for the way in which you ...

C Barueii cTopoHb!I ObIJIO OY€HB JIIOOE3HO ...
It was most kind of you ...
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Mg xotenu Okl mobnarogaputs Bac 3a ...

We would like to thank you for ...

Mg ouenb Bam Garonmapssl 3a ...

We are most grateful for ...

[TpumuTe Hamry cepaedHyro 01aroJapHOCTS 3 ...

Please accept our warmest thanks for ...

Mps1 xoTenu Obl BBIPAa3UTh HAIly O1aroJapHOCTH/HAIy HCKPEHHIOK 0J1aro1apHoOCTh 34 ...
We would like to express our gratitude/our sincere thanks for ...

e Heo(puUUAILHO

Cnacub6o 3a ...

Thank you for...
Boarmoe cnacubo 3a ...
Many thanks for ...

L4 H03IlpaBJ'IeHI/Iﬂ, MmoKeJIaHus, c000J1€e3HOBaAHUS

Cepneunble o3paBieHUsI.

Many congratulations.

HpI/IMI/ITe Hamiy CaMbI€ CEPACIHBIC MO3APABIICHNSI.
Please accept our warmest congratulations.

JKenaeM BCSIUECKUX YCIIEXOB.

We wish you every success.

JKenaro ckopenIero BeI3I0POBIICHHUS.

| send you my (very) best wishes for a speedy recovery.
A xoTten 661 mO3ApaBUTH Bac ¢ qHEM pOXKACHHUS.

I would like to wish you a very happy birthday,
Paspemute Bbicka3ate Bam cBou camble HCKpEHHHE COOOJIC3HOBAHMS.
May | offer you my sincere condolences?

e JakjroueHue NUCLMa

Eme pa3 6maromapum 3a momoip.

Thanking you once again for your help.

3apanee Ojaroapum.

Thanking you in advance.

Bbe3 xosebanust CBSIKUATECH C HaMH, €CJIN Bawm l'IOHa,Z[O6I/ITCSI JOITIOJITHUTEJIbHAs I/IH(l)OpMaI_II/ISI.
Please do not hesitate to contact us if you require any further information.

Mkl ¢ pPagoCThIO OKUAAEM IIOJTYUCHUSA ...

We look forward to receiving ...

Mp&I ¢ HETepIIEHUEM OKHAAEM OT Bac CKOpPBIX U3BECTHH.

We look forward to hearing from you soon.
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IIpuioxenue 2 BaskHble cOKpalnieHust

alc account cuer
am ante meridiem YTPOM, JI0 TIOJTYTHSI
asap as soon as possible | kak MOXHO cKopee
Assn Association accolanys, 00beIMHEHNE
attn. (for the) attention BHUMaHHIO (KOT0-1100)
o)
cc copy to, coples konus (komy?)
cf. compare, confer CpaBHHTE
Co company dupma, KOMIIAHHS
cod cash on delivery OIJIaTa HATMYHBIMU TPH
JIOCTaBKe
Corp. Corporation 00I1IeCTBO, KOPHOPAILHSI
e.g. (Latin: exempli Harpumep
gratia) for example
enc(s) | enclosure(s) PUII0KECHUE/-5I
fao for the attention of | BHUMaHMIO
HO Head Office TJIaBHBIA 0uc
ie (Latin: id est) TO €CTh
that is to say
IMO international money | mMexayHapoIHbIH TIOYTOBBIH
order IePEBOI
Inc Incorporated (US) 3apErUCTPOBAHHBIH
Ib pound byuT (=454 1)
Ltd limited (00111eCTBO) ¢ OrpaHUYECHHON
OTBETCTBEHHOCTHIO
N/A not applicable HE MPUMEHUMO (K...)
NB Note (nota bene) pUMeYaHue
NCV no commercial HE MMEET KOMMEPUYECKOM
value LEHHOCTHU
no. number HOMED
0z ounce (weight) yHIUA (Mepa eeca - 28,3 2)
pa per year (per €KEroIHO
annum)
p&p postage and packing | modroBbIe pacxXo/ bl U YIIAKOBKA
PLC public limited nyOIMYHAsT KOMITAHHS C
company OTpaHUYECHHOM
OTBETCTBEHHOCTHIO
pm post meridiem TI0CJI€ TIOJTYTHSI
PO Post Office noyra
postal order IIOYTOBBIH [TEPEBO
p.p. (Latin: per OT UMEeHH / IOJTHOMOYHO
procurationem) on
behalf of
pto please turn over CMOTpUTE Ha 000pOTE
re with reference to, OTHOCHTEIBHO, KacaTeIbHO
regarding
Ref: reference KacaTeJbHO (8epXHAA Yacmb
nucoma)

http://izd-mn.com/

57



Business Writing

H.l'. BaneeBa
H.A. JiunaroBa
K.J1. YnaHoBa

rlwy railway JKeJle3Hast Iopora

RSVP | (French: Repondez | mpocw0a otBeTuTh please reply
s'il vous plait)

SAE stamped addressed | (BJIO’KEHHBIH B UCHMO)
envelope KOHBEPT C

VAT Value Added Tax HAJIOT Ha J00aBJICHHYIO

CTOUMOCTBH

wk week HEJIeIst

ZIP zone of improved | mOYTOBBI  MHAGKC  TOpOJA

(code) | delivery (US) (CILIA)
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IMpunoxenue 3 [lpakTukym

1.Ilepesedume nucomo-no3opasienue Ha pyccKull sa3vix.

ITucbMo-nI03ApaBJIeHHE
Letter of Congratulation

Ort: r-na /o Jlbtouc,
TreHEPAIBHBIN JUPEKTOP
XosepHu JIta

4567 CHelik cTpur,
Oaxnenn, Kanudopuus

Komy: r-ny Xosapn Crennu
9034 KaHboH CcTpHT,

Can @panuucko, Kanudopnus,
CIIIA 90345

01 oxtsa6ps 2019 roga

VBaxxaembri -0 CTeHIIH,

02 okta0ps 6yzaer 10 ner Bameii pa6otsl B XoBepuu JITa. 3a nepuos cBoeit padoTsl Bbl nokazanu
ce0st BEpHBIM U KBATH(UITUPOBAHHBIM COTPYIHUKOM C BBICOKHM TIOTCHIIMAIOM. MBI pU3HATEIHHBI
Bawm 3a Bam Bkiajg B ycriex Haileil KOMOAHUM U XOTHM M03/1paBuTh Bac ¢ 10-yeTHei ro10BIIMHOM.
C yBaxxeHuew,

Jxxon JIstouc,
['enepanbHbBIA TUPEKTOP.
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2.I1epeseoume nucbmo-npuenauieHue Ha pyCccKull sA3biK.

ansMo-npnrnameHne
Letter of Invitation

YBaxxaemsiid Yapn3z MuntoHs,
A xoren Obl mpuriacuTh Bac Ha ceMHHAp, KOTOpBIM S YBEpEH, 3aMHTEpPECyeT Bac.

Ha cemunape, nocssmeHHoM 3D-texHonoruu, KoTopblii coctoutrcs B MockoBckoM Kpokyc
Konrpecc Llentpe 13 utoHs, IpouTyT JEKIUU HECKOJIBKO KIIFOYEBBIX IPOTPAMMUCTOB U JU3aHHEPOB
no 3D-mozenupoBaHHIO, BKIIOYAs TPHJIMHEHHYIO (HIBTPAIMIO, CTIAXKMBAHUE W MUIIMAIIIUHT.

A mpwnararo 3 Ounera mns Bac. S Hanmeroch, uto Bl mpumere yuacTue B ceMUHape, W S C
HETEPIIEHUEM Ky BCTpeuu c BaMH.

C yBaxxeHuew,

Urops Iletpos,

Ypasnsromuii OOO Komnanus "LenTtp”
Tel: +7 912 XXXXXXX
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3.Ilepeseoume nucbmo o npueme Ha pabomy Ha pyccKuil A3vIK.

IMucsmo o npueme Ha padoty
Letter of Acceptance

Or: r-xu [xeiin Tromus,
MEHEeJDKEp T10 TIePCOHATY
CommepTuMm

7834 UpBuHr CcTpUT,
Hensep, Konopano

Komy: r-xxe Jlun
9034 Koau ctpur,
Hensep, Konopano,
CIIIA 90345

15 ¢espansa 2019 rona
VBaxkaemas r->xa JIuH,

[IpyMeHHUTENBHO K HalleMy BUepallHeMy Tele(OHHOMY pa3roBopy s paa cooOmuTs Bam, 4to mbl
npeniaraeM BaM mo3uiuio crapiiero ropucta B Hamedl koMmaHud. Bam Oyner mpenocraBiieH
CJ'IY)KG6HI)II\/'I aBTOMOOWIIbL B COOTBETCTBHM C MOJUTHKOM KOMIIAHHUM W TOJHAS MEOUIIMHCKAas
cTpaxoBka. Bamra 3apabortnas turara Oyaer coctaBisath 100 teicsu mosmapoB CIIIA B rom B
COOTBETCTBUU C BallIUM 3arpocoM. C HOJTHBIM MEPEUHEM YCIIOBUN pabOThI BBl MOXKETE 03HAKOMHUTHCS
B MPUJIOKEHHUH K TIUCHMY.

C yBaxxeHuew,
Jxeitn TromuH,
Menemxkep 1o nepcoHany
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4.Ilepesedume nucvmo- 3as6ieHue Ha pyCCKUll sA3biK.

IIucnMo-3asiBIeHHE
Application Letter

Ort: r-xu Kupa Cran
7834 Uct ctpur,
Ywukaro, MimHoic

Komy: «Tpenn&Daminy»
9034 I'py™m cTpur,
Ywukaro, MimmHoiC,
CIIIA 90345

12 urons 2018 rona

VYBajkaeMbIe rocroja,

B otBer Ha Bamy BakaHcuio oduc-meHekepa s OTHpasisiio Bam cBoe pesiome, MpUIoKEHHOE K
3TOMY NUCHMY. I UMEIO OMBIT pabOTHI CEKPETApEM B T€UEHHE 2 JIET B MaJ€HbKOW KOMIIaHUH, TA€ Y
MeHSl He ObLJIO KaphepHBIX MEpCHeKTHB. S| uMero cTerneHb OakajaBpa YNpaBICHUS U MOSTOMY S
JyMaro, 4TO MO€ 00pa3oBaHHUE MO3BOJUT MHE C/eJIaTh 3HAYUTEIBHBIA BKJIA] B Bamry kommanuro. S

Ob1a 661 Bam ouenp OiaromapHa, eciu Bel paccMoTpuTe Moe 3asiBJICHUE.

C yBaxxeHuew,
Kupa Ctmn
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5.Ilepeseoume nucvmo-npeonodxicenue Ha pyccKull A3viK.

ITuceMo-npeuIoKeHue
Commercial offer

Or: r-na Jun Xwumnm,
TreHEPAIBHBIN JUPEKTOP

Po3b1 ns Bac

4567 KamuHo cTpHUT,

Can luero, mrat Kanudopuus

Komy: r-xxe Jlunner,

[Tepdext Yemnuur

9034 Cayc ctpwur,

Can luero, mrrat Kanudopuus,
CIIA 90345

10 mapta 2019 rona

VBaxxaemas r-xa JInaHerT,

Bame cBaneOHOe areHTCTBO CTAHOBHUTCSI Bce Oosiee MOMYyNSpHBIM B HamieM ropoge. S Obl xoTen
nmoMoub Bam cnenate ero emie Oosiee TpUBIEKAaTEIbHBIM s Bammx KiueHTOB. S SBISIOCH
BJIAJIENBIIEM PO30BBIX CaJ0B Mbl BBIPAIIMBAEM PO3bI KPYIUWIBIA roja. Po3pl cTaHyT Xopommnm
YKpalIeHueM BCEX CBAJCOHBIX IIEPEeMOHHUI. Y HAc pa3yMHBIEC II€HBI, BKIIOYAIONINE B CEOsl yCIayru
nu3aitHepa. bonee monpoOHyro nHdopmalrio Bel MoxeTe HaWTH B IPHIIOKEHHOUW OpoIIope.

C yBaxxeHuew,
Hua Xy,
['enepanbHbIl TUPEKTOP
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6.1lepesedume nucbmo-canody Ha pyccKuil A3vIK.

ITucbMo-:xa100a
Letter of Complaint

Or: r-na Jxek Jlronma
7834 17-as ctpwr,
Herpoiit, Muunran

Komy: Dnekrponukc JItg
9034 Kommepc cTpur,
Herpouit, MuuuraHn,
CIIA 90345

25 ampens 2018 roga

VBaxkaemble Tocrno/ia,

S numry Bam, yToOBI COOOIIUTE O TOM, UTO BU€pa 5 MOIYUNII CBOM HOBBIH TEIEBU30p, KOTOPHIN ObLI
nocrasiieH Bameit cioyx0oi n1octaBku. YnakoBka Obuta 0€3 BUIUMBIX MOBPEXKICHHM, MOITOMY S
MOJNMUCAN BCE JIOKYMEHThl M OIUIaTHJ OCTaBUIyrOCS cymMy. HO Kornma s BCKpBUI YIIAKOBKY, TO
0OHapyXHUJI HECKOJIBKO 1IapanyH Ha nepenHei naHenu. S Obl XOTes 3aMEHUTh TeJIEBU30D Ha IpYyron
WU BEpHYTHh CBOM JeHbru. [lokamyiicta, cooOmuUTe MHE O CBOEM DEIICHWU B TEUEHUE 2 JTHEH.

C yBaxxeHuew,

Jxex Jlrorma
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7.1lepesedume nucbmMo-u3guHenue Ha PyCcCKull A3bIK.

IInceMo0-U3BHHEHHE
Letter of Appology

Or: r-na [lepexa Cmura,
TeHepATBHOTO MEHEKEepa,
OnexktpoHukc JITn

9034 Kommepc cTpur,
Hetrpouit, MuuuraHn,
CIIA 90345

Komy: r-ny JIxxexk Jlronnx

7834 17-as ctpwr,

Herpouit, Muunran

28 ampens 2019 roga

VBaxkaembld T-H JIfonuH,

Ham 06b110 OueHb HENpUSATHO y3HATh, UYTO TEJIEBU30p, KOTOpbIH Mbl Bam nocraBumm 24 ampens,
OKa3aJICs MOLIAPANIaHHBIM. Y HAc HET HUKAKUX MPEAIOJIOKEHHWH, KaK 3TO MOIJIO MOJYYUThCS, H
MI03TOMY MBI IPUHOCUM CBOM TIIyOOUYalIIe U3BUHEHMS 3@ STOT HENPUSTHBIM MHIUIACHT U TOTOBbI
0OMEHSITh Bam MoaparnaHHbIi TEJIEBU30P Ha JIPYTOM.

C yBaxxeHuew,

Hepex Cmut
['enepanbHbBI MEHEHKED
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8.11epeseoume nucbMmo 018 8bIPANCEHUS CONCATIEHUSA U COOONE3HOBAHUL HA PYCCKULL A3bIK.

ITucomo AJISI BBIPAYKCHUSA COKAJICHUA U c000J1e3HOBaHMII
Letter of Sympathy

VBaxkaeMblii r-H CMUT,

CeroziHss yTpoM MbI yCIBIIIANN MEYaIbHYIO HOBOCTb O CMEPTHU Ballel *eHbl ... Bce coTpyaHuku
HAIIIero OTJEJIa BEIPAXKAIOT CBOIO MOJJIEPKKY U colosie3HoBaHus. [loxkamnyiicta, He OecriokoiiTech o
MIPEJICTOSIIIMX MIPOEKTAX U BCTpEUYax, KOTOPbIE MOABITCS B cienyrouieM mecsie. Eciu ecth Kakoii-
100 OTYET, KOTOPBII TpeOyeTcs, 5 MOIydy €ro OT APYTUX WICHOB KOMaH/bl. Eciii ecTh 4T0-TO, 4eM
MBI MOXEM BaM IIOMOYb, [MOXKaIyiicTa, TO3BOHHTE HaMm 10 Tenedony 12345678.

C yBaxxeHuew,
ben IxoHc
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9.11epesedume nucbMo-npocvby Ha PYCCKULL A3bIK

MMucsmo-npocsba
Enquiry Letter

Or: r-na Kena Cmura
9034 Kommepc cTpur,
Herpouit, MuuuraHn,
CIIIA 90345

Komy: Orens [apxuH
7834 17-as crpwr,
Tamna, ®nopuna

28 urons 2018 rona
YBaxaemslii(-ast) T-H (r-xa) S Obl XxoTesn 3a0pOHNPOBaTH OJTHOMECTHBIN HoMep B Bamem otene ¢ 1
o 10 aBrycra. He mormiu 661 Bel coOOIINTE MHE CTOMMOCTB 33 OJITHY HOUb, BKJIOUYas 3aBTPAK U Y)KUH,

eciu 3To BO3MOXHO? Y Bac ecThp gocraBka W3 a’poropra M ycilyra apeHIpl aBTOMOOUIIS?

C HereprieHneM xay Bamero orsera,
Ken Cmur
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10.I1epesedume nucomo omeem Ha 3anpoc UHGOPMayUuU.

IIucbMoO OoTBET HA 3alpoc I/IH(l)OpMaIII/II/I
Reply to Information Inquiry

Ort: r-xu J[xennudep YOTcoH,
MEHEeJDKep T10 MPOoJaKam,
Ortenp [HapkHH

7834 17-as ctpur,

Tamna, ®nopuaa

Komy: r-ny Ken Cmur
9034 Kommepc cTpuT,
Hetrpouit, MuuuraHn,
CIIIA 90345

30 wmronst 2019 rona
VBaxkaeMbli r-H CMUT,

Crnacu60 3a Bam nntepec k Hamemy oTento. Y Hac ecTh CBOOOIHBIN OJTHOMECTHBIN HOMEp Ha MEPHO.T
BpeMeHH, KoTopblii Bl ykazanu B cBoem muchme. CtoumocTh cocraBisieT 85 noiutapos CIIA 3a
HOYb. 3aBTpaK, 00€1l M y)KUH HE BXOJAT B CTOMMOCTbh, TaK KakK y Hac HET Takou yciyru. Ho y Hac B
otene ecTh OyderT, rae Bbl MOXKeETe M000e1aTh B J1r000€ BpeMs CYyTOK. Y Hac €CTh yCiIyra Mo JOCTaBKe
HaIIMX TOCTEH U3 a’3pornopTa, OHa OecrjaTHasl, Takke Kak U OecripoBoiHOM uHTEpHET. Tarxke Bo
MOJKETE 3apaHee 3aKa3aTh apeHAy aBTOMOOMIIS 1pu OpoHMpoBaHMM HoMepa. Eciu y Bac eme ectsb
BOIIPOCHI, TO MBI C PaJOCThIO OTBETUM HA HUX.

C yBaxxeHuew,

Jlxennudep Yorcon
Menemxep no npogaxam
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