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BBenenue
[Ipexxme yeM mucath NIETOBOE MHCHMO, €r0 HYKHO TIIATEIBHO CIIAHUPOBATH B
yMe. BBl JTOJDKHBI TTOJTHOCTBIO OMPEIEIUTh CTHIb, TOH M 00IIee COIep’KaHHe
Oynyiiero muchMa, Kakylo WH(OpPMAIMI0O W B KAKOM KOJIMYECTBE BBl XOTHUTE
nepeIaTh BalieMy KOPPECIIOHEHTY.

[Inoxo  crulaHMpOBaHHbIE  MHUCbMa  TPOU3ZBOAST  OTTAJIKHUBAIOLIECE
BIIEYATJICHHE, BE/Ib MX aBTOP HE MOXKET COCPEIOTOYUTHCS Ha OAHOU Mpolieme,
MEPECKAKUBAET C TEMbl HAa TEMY, MCIIOJIb3YeT MHOTO CTEPEOTUITHBIX U HUYETO HE
3Havanmx ¢pas. Bce 910 oueHs 3amyThIBaeT U pazapaxkaer uurareins. bouee Toro,
YUTATENIb MOKET OCTaBUTh TAaKOE MUChMO 0€3 OTBETA, a ITO OTPOMHBIN MPOUTPHIIII
uist aBTopa. UToOBI ¢ BaMHM TakKoro HE CIy4YWJIOCh, TIIATEIBHO MPOJIYMBIBAWTE
KaXJI0€ MUChMO J10 Menodeil. Besa nndopmanus n1omKHa MOAaBaThCS YUTATENIO B
JIOTUYECKON TOCIE0BATEIIBHOCTH, KPaTKO M SICHO. Baie muchMo IOKHO OBITh
TaKUM, 9TOOBI CMBICIT K&KJIOTO a03a1ia MOXHO ObLTO BBIPA3uTh OJHOU (Dpa3oi, a u3
TUX ¢pa3 MOIyYUIoCh OBl ele OAHO, HO JJAKOHWYHOE MUCHhMO. To ecTh Kakas
Takas (pasza-Te3nuc MOHKHA MMETh TECHYIO CMBICIOBYIO CBSI3b CO CIEIYIOIICH
dpazoii. IMeHHO TakuM 00pa3oM JIOKHO COCTaBIISATHCS MUCHBMO — OT CJIOBA K
CJIOBY, OT a03alia k ad3airy.

A WELL-WRITTEN LETTER — STANDARD FORMAT

A well-written business letter follows a set of rules. First comes what is known as
standard format or layout. Format is the way in which something is organized or
arranged (Longman Dictionary of Contemporary English, p. 556). Layout is the
way in which writing and pictures are arranged on a page (Longman Dictionary
of Contemporary English, p. 798). In Business English, both words mean the same
thing — arranging the parts of a letter in a certain order. This is what a standard
format, or layout, looks like when represented graphically.
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The graphic presentation adduced above gives one an idea of how the
different parts of a business letter should be arranged on a page and what a letter
looks like in purely structural terms.

1. Letterhead
(the name of the company, address and telephone number) or
The writer’s and addressee’s references
3. The addressee’s name and address
2. The date
4. Salutation
5. Subject heading
6. An opening
7. The main message
8. The close
9. The complimentary close

10. Signature
The writer’s name, title and/or department

All paragraphs start at the margin. There are line spaces between them. No
punctuation marks are given after the salutation and the subject heading.

What has been suggested above reflects the sequencing of elements as
dictated by the block style layout. Business people around the world have chosen
to follow its requirements. Variation, however, is not excluded. The so-called
semi-block style allows centred position for the concluding phrase of politeness
with the appropriate signature, printed name of the sender and his title. The use of
the indented line in every new paragraph is known as indented block style. It is
considered to be more conservative. As in other registers of Business English, the
available samples of business correspondence offer different choices.

In using the block style format, one should take into account the
coordination between the salutation phrase at the beginning of a business letter and
the ending phrase placed before the signature. In formal business letters, Dear Sir
or Madam or Dear Sirs require Yours faithfully; Dear Mr  and Dear Ms
require Yours sincerely. In personal business letters, the use of first names is
allowed: Dear Mike at the beginning, for example, is rounded off by Best wishes of
Best regards.



THE RANGE OF SUBJECTS IN BUSINESS LETTER-WRITING

Business letters touch upon a wide range of subjects. Business English
classifies every instance of written communication as belonging to a particular
category in terms of the format used, purport expressed and action (or actions)
expected, requested, required, etc.

To give one an idea of the range of possible variation in business letter-
writing, a number of samples are presented from authoritative sources:

Applications for Jobs;

Enquiries and Replies to Enquiries (accepting);

Orders and Replies to Orders (rejecting);

Complaints and Replies to Complaints;

Apologizing for a delay in shipping or delivering some goods;

Apologizing for a fault/mistake;

Appointments

confirming an appointment;
making an appointments;

Recruitment and Employment Opportunities;

Collection and Credit;

Complaints, Claims and Adjustments;

Consulting and Contracting.

Oco0eHHOCTH HATMCAHUSA J1€JOBBIX ITHCEM

IlepBbIii 2a03a1 NMCbMA

B nro6oM nmenoBoM muChMe TEpBBIN a03all 0YeHb BaXKEH, OT HErO 3aBUCAT
BIICUATJICHUS YWTATENS BAIlero MHChMa O Bac W Bamied kommanuu. B mepBom
a03arie BBI MPEACTABISIETE CBOIO (PHPMY, KPAaTKO U YETKO OOBSICHIETE, MOYEMY BbI
MTUIITUTE CBOEMY KOPPECTIOHICHTY, O YeM Ballle MUChbMO, a TaK)Ke OJarogapuTe ero
3a 3ampoc, MpeAIoKeHUE, 3aka3 U T. 1. Hmwke MBI mipeayiaracM BapuaHThHI Hadajia
MUChMa.

Thank you for your letter of (date), Cnacub6o 3a nucemo om (0ama), 8

asking if ... Komopom Bwi cnpawusaeme...

We have received your letter of (date), ~ Muvi nonyuunu Bawe nucomo om (oamay),

enclosing... K Komopomy Bwi npunacaeme...

We are writing to inquire about... Mot Bam nuwem, umoobul y3uamo o...

We are interested in... Mpwi 3aunmepecosanbl 8...

We would like to know ... Mot xomenu 6vl 3Hame ...

In reply to your letter of (date)... B omeem na Bawe nucomo om (0amay)...

We would like to inform you... Mot 661 xomenu npourgopmuposams
Bac...

We are sorry to have to remind you... U3zeunume 3a mo, umo HanomuHaem
Bawm...

We regret to inform you that... Coorcaneem o mom, 4mo OO0NHCHbL



We are happy to tell you...
We refer to your order Ne252...

coobuwums Bam, umo...
Mbvt paovwl pacckazame Bam, umo...
Ccevinascey na Baw 3axaz Ne252...

Bripaxkenust, oOATBEPKIAOIIME MOJTYYEHUE KOPPECTIOHICHIINHN

We have received your letter of ... for
which we thank you.

We thank you for your letter of ...
Thank you for your letter...

We are pleased to receive...

We have your letter (fax) of ...

Mvl nonyuunu Bawe nucomo om ... 3a
Komopoe onazodapum Bac.
bracooapum Bac 3a Bawe nucomo om...
Cnacubo 3a Bawe nucomo...

Mpvt padvl nonyuums...

Mot nonyuunu Bawe nucomo (ghaxc)
om...

BripaxkeHus 11l CChUIOK HA MPEABIAYIIYIO KOPPECIIOHICHIUIO:

With reference to your letter ...

With reference to your advertisement
in...

We refer to our telephone conversation
regarding...

Replying to your letter of ... we are
pleased to inform you that...

In reply (response) to your letter of ...
we are pleased to...

We have your letter of ... and in
accordance with your request we...

In accordance with your request we...

We confirm our fax message received
this morning and we...

Confirming ... we are pleased now fto...

Ccevlnasace na Bawe nucomo...
Ccevlnasace na Bawy pexnamy 6...

Mbi ccoinaemces Ha Haw mene@donHbIl
PA32080p KACAMENBHO....

Omeeuas Ha Bawe nucomo om ... Ml
paost coobwum Bam, umo...

B omeem na Bawe nucomo om ... mbl
paost coobuums Bam, umo...

Mt nonyuunu Bawe nucomo om ... u 6
coomeemcmeuu ¢ Bawum 3anpocom
Mbl...

B coomeemcmeuu ¢ Bawum 3anpocom
Mbl...

Mo noomeeparcoaem nonyuerue
Bawezo ¢paxca cecoous ympom u...
Iloomeepoicoas ... Mol paoewl...

B IICPBOM 3633116 IMKUCbMa M AAJICC XKCIaTCJIbHO n30erathb CTapOMOJHOIO
CTHUJIA I[CHOBOﬁ KOPPECIIOHACHIINH, YyTOOBI Ballle ITUCHMO HE 3BY4aJIO OC3IMYHO U

HEJPYKEITIOOHO.

Bropoii a63an nucbMa (1 gpyrue)
Ot1o0 Haubosee BakHas 4acTh nucbma. iIMeHHO BO BTOpoM ab3alie (M BO BCeX
Ipyrux ab3arax, KpoMe IOCJIEIHET0) Bhl YTO-TO YTBEPKIAeTe, JAETe KAKYHO-TO

uHpOpMalMIO, 3aJaeTe BOMPOCHI,
oOcyX1aere Kakyro-1100 npoodiemy.

OTBCYACTC Ha

BOIIPOCHI

[lepenaua HOBOI MH(pOPMALIUU B MHCHME:

6

coOeceTHUKa,



We are informing you that/of/about ...
(We inform you that/of/about...)

We wish to inform you that/of/about ...
We are pleased to inform you...

We would like to inform you...

May we remind you that...

We regret to inform you that...

We have to inform you that...

We wish to notify you that...

We are writing to inform you that...

3BuHEHUS B IUCHME:

We apologize for...

Please accept our apologies/apology
for...

Please accept our apology and our
assurance that we will be more careful
in the future.

Please accept our apologies once again
for...

Apologizing for ... we...

We very much regret to say that...

We are sorry for a delay in...

We were sorry to receive your
complaint that...

We hope you will understand that we
were not responsible for...

We assure you that we are doing all we
can fo...

Thank you for advising us of an error.
We are sorry for any trouble and
inconvenience this matter may have
caused you.

Muvi coobwaem Bam, umo...

Muvl xomum cooowums Bam, umo...
Mbvl paovl coobwums Bam, umo ...

Mpu1 661 xomenu uzsecmumos Bac o...
Paspewume nanomnume Bam, umo...
C coocanenuem coobuwaem Bam, umo ...
Mbi vinydicOeHbl coobwums Bam...
Muvi xomum 3amemumo Bam, umo...
Mpui nuwem, umobwvl cooowums Bam,
ymo...

Mb1 uzeunsiemcs 3a...

Tooxcanyiicma, npumume nawiu
U3BUHEHUA 3d...

Tooxcanyiicma, npumume nawu
U3BUHEHUS U 3A6EPeHUsl 8 MOM, YN0 8
byoywem mol 6yoem bonee
0CMOMPUMENbHBI.

Loxcanyiicma, npumume ewe pasz Hauiu
U3BUHEHUS 3d...

H36unasace 3a ... mol...

C bonbuum coxcaneHuem mvl
coobuaem...

Mbi coorcaneem o 3adepaicke c...

C coorcanenuem mol nonyyunu Bauty
aHcanooy...

Mboi Haoeemcs, umo Bovl nonumaeme,
Umo Mol He Hecem OmeemcmeeHHOCMuU
3a...

3aesepsiem Bac, umo mul Oenaem 8ce
803MOJICHOE, YMOOb ...

Cnacubo, umo coobwunu Ham o
odonywenHot owuobke. [Ipunocum ceou
U3BUHEHUs 3a BECNOKOLUCMEBO U
Heyoobcmea, Komopwvie oHa mozna Baw
NPUYUHUMb.

BrIpakeHust IpochObI B IEIOBOM IMHChME:

Would you please, be so kind to...
Please...
Would/will you kindly...

He 6yoeme nu Bvlt max nobe3Hul...
Loorcanyticma...
He 6yoeme nu Bol nobesnu...



Would/will you please...

We should be pleased if you will...

We are interested in...

We should/shall be obliged (grateful) if
you would/will...

We should be obliged if you
could/would...

We should be glad if you would...

1t will be appreciated if you can...
It would be appreciated if you
could/would...

We would appreciate your advice...
In view of the urgency we ask you to...

We ask you to...
We trust you will...

He moenu 6t Bur ...

Mbvt 6viiu 661 paowl, eciu Ovl Bol...
Mpvt 3aunmepecosatvi 6...

Mpui 6yoem baecodapmust Bam, ecnu Beoi...

Mbvt 6vi1u 661 61acodaphsl, eciu 61 Bol
cMo2TU...

Mbvt 6v11u 661 paosi, eciu 6wt Bol
cMo2TU...

Mpu1 8vicoxo oyenum, ecau Boi...

Mbvt 6vi1u 661 0ueHb baacodaphbl, ecu
Ovl Bbi cmoenu...

Mbvtr 6yoem Bam 6racooapuul 3a
cogem...

B 6u0y neobxooumocmu mvi npocum
Bac...

Mui npocum Bac...

Mpui paccuumuvieaem, umo Bui...

YnoMuHaHue o IMPUIIOKCHUH K ITUCBMY:

We are enclosing... (We enclose...)
I enclose my curriculum vitae

Also enclosed are...

We now return...

We are attaching to this letter ...
We are pleased to enclose with the

Mpui npunacaem...

A npunaeaio ceoe pesiome

Taxkorce npunoscenwl...

Mpvi 6o38pawaem eam...

Mpvl npunazaem Kk 2momy nUCbMY ...
Mbi paovl omnpagums 6am émecme ¢

letter ... NUCLMOM...
Please find enclosed... Loorcanyticma, o3Hakombmecs ¢
NPUTLOIICEHUEM....
Hugper

Ecnu BaMm HYXXHO mepenaTh KOPPECHOHACHTY KakKyro-TuOo WHGOpMaIuIio,
HaIlpuMep O TOM, YTO YJIYYIIWJIOCh KAYECTBO BAUIEro MPOIYKTa, WIH O TOM, YTO
BHIIIVIA HOBAas MapTHs KaKUX-TUOO TOBApOB, JydIlle BCEro MPEACTABISTH ITY
uH(OPMAIMIO HE TOJILKO CIIOBaMHU, HO U Ooisiee TouHO — nudpamu. To ecTh BbI
JIOJDKHBI YETKO yKa3aTh O0OBbEM Balllel MPOIYKIHUU, KOJIUYECTBO MApPTUH TOBapa,
pa3Mephl MPOAYKTa, KAKUMHU STH BEIMYMHBI ObUTH paHBIIE W KaKUMU OHU CTaJIA
cenyac.

ByapTe BHUMaTENbHBI, TaK KaK UU(PBI U 3HAKK MOTYT MCIOJb30BaThCS I0-
pa3HOMY B pa3HBIX CTpaHax. Hampumep, 3HaK nOecATHYHON npoOu: B
BenukoOpuranun u CIIIA ucnonb3yercs Touka sl OTACIECHHS LIETON 4acTH OT
JIpoOHOM, a B OOJNBIIMHCTBE JIPYTUX E€BPOINEHCKUX CTPAH HCIOJIb3YETCs 3amsiTasl.
CpaBHUTE: YUCIIO YETHIPE LENBIX ABECTH IBAALATh IIATh COTHIX aBTOP U3 AHIJIMU
niu u3 AMepuku Hanuuiet 4.225, B TO BpeMsl Kak aBTop u3 PpaHUMM HAIMUIIET
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4,225, a 570 JUIsl aHTJIMYaHWHA OyJIeT 03HA4aTh YEThIPE THICSAYU JBECTH IBAIIATh
TISITh.

Ecnim y Bac ecTh COMHEHHUs, 3amuChiBaliTe HMHPOPMAIUIO HE TOJIBKO
uudpamu, Ho u ciioBamu. Hanpumep: J 10,452.80 — ten thousand four hundred and
fifty-two pounds, eighty pence (ecsTh ThICSY UYEThIpECTa MATHAECAT ABa (yHTa,
BOCEMB/IECSAT MIEHCOB).

HNHutepecHo 3ameTuth, 4To cnoBa ‘“‘billion” w “trillion” wumer0T pa3HOE
sHaueHue B AHriauu u CIIA. B amepukaHCKOM aHTJIMMCKOM si3bike (American
English) Owmnuon coorBercTByeT Thicsiue wmuummonoB (1000000000), a B
Oopurtanckom anrimiickom (British English) miis 0603Hauenus ThicSYM MUJLTHOHOB
ecTb clioBo ‘“‘milliard”, a cinoBo “billion” 0003HaYaeT MWIIMOH MHJIJIHOHOB
(1000000000000), uTo B aMepUKaHCKOM BapuaHTE 3BYUYHUT Kak “‘trillion”.

OpnnHako 00 3THUX pa3IUYMsIX U3BECTHO JAICKO HE KAXKIOMY, TOATOMY JIydIIie
BCETO HE YIOTPEOJISITh X B CBOEM IMHUCHME, a 3aMEHUTH ITUpamu.

3akII09YHuTeNbLHBII 20311

Korna BbI 3akaHYMBaeTe CBOE MUCHMO, BaM 00s3aTEIbHO HY)KHO YIIOMUHATH
O TOM, 4YTO B OyAylleM Bbl IUIAHUPYETE COTPYJHUYATh CO CBOUM
KOPPECHOHAEHTOM U HaJIEETECh BCKOPE MOJYUYUTh OT HEr0 OTBET Ha Ballle TUCHhMO.
Hwuxe Mbl nipeyiaraeM HECKOJIbKO BapUaHTOB d(P(PEKTUBHBIX KOHIIOBOK MTUCHMA.

I look forward to receiving your reply. C nHemepnenuem dcoy Bawezo omeema.

Looking forward to hearing from you. C nHemepnenuem 2oy om Bac nucema.

I hope this information will help you. Haoerocw, sma unghopmayus nomosrcem
Bawm.

Please, do not hesitate to contact me if Ecnu Bam nmyscna oanvHeuwas

you need further information. unHgopmayus, nodxcaryicma, nuwume

Ham 6e3 KonebaHutl.
Please, feel free if you have any further Ecnuy Bac ecmv xaxue-mub60 6onpocst,
questions. NOJdHCANYUCMA, He CMEeCHAUmMeCh UX
3a0aeame.
I hope I have covered all the questions Haoerocs, s omeemun Ha 6ce Bawu
you asked, but please contact me if there 6onpocuvl, Ho eciu Bol xomume y3uamo
are any other details you require. ewe Kakue-1ubo oemanu, nodcaLyucma,
nuwume Ham.

Bripakenne 01aroapHOCTH B MOCJIEIHEM a03alle M1uchma:

Thank you again for your help. We will — Ewe pa3 cnacu6o 3a Bauty nomoww.

be ready to serve you in every way byoem paovi nomouv Bam ecem, uem

possible. CMODICEM.

Thank you for your assistance. Cnacubo 3a Bawy nomowp.

We are grateful and look forward to Mbvt brazooaprvl Bam u odicuoaem

continue our business relations. NPOOOJIICEHUS HAULUX OCNOBLIX
OMHOWEHUU.



We look forward to serve you in the
nearest future.
We look forward to hear from you soon.

We look forward to the development of
very promising and mutually beneficial
cooperation between our companies.

We look forward to continue our
mutually beneficial relationship.
Thanking you for your confidence.
Best regards.

We send you our best regards for
Christmas and a very prosperous new
Year.

byoem paovi nomouv Bam 6
onudcaviuem 6yoyuem.

C HemepneHuem d#dem omeema om
Bac.

C HemepneHuem dHcoem pa3eumusl
MHO2000ewarwe2o u
83aUMOBbI2Z00OH020 COMPYOHUYECMBA
MedAHCOY HAUUMU KOMNAHUAMU.

Mpvt 6y0em padsl npododcumes Hauiu
83AUMOBbI200HBLE OMHOULEHUS.
bracooapum 3a oxazannoe dosepue.

C HauYYUWUMU NOJMCENanUsMU.
Kenaem Bam éceeo camozo nyuuieeo na
Poorcoecmeo u bnaconpuamnoeo Hosoeo
2o0a.

YnomMuHaHue o JaJdbHEHIINX KOHTAKTaX:

If you have any questions or comments
on the above please do not hesitate to
contact us.

Your suggestions are awaited, and
should there be any unforeseen delays
please let us know immediately.

Should the missing invoice turn up,
please notify us immediately.

Should you have any questions, please
contact...

If we can be of further assistance to you,
do not hesitate to write us or to call us.

Please do not hesitate to write if you
require further information.

Should you have any problems please
call us...

We are looking forward to hearing from
you.

We would appreciate a prompt reply.

If you would like me to call for an

Ecnu y Bac ecmb kakue-1ubo 6onpocwi
U KOMMeHmapuu, oopawjaimecs K
Ham be3 Konrebanull.

Mbvt orcoem Bawux npeonoosicenutl, a
eciu 6yoym Kaxue-iuoo
HenpeosudeHHble OMCPOUKU,
nodCcanyicma, HemeoleHHO coobuume
HaM.

Ecnu naiioemcs ymepsaunas Haxknaownas,
nodicanyicma, HemeoleHHO coobwume
HaM.

Ecnu y Bac so3nuxnym xaxue-iu6o
BONPOCHL, NOANCATYUCIA, NUWUME HAM...
Ecnu mvr mooicem Bam uem-mo nomouw,
nuwume Uiy 360HuUme Ham oe3
KoneOanu.

Loxcanyiicma, nuwume Ham 6e3
KonebaHut, eciu Bam HysxcHa
O0ONONHUMENbHASL UHDOPpMAYUSL.

Ecnu y Bac 6o3nuxHym xaxue-iu6o
npobIemMbl, NONCATYUCMA, 360HUME
HAaM...

C HemepneHuem d#coem omeema om
Bac.

Mot 6ydem npuznamenwvhol, eciu Bol
omeemume 6e3 NPomeoneHUs.

Ecnu Bvl 3axomume 6vl36amo MeHs HA
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interview, I shall be pleased to do at cobecedosanue, 6y0y pao npuiimu 8
your convenience. nroboe yoobHoe ons Bac epems.

Oo0pa3sen 1e10BOro MuUCHLMa

Shonan Computers

1-33 Kitashinjuki 7-chome

Shinjuki-ku Your ref:DJ

Tokyo 160

Japan 13 January 19

Dear Sirs

We have seen your advertisement for computers and word processors in the
December edition of “The Modern Office”.

We are a large company which specializes in the supply of office equipment to
companies throughout the United Kingdom.

Please send us your latest catalogue for your complete range of electronic office
equipment, and a pricelist, quoting your most competitive prices for bulk orders.
We are particularly interested in the SCROLL 2000, so we would appreciate it if
you would enclose more detailed information about this particular model.

We look forward to hearing from you soon.
Yours faithfully

David Jackson
Chief Buyer

Odopmitienne koHBepTa

CymiecTByOT —ompeeieHHble mpaBuia o(OpPMIICHUS KOHBEPTOB Ha
aHTJIMICKOM s3bIKe. BBl JOKHBI MM Cle0BaTh, €CIM XOTUTE, YTOOBI Balle
MUCHMO 00s13aTENIbHO JIOIILJIO JI0 ajjpecaTta 0e3 3a1epKeK. 3aIOMHUTE 3TH MPaBUIIA.

B npaBom BepxHeMm yriy mHoMemniaercs Mapka WM HITamIl, 3aMEHSIOLINM
Mapky. B neHTpe koHBepTa medaraercd ajapec. AJpec COAECPKUT CIEIYIOLIYIO
uH(pOpPMAIHIO:

— ¢ammns 1 UMs ajipecara;

— €ro JOJIKHOCTb;

— HauMEeHOBaHue (UPMBI;

— IIOYTOBBIU SAIIUK;

— HOMEp JI0Ma, Ha3BaHUE YJIUIIbI;
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— ropof, (I1ITar), CTpaHa;

— MMOYTOBBIA UHJEKC.

B ampece Ha KOHBepTe 3amsAThie YMOTPEOJSAIOTCS COTIACHO IMpaBUjIaM
MyHKTYyaIluu WIK HE CTaBSITCS BOBCE.

B amepukaHCKMX THMChMax WHIEKC YKa3bIBAeTCSd HA OJHOW CTPOKE C
Ha3BaHueM cTpaHbl. [lumercs oH mponucHbIMU IUdpaMu 0e3 TOMOJHUTEIbHBIX
3HAKOB TMpenuHaHusA. VHAEKC HMMeeT JABE MOJIOBUHBI HHUQPPOBBIX 0003HAYEHUH,
MEXAy HUMH Jenaercss uHTepBai. MHIeKkc He MoauepKUBaeTcs, MOclie Hero He
JIEJTAI0TCSl HUKAKUE JOTOTHUTEIbHbIC HAIITUCH.

Nudopmaruss o mopsanke W crocodOe JOCTaBKM IMHCbMa, a Takxke 00
O0COOEHHOCTSIX KOPPECTIOHICHIIMUA OOBIYHO YKA3bIBACTCS B MIPABOM BEPXHEM YTIIy.
[Tpu 5TOM UCTIONB3YIOTCS CIEAYIOMNUE 0003HAUCHHUS:

Air Mail/AIR MAIL — aBnanouta

Express — akcnpecc

Registered — 3axka3noe

To be called for — no BocTpeboBaHus

Urgent — cpounoe

Private — yactHoe

Private and Confidential — vacTHOE M KOH(PHUACHITHATHEHOE

Confidential — koHbUIEHIMAIBHO

Strictly Confidential — cTporo KOHQUICHIIUATBHO.

Oo0pa3zen koHBepTa

J. R. Thomas
The Highway Inn
35 Rugby Road
Rugby

RG6 7YT

YupaxHeHust

1. Here come several excerpts from letters. Where do they belong in the overall
structure of the letter?

a) Dear Sir or Madam

b) Yours faithfully

c) We look forward to hearing from you.

d) Yours sincerely

e) Trainee Media Sales Executive

f) I have seen your advertisement for...
g)June 1,19
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h) 12 January 1995

1) We would therefore appreciate it if you would...
J) We are particularly interested in...

k) Dear Ms. Dietrich:

2. HpO‘lTI/ITC BBIACPIKKH U3 ITUCCM, IIPUBCACHHBIX HUKC, U IIOAYCPKHUTC
KIIFOYCBBIC BBIPpAKCHUA U CJIOBA.

a)

Dear Sir,

In answer to your letter of 19™ August 2004, inquiring about our plastics process,
we enclose a descriptive catalogue and price list.

We look forward to doing business with you in the near future.

b)

Sir,

I am writing to inform you that following several letters on my behalf, I have still
not received payment for delivery of 40 dining room chairs on 4™ April 2004.

I would be grateful if you could proceed to payment within the next 10 days. If we
do not receive payment, we will be obliged to take legal action. I look forward to
hearing from you in the near future.

c)

Dear Mrs Jones,

I am writing to inquire about your “Speedy Spare Parts” delivery service.
Could you please contact us as soon as possible.

Yours sincerely,

d)

Dear Mr Bones,

Thank you for your letter regarding “Speedy Spare Parts”.

We shall be pleased to send you our new catalogue and price list. Please
acknowledge receipt of our parcel.

We look forward to receiving an order from you.

e)

Dear Sir / Madam,

I am writing with reference to your advertisement in the “Mailo” Ne 434. Please
find enclosed my curriculum vitae and should you require any further information,
please do not hesitate to contact me.

I look forward to meeting you.

Yours faithfully,

Crtpykrypa pe3rome

Jluunwie oannvie (Personal Details)

B anrno-amepukanckoM pe3ioMe, Kak U B 3alaJHOEBPONEHCKOM, MPUBOASTCS
JUYHBIE W TpodeccroHanbHBIC MaHHBIE KaHIWIaTa Ha JODKHOCTh. Bce ke
HEKOTOpbIE JIMYHbIE JaHHble, Tmpexae Bcero B CoenunenHesix Illrarax,
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HeoOs3aTenbHBL. [0 mpuunHe BO3MOXHOW NTUCKPUMHHAIINN MOYKHO HE YKa3bIBaTh
BO3pAcCT, ATy U MECTO POXKICHUS, CBEICHUS O POJIUTENSAX, CEMEHHOE MOIOXKEHHE,
IPaXIAaHCTBO, TPOUCXOXKIEHUE W BepoucnoBeganue. dororpadus Takke He
00s3aTelIbHA.

Personal Details JInuHbIe JaHHbIE

name (first name and last name) Nms (ums 1 hpamusus)

date of birth Harta poxneHus (MOXKET OINyCKaTbCsi B
aMEPUKAHCKOM PE3IOME)

address Anpec

telephone number Tenedon (c MexTyHAPOIHBIM KOJAOM)

fax number dakc

E-mail address E-mail

Ilpogheccuonanvnuie yeau (Career-/Job Objective)

B amepukaHCKHMX M Bce 4Yaiie B OPUTAaHCKHUX PE3IOME MOYKHO BCTPETHTHh UYETKOE
omnpeneneHne NpodecCHOHANBHBIX Ileedl  kaHaunata (career  objective).
Omnpenenuteck, kK yemy Brl crpemuTecs!

Career objective:

— An entry-level position in marketing at A & B Company ...

— A challenging position as a sales manager at A & B Company ...

— A challenging position in which I can use my intercommunicational and
language skills ...

Ilpogpeccuonanvuvie oannsvie (Personal Profile)
Kanmumat B Tpex — deThIpex MNPEeMIOKEHHUSX 0000IaeT CBOU CIIOCOOHOCTH U
npodeCCUOHANIbHBIN OMBIT U OOpaliaeT BHUMaHUE Ha CBOM IIPEUMYIIIECTRA.

Onwvim paoomur (Professional Experience, Work Experience, Career History,
Employment History, Employment Overview)

3nech peub UIET O MpoQecCHOHANIbHEN NesATeNbHOCTH, AaTe MpueMa Ha padoTy,
paboroaarenie U JOHKHOCTU C BO3MOXHBIM KPAaTKUM OINKMCAHHEM OO0S3aHHOCTEH.
[IpodeccronanbHas JesSTENBHOCTh TEPEBOAUTCS HA AHTIMHCKUMA S3BIK  Kak
achievements wnu accomplishments. O0a TOHATHS SBISIOTCS CHHOHHUMAaMU
YCIELIHO JOCTUTHYTOMN LIETH.

Ckaxwure, yto Bbl ymeere mwim yero Bel gocturnu. [lepeuncnure Bamm ycnexu!
Onumure Bamm oOs3anHoctu. IloguepkHuTte Bam npodeccroHanbHbI ONBIT U
JOCTH)KEHUA. B aHIVIO-aMEpUKaHCKOM PE3IOME Ba)KHbI KOHKPETHBIC YKa3aHUs Ha
npodeccuoHanbHbI yclex KaHauJaTa, Hampumep, Ha pa3Mep JAOCTUTHYTOTO
KOMMEPUYECKOT0 000pOTa WM BHEJIPEHHE HOBOT'O MPOTyKTa!

[Ipumepsr:
— Developed new marketing strategy.
— Designed new database system for ...
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— Increased sales by 45% in 2006.

I[Ipy 3>TOM HY:KHO HCHOJbL30BATH TIJArojbl €O 3HaYeHHEM JieiicTBus,
HanpuMmep:

I accelerated... (51 ycxopsin), accomplished... (nocturan), achieved... (nocturai,
nobuBancs), acquired... (npuobpen), aided... (cmocoOcTBOBaN), altered...
(u3mensin), analysed... (aHanmu3upoBan), assisted... (comewcTBoBan), attained...
(mocturan), bought... (nokynan), budgeted... (coctaBnsan OwmKeT), built...
(co3maBan), changed... ((u3)MeHsn), communicated... (coobman), completed...

(BemmomHsT),  conducted...  (nmpoBoawi),  contributed... (BHOCWJI  BKJIAJ,
crocoOcTBOBaN), convinced... (yOexnman), coordinated... (coriacoBbiBal),
counselled... (coBeroBan), created... (co3maBan, paspabareiBan), decided...

(pewian), designed... (pa3pabatbiBan), determined... (onpenensun), developed...
(pa3BuBan), directed... (ynpasisin), edited... (pelakTUpoBaji, TOTOBWI K IE€YaTH),
enlarged... (yBenuuuBan), enriched... (oOorawman), established... (y4upexnadn,
Co3/laBall, YCTaHaBIUBal), executed... (ocyuiecTBisii), founded... (OCHOBBIBAI),
guided... (pyxoBoawn), improved... (ynydmian), increased... (yBeauduBal,
NOBBIIIAN), initiated... (Hayan), introduced... (BBOIWN, TIpeACTaBisin), launched...
(HaumHan), led... (pyKoBOAWII, BO3IJIABIISN), managed... (ynpaBisin), modernized...
(MonmepHuM3upoBan), operated... (ynpaBisui), organized... (OpraHU30BBIBAI,
ycTpauBai),  performed... (BeImoJiHsT),  planned... ((3a)rmanupoBan),
programmed... (COCTaBJsU1 Tporpammy/tuian), published... (omyOGnukoBan),
recruited... (HaHuman), redesigned... (mpeoOpa3oBbIBaNl), reorganized...
(peopraHu3oBbIBaN), restructured... (pectpykTypupoBan), scheduled...
(nmanupoBan), solved... (peman), started... (Hauunan), supervised... (Habmroman,
cienun), trained... (00ydan).

Oopaszosanue u npogeccuonanvuvie oannvie (Education and Qualifications)

Jlononnumenvuste nasviku (Additional Skills)
[Tepeuncnure Bamm nonogHUTEIbHBIE HABBIKH.
[Tpumepsr:

Languages (A3b1KN)

written and verbal skills in ... (S3bIK)

native ... (13bIK) speaker

good/basic knowledge of ... (3bIK)

fluent in ... (3bIK)

Computer Skills (HaBbIKM Pad0OTHI HA KOMIILIOTEPE)

good knowledge of various programmes...
proficient in Microsoft Office 2000, Lotus and Fotoshop

Jluunwvie unmepecwot (Personal Interests)

Oowecmeennan oesmenvnocms (Extracurricular Activities)
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Ilyonuxayuu (Publications)

Hopyuumenu//Tuua, oarougue pexomenoayuu (Referees [BE] / [AE] References)
Kak yxe ObUIO CKa3aHO, B  aHIJIO-aMEPHKAHCKHX  JOKyMEHTaX  II0
TPYJIOYCTPOUCTBY, KakK IPABHIO, OTCYTCTBYIOT CaMH OT3BIBBI (PEKOMCHJIAIINH).
BMecTo HEX TIPUBOIATCS JaHHBIC MOpy4HuTencii. MOXHO TTOCOBETOBAaTh HA3bIBATh
NOpydYUTENIed Ha JalbHEHIIEM JTame TPYAOyCTPOWCTBa W JelaTh TOMETKY B
pestoMe: References available upon request. IlopyunuTteneii Hy»KHO 0053aTEIIBHO
NpeaynpeanTh 3apaHee, TaK KaKk aMEpPUKAHCKUN WJIM aHTIMHCKUN paboTojareins
4acTo JCHCTBUTEIHLHO C HUMH CBSI3bIBaeTCs!

Resume Formats

There are three resume formats:
chronological, functional and chrono-
functional.

1. A chronological resume is
good for people with a strong
employment history and a strong
educational background for moving up
the career ladder'. Work experience
and education are given in reverse?
chronological order.

2. A functional resume is used if
you frequently®> change jobs or
industries or return to work after a long
break. Such a resume emphasizes']
your skills and qualifications’.
Employment experience and education
are downplayed6.

3. A chrono-functional resume
highlights both skills and employment
experience.

1. a series of steps by which you can
make progress in a career

2. in the opposite order

3. often

4. gives special importance to
something

5. skills or experience that you need for
a job

6. made to look less important than it
really is

(A) — functional
John Smith
115 Green Street
New York, NY 00998

(212)555-5555
OBJECTIVE:
A position in software marketing.
SKILLS:
Fluent written and oral French.
Knowledge of French -culture and
customs. Travel and study in Canada,
France and Belgium.

(B) — chronological
John Smith
115 Green Street
New York, NY 00998

(212)555-5555
OBJECTIVE:
A position in software marketing.
EXPERIENCE:
1998 to present: Product Manager,
Network Software, Inc, Mount Kisco,
NY. Managed sales of new software
products. Directed all marketing
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EXPERIENCE: activities, including direct mail
1998 to present: Product Manager, marketing, product presentations and
Network Software, Inc, Mount Kisco, advertising. Increased sales by 25%
NY EDUCATION:

EDUCATION: Bachelor in Computer Science, 1997,
Bachelor in Computer Science, 1997, Northwestern University, Evanston, IL.
Northwestern University, Evanston, IL. REFERENCES:

REFERENCES: available upon request.

available upon request.

(C) — chronological-functional
John Smith
115 Green Street
New York, NY 00998
(212)555-5555
OBJECTIVE:
A position in software marketing.
SKILLS:
Six years of experience in selling software products, directing marketing
programmes and advertising. Fluent written and oral French. Knowledge of French
culture and customs. Travel and study in Canada, France and Belgium.
EXPERIENCE:
1998 to present: Product Manager, Network Software, Inc, Mount Kisco, NY.
Managed sales of new software products. Directed all marketing activities,
including direct mail campaign, product presentations and advertising. Increased
sales by 25%.
EDUCATION:
Bachelor in Computer Science, 1997, Northwestern University, Evanston, IL.
REFERENCES:
available upon request.
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OBYuMHHKMKoBaA Onbra KoHcTaHTMHOBHA

AHTTIMNCKN A3bIK

[MpakTnKym no pasBUTUO HABLIKOB NMUCbMEHHOWN peyn
Anga ctyaeHToB 1-2 KypcoB BCeX cneunanbHOCTEN

«[JenoBasi nepenucka Ha aHrNMAUCKOM S3bIKe»

Pepaktop H.J1. Nonoea

NoanucaHo K neyaTtun dopmat 60x80 1/16 Bymara tvn. Ne 1
[MevaTb TpadgpapeTHas Yen.neu.n. 1,25 Yy.-u3g. n. 1,25
3akas Tupax 100 LleHa cBoboHas

PepnakunoHHo-n3gatenscknn ueHTp Ky
640669, r. KypraH, yn. ['orons, 25
KypraHckuin rocyqapcTBeHHbIN YHUBEpCUTET
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