LETTER ASKING FOR INFORMATION.
MUCbMO-3ANPOC UHDOPMALIUU HA AHITINACKOM f13bIKE.




0 NMHACHhMO-3AMPOC MHPOPHALAY OTNHPABIAACTCHA B
CHAYUAC, CCNH BAM HCOGCRKORMMO NMOAY AT
MO POGCHY IO NHPOPMALNIO MO HHTCPCCYIOIICHY
BAC BOMPOCY.

[ HAMAINC MACHMIA HCOGCKOQHNMO YRASATD BALL
ABPCC ARA ARPCC A HASBAHNNC HHOMBAHRMN,
HOTOPYIO BEI MPCHRCOCTABAACTC, A HMIKC —
HASBAHNC X aARPCC HHOMNARNN, B IXOTOPYIO BEX
OGPAIUACTCCH. HAJNCC CACRYCT HINAONICHIC
CAMOro SAMPOoCa € 06 HACHCHMCH Cro HP L.
B IXOHIC MECDHM CTORT YEASATD CPOIK, IX
HOTOPOMY BEXI ROTCIEN ChI MOXYIATD OTBCT.

0 NMACHhMO-3ANMPOC NOMIETHO CHITD HANMKCAHO B
BCIEXIAVIBOM TOHC, UTOGH MOGCYRHTD ARPCCATA XK
RCHCTBHENRNM, TAKIEC OHO OSSN0 CHI'TDh
IPATIEVMN ¥ CHIEVIN, Y TOGCH ARPCCAT, MPOUNTAD
BAlIC MACHMO, MCTIEO MO, UTO NMMCIHIHO BAM
b o lp e




®pa3sa

Dear Mr. Smith,

Dear Mrs./Ms. Smith,

Dear Sir/Madam,

| am writing to inquire about...

| am writing in connection with...

Could you possibly send...

| would be grateful if you could...

tell me...

Would it be possible for you to tell/send me...

| would appreciate some information about...

| would appreciate it if you sent me / if you could

MepeBopn

MpuBeTtcTBUE

YBaxkaemblit muctep Cmur,

YBaxaemasi muccuc/mmcc Cmur,

YBaxaeMbli(-ast) cop/Magam,
BcrynutenbHble dpasbl

A nuwy ¢ BONpocom o...

A nuwy B cBA3K C...

3anpoc Tpebyemoro

BoamoxHo, Bbl Mornu 6bl npucnarts...

A 6bin 66l NpU3HaTeneH, ecnu 6l Bbl mornu...

He mornu 661 Bel coobwmTte/npucnatb MHE...

A 6bin 661 GnarogapeH 3a nHgopmaumio o...

£ 6bin 661 Npu3HaTeneH, ecnuv 6bl Bel Beicnanu
MHe / ecnu 6bl Bbl MOrnn coobLwmnTb MHE...

J[ononHutensHbie BONpoChl

Could you also please send me...

Another matter | need information on is...

| would also like some information on...

He mornu 6bl Bbl Takke, noxanyicTta, npucnats MHe...

Takke MHe Heobxoavma MHOPMaLUS KacaTerbHO...

£ 6bl TakKke XoTen y3HaThb O...

3aknountenbHblie cpasbl

| look forward to your reply.

I look forward to hearing from you.

I look forward to hearing from you at your earliest
convenience.

| would appreciate it if you could inform me as soon as
possible.

Thank you in advance for your assistance.

C HeTepneHvem xay Bawero oTeeTa.

C HeTepneHueM xay Baluero otseTa.

Koy Baluero otBeTa B kpaTyanime Cpoku, ecrm 3To
BO3MOXHO.

£ 6bl 6bIn NpUsHaTeneH, ecnu 6ol Bl
NPOVHGOPMUPOBAIM MEHSI Kak MOXHO CKopee.

3apaHee 6narogapeH 3a Bale cogevicteume.

MpowaxHune

Yours sincerely, (your full name)

Yours faithfully, (your full name)

C yBaxeHvieM, (Balle uMsa n hammnms)

C yBaxeHuewm, (BaLle nmsa n hammnus)



[lTucbMo-nNpennoXxxXeHme, KOMMepyeckoe
npennoXeHme Ha aHIMUNCKOM —
commercial offer

0 Jnda Toro 4tobbl NPEeAsoXUTb TOBap, paboume ycnoBusa n gpyrue ycnyru, B
AEeNoBbIX Kpyrax NpMHATO OTNPaBAATb cneuuasnbHble LOKYMEHTbI, HaleneHHble
HenocpeAcTBEHHO Ha TO, YTOObI MOTEHLUMAsIbHbIA NApTHEP 3auHTepecoBascs U
OTKJIMKHYNCA. Takon TN AenoBoro NnMcbmMa HasblBaeTCA NUCbMO NMpeasioXXeHue u,

K NpaBuo, COCTaBsieTcsl No onpeaeneHHon gpopme. Kpome Toro, commercial
offer nogpasymeBaeT pasHble N0 CBOEMY Ha3HAYEHUIO NPEASIOKEHUS: 3TO MOXKET
6bITb peknama ToBapa, npegHa3HauYeHHas napTHepam, npurnatlieHue K
COTPYAHUYECTBY, NPEASIOXKEHMNE BCTPETUTHLCA C LIeSIbHO 0OCYXKAEHUS
onpeneneHHoro Bonpoca u np. MMeHHo noaTtomMy cneayet noapo6bHO
paccMOTPEeTb BCe OCOBEHHOCTU TOro, Kak A0JI)KHO COCTaBNATLCA KOMMepYecKoe
npeanoXXeHue Ha aHrMMMUCKOM, a TakXXe Kakue TuMbl 3TOU AenoBomn
KOoppecrnoHAeHUUN cerogHa BCTpeyaroTCS.




OCHOBHbIe XapaKTeEPUCTUKU MUCbMa-
npeaoXXeHus

Mpexkae YeM CoCTaBNATb KOMMEPYECKOE NPEeASIOXKEHME HAa aHINIMNCKOM fA3blKe, cneayeT
03HaKOMMUTbCS C OCHOBHbIMM XapaKTePUCTUKaMK, KOTOPbIMU OHO ob6nafaer.

Tak, TeKCT MMCbMa MOXXET 6bITb COCTaB/IEH PAa6OTHUKOM, KOTOPbIN IBNIIETCA OTBETCTBEHHbIM 3a
pa3BUTHE AENOBbIX OTHOLWIEHUI U CBA3b C NOTEeHLUManbHbiMY NapTHepamu. OgHaKo Takas
nepenncka o6bI4HO 3apaHee CornacoBbIBaTbCA CO CTAPLLUMM PYKOBOACTBOM, MO3TOMY B Cillydae
NOJIy4eHUs NpaBUIbHO COCTAB/IEHHOIO NpeAIoXeHUst O BCTPeYe, 3aKynKax Unu apyrux ycnyrax,
MOXXHO 6bITb YBEPEHHbIM, YTO CTOPOHA-OTNpaBUTENb HECET MOJIHYIO OTBETCTBEHHOCTb 3a CYTb
NpeasioXKeHus.

[TMCbMO C KOMMEPYECKUM MPEASIOXKEHNEM 06513aTeNIbHO AOKHO BKKOYaTb B CE6S HEKOTOPbIE
Heob6X0AMMbIe 3IEMEHTbI AJ15 TOro, YTO6bl JOKYMEHT COOTBETCTBOBA O6LLENPUHATOMY
cTaHOapTy AeN0BOW NepernmMcKu u Nnpu aToM Mor rnepefaTb BCe CBeAEHUs, HeobxogMmble Ans
nonyyatens. YTobbl MOHATb, Kak NpaBubHO HanucaTb commercial offer, Hy)KHO MOMHUTBL O
cneayroLlWmnx CTPYKTYPHbIX YacTaAX:

HasBaHue KoMMNaHuu, oTrpaBndaroL,en 3anpoc;

[aHHble oNna CBA3KU: TOUHbIN agpec, TesieoH, 3/IeKTPOHHas MnoyTa;
NMA n AOMKHOCTb COTPYAHMKA, OTNPaB/IAKLWEro MUCbMO;
HenocpeacTBEHHO CaM TEKCT, HEO6XOAUMbIN A1 NEPErOBOPOB.

KpOMe TOro, B TOM CJlydae, eC/in YNNoMUHaAKTCA T€ U UHble NpaBoOBble WM HOPMaTUBHbIE
aKTbl, AOJDKEH MpusiaratbCa 0COObIN 6/1aHK CO CCbhIJIKAMM Ha JaHHblEe JOKYMEHTDI.



BapnaHTbl KOMMEPYECKUX NMPeaIOXKEHNN B MMCbMaXx

B KauecTBe OCHOBHOIO TEKCTA B MUCbMe-NPeasIoXeHNn nepeaaeTcs
onuncaHue onpeaeneHHon yenyru, KoTopyro oTnpaBuTeNb XO4ET NOYyYUTb OT
cobecefiHMKa. BapMaHTOB Taknx NeperoBopoB MOXET ObITb HECKOJIbKO.
[pennoxeHne o COTPyAHMUYECTBE

K npumepy, 3T0 MOXXET 6bITb MMCbMO NPeAIoXXeHNe O COTPYAHUYECTBE, Fae
npeanaraeTcs NapTHEPCTBO Ha B3aMMOBBITOAHbIX yCNoBUsX. Tak,
paccMaTpuBas NpeasioXXeHne o COTPYAHMYECTBE NPUMEP NMCbMa MOXET
6bITb CNeayroLWUM:

Dear Mrs ...,

Your wedding agency is becoming more and more popular in our city. I
would like to help you make it more attractive to the customers. I am the
owner of rose gardens, we grow fine roses all the year round. Roses would
become a very good decoration for all wedding ceremonies. The prices are
reasonable and include the designer service. More information you may
find in the brochure attached.

Kind regards,
Signature



[0 TlNpepno)xeHune ToBapoOB U yCnyr

0 Euwe oAnH BapuaHT — MUCbMO KJIMEHTY C NpeasioXXeHneM ycnyr u ToeapoB. ABTop
TEKCTa MOXXET OTNPaBAATb NOTEHLNANbHBbIM NapTHEPaAM AOKYMEHT C ONMMUCaHUEM
NPEUMYLLECTB COTPYAHNYECTBA C HUM U NOAPOOBHbIM NMpeAcTaBleHneM
KOHKpeTHoro ToBapa. [1pn 3ToM 04eHb 4acTo ornpeaeneHHbl WabnoH
MCMoNb3yeTca AN TakMX MUCEM; Kak npaBu/io, example oTnpaBAsieTcs He OJHOW,

cpasy HeCKOJIbKUM KOMMaHUAM 4181 TOro, YTo6bl NPUBJIEYb KaK MOXKHO 60/ibLue
NapTHeEpPOB.

0 Tpu nepeBofe TeKCTa C PYyCCKOro Ha aHIMMMMUCKUR, MOXXHO MCNOMb30BaTb pasHble
rOTOBble KOHCTPYKLUMK Hanogobue We would like to present... — «Mbl xoTenu 6ol
npeactaBuTb...» nnm We wish you would pay attention to... — «<Ham 6bl xoTenocs,
4yTO6bI Bbl 06pATUIN BHUMAHME Ha...». B ocTanbHOM, C nepeBogoM Npobsiem
06bIYHO HE BO3HUKAET.




Dear ...,

Your company has been our customer for a long time. We appreciate your
loyalty and thus would like to offer you our new product — electronic
paper shredder. It is very easy in use and would become a very useful
device in your office! If you place order before the end of this month you

may get it with 50% discount. We are looking forward to hearing from
you,

Fairly yours,
Signature




0 OTBeT Ha NUCbMO-NPEAsIOXKEHUE

[TOMNUMO MCXOAHOro AOKYMEHTA, HarnpaBNEeHHOIro K KOHKPETHOMY nosydaTento C
npeanoXeHmem onpeneneHHoro Tuna CoTpyaAHMYeCcTBa, BCTpeYatoTcs TakxKe NucbMa-
OTBETbI, TO €CTb KOPPECNOHAEHLMS, HanpaB/eHHasa B 06paTHYHO CTOPOHY, Koraa
nony4yaTtesib TeM UK MHbIM 06pa3oM pearnpyeT Ha NoslyYeHHoe npeanoxeHune. OTeBeT
MOXET 3aKJ1louaTb B ce6e MPUMEPHO Te Xe KOHCTPYKLUK, U aBTOP TaKoro nMcbma
00bIYHO IMOO cornallaeTcs Ha NapTHEPCTBO, NM60 BEX/IMBO OTKa3blBaeTCS.

Cnepnys BCeM 3TUM OCOHEHHOCTAM HanMcaHUsa NMCEM-NIPEAJI0XKEHMI, OTNPaBUTENb
CMOXET 3apEKOMEH/I0BaTb Ce65 Kak OTBETCTBEHHbINA M aKTUBHbIN NpeACcTaBUTESNb
[le/I0BOro pbiHKA, FOTOBbIN paboTaTb M nNpeanaraTb CBOWU yCNyru AN AOCTUXKEHUS
ycnexa. Takon T1n nepennMcku BecbMa nonynsipeH CerofgHs, U MHOrMe A0BOJIbHO YacTo
CTaJIKMBakoTCA C NOAOOHbIMM NUCbMaMu. [To3TOMY cneflyeT OPUEHTUPOBATLCS B TOM,
KaK HanucaTb Takoe NMCbMO 1 YMETb anensimpoBaTth creumasnbHbIMY LiabnoHamu,
CMNOCO6GHbIMM YCKOPUTb CaM MPOLLECC HaNMUCaHus.



