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BUSINESS LETTERS

YTTOTPEBJIEHWE TEPMHUHOB U KITULLE
OEJTOBOT O TTMUCBbMA HA
AHTTIMMCKOM 43bIKE
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[enosas nepenucka Ha
AQHF TMUCKOM Aa3bIKe

» Kak npasunbHO Hanucatb Aenosoe NUCbMO, YTObbI
BbIMNAAETb QKKYPATHBIM, FPAMOTHBIM U 3HAHOLLUM
cBOU bU3Hec nepes Bawwmm aenosbIm naptHepom?
Kakue knuwe v TepmuHbI HeobxoaAMMOo
NUCNONb30BATb NPU ero HaNUCcaHUU? CKONbKO
yacTen AONIXKHO 6bITb B OCHOBHOM TeKCTe NUCbMA?
UT06bI OTBETUTL HA BCE 3TU BOMPOCHI, AABAUTE
paszbepem O6LLYHO CTPYKTYpPY AeSI0BOrO NUCbMQ,
CTPYKTYpPY OCHOBHOIO COAEPXAHUSA AefI0BOro
MUCbMA U pACCMOTPUM TUMLI ANOBLIX NUCEM.




CTPYKTYPA OEJTOBOTO
TTMCbMA

- 1. 3aronosok 61aHKa KOMAAHUU UNK aapec
oTnpasuTens.

+ 2. Ccoinkum (References). Cnoea «Balua cCbLNKa Ha»
¢ nocneayrowmmm nHuumanamm (Your Ref
SDK\HJU) ucnonb3syetca TonbKo B OTBeTe Ha
NMUCbMO, CcoAepxallee 3Ty CCbLNKY. «Hawa
ccbrnka» (Our Ref.) 06bIYHO cOCTOUT U3
UHULMAMOB OTNpaBmUTena U cekpetapsa (Moxet
OTCYTCTBOBQTb).

- 3. Hara.




CTPYKTYPA OEJTOBOTO
TTMCbMA

4. NNroboe cneumanbHoe coobuieHue (Attention
line). Hanpumep, «BHumMaHWe rocnoguHa»,
«CpoOYHO», «CeKpeTHO» (MOXeT OTCYTCTBOBATD).

+ 5. Uma n aapec nonyuatens. KaxabIin NyHKT
aapeca nulieTca ¢ HOBOW CTPOKMU.

- 6. TTpuseTcTeue unu obpaileHue. Jlyuwe scero,
MO BO3MOXHOCTU, HAYUHATb MUCbMO JINYHBIM
obpauieHuem, Hanpumep, "Dear Mr. Brown".




CTPYKTYPA OEJTOBOTO
TTMCbMA

+ 7. YKka3aHue Ha obliee copepxaHue
nucbma. HacTto 370 yKasaHue

noadepkupaeTca Yeptou. (Moxert
OTCYTCTBOBATD).

- 8. OCHOBHOU TeKCT NUCbMa

* 9. 3aknroumnTenbHas opmyna
BEXJSIMBOCTU
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CTPYKTYPA OEJTOBOTO
TTMCbMA

» 10. Cpa3y xe nocne 3aknroUYUTENbHOU
(POPMYIbI BEXSIUBOCTU MOXHO YKQA3aThb
Ha3BaHUEe KOMNaHUU (MoxeT
OTCYTCTBOBATD).

+ 11. UIma oTnpasutena u ero\ee A0MXKHOCTb.
+ 12. Yka3aHwe Ha npunoxeHusa (Enclosure).

3TOT NYHKT YKA3bIBAET HA Hanu4yue
NPUNOXEHHBbIX K MUCbMY AOKYMEHTOB UNU
MaTepuanos.




O6pasel Nnucbma-3anpoca

- 1. Bay Magazine
565 Grand Avenue
Denver, Colorado 20188
318-344-456 FAX 318-344-457

- 2.Your Ref SDK\HJU
- 3. June b, 2012
- 4 FOR THE ATTENTION OF MR. BROWN




O6pasel Nnucbma-3anpoca

- 5. Public Information Department
Zoom Camera Company
459m East 56 Street
New York, NY 10010

- 6. Dear Mr.Brown:

- 7. X-Dark camera




O6pasel Nnucbma-3anpoca

- 8. In the June, 4 2012 Denver Daily News i
read about your new camera, the X-Dark.
Since i am a photographer with Bay
Magazine, it is important that i know about
new cameras.

I would you like to know when the camera
will be available and how much it will cost.

ThankSJlou for your attention. I look
forward to your reply.
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O6pasel Nnucbma-3anpoca
* 9. Yours sincerely,

» 10. Photo Department

» 11.Jane Johnson
Jane Johnson

* Chief photographer

» 12. Enclosure
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CIPYRTYPA ocHoBHOro
copepxaHua OENNOBOTO
TTMCbMA

+ Tenepb pacCMOTPUM TEPMUHLL U CIIOBOCOYETAHUS, KOTOpPbIE
Hamboree 4YacTo BCTPeyaroTCca B KAXAOU YaCTU OCHOBHOTO
copepxaHua nucbma. Kak npasuno, cTpykTypa AesioBoro
MUCbMA COCTOUT U3

- 1. obpaweHna unu npusetcTeuA

* 2. (ppasbl, OTKPLIBAIOLLEU NMUCbMO UNU BCTYMN1EHUS
+ 3. uenu nucbma

4. penicTBUA UNU NpeanNoxeHus

- 5. BbIpaxeHus 6naroaapHoCcTU

* 6. 3aKNHOUUTENbHOW (POPMYJIbI BEXSIUBOCTU




1. OBPALLEHWNE NN
TTPA BETCTBME

—————

*+ Dear Mr. Brown
* Dear Ms. Jones T

» Dear Sir (s) -

+ Dear Madam é
» Dear Sirs (BenukobputaHusa)

* Dear Gentlemen (CLLA)

+ Dear Mr. Black, (aHrn. BapuaHT)

. Dear Ms. White: (cw\ep BGpI/IGHT)
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2. BCTynneHue unum gpasa,
OTKpLIBAHOLLAS OCHOBHOU
TEKCT NUCbMa

* B 3TOM YacTV OCHOBHOIrO TeKCTa NUCbMaA
rosopuTtca, novemy Bel nuwwute. B 3aBucHMmMmocCTU
OT TUNA NUcbMa byaeT BapbUpPOBATLCA U ero
copepxaHue. Ecnm Bam Heobxoammo Hanucatb
NMCbMO-3anpoc, TO Bbl ykasbiBaeTe Ha3BaHWeE
raseTsl, XypHaANa Unu TOproBOW BLICTABKU, rae
Y3HANU UMS KOMNaHUU Bawmnx aenosbix

napTHepoB, Hanpumep:

* In the May 5, New York Times, I read an article

about your company. '




2. BCTynneHue unum gpasa,
OTKpLIBAHOLLAS OCHOBHOU
TEKCT NUCbMa

* B nucbme-oTBeTe Ha 3anpoc unu B
noaTeepxAeHUU 3akasa Ber cHavana
NoOATBepXAaeTe To, YTO BaAllA
KOMNaHUa nosny4ymna 3anpoc\3akas, u
3aTem bnaroaapuTe 3a Hero:

* We have received your inquiry.
» Thank you for your recent order.
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2. BCTynneHue unum gpasa,
OTKpLIBAHOLLAS OCHOBHOU
TEKCT NUCbMa

» TTpy HanucaHUU NUCbMA-HANOMUHAHUS, XaN06bI
WU NpeTeH3UM yKa3bIBaeTca NpuumHa, uUs-3a
KOTOpOW BbI NUlWIMTE NUCbMO CBOEMY AerOBOMY
napTHepy, Hanpumep,

- We have to draw your attention to our statement
dated 10 July for the amount of $ 384.

* On May 5, 2010, T ordered a new desk. It arrived
damaged.




2. BCTynneHue unum gpasa,
OTKpLIBAHOLLAS OCHOBHOU
TEKCT NUCbMa

* B nucbmax-ussuHeHuax (otsetax Ha
HANOMUHAHUA, NpeTeH3UU, xanobbl) B HAYAIbHOW
®pase NmUcbma Takxe yKasbIBAeTCS NpUYUHQ
BALIErO NUCbMQ, FrAe FOBOPUTCS O TOM, UTO BaLG
KOMMNAHUA NONy4Ynuna HAaNOMUHAHUS UMK xanoby
NO KAKOMY-TO BOMpPOCY, Hanpumep,

* We have received your letter of 6 November
reminding us that your account was due for
payment on 30 September.

* Your collection letter of June 3 was brought to
my attention.




3. Llenb nucbma

* B 3TOM YacTn OCHOBHOrO TeKcTa NUCbma
Heob6x0AMMO AeTanNMU3nNpoBATb NMPUYUHY
HanucaHua Nucbma. B nucbmax-3anpocax
YKa3bIBAeTCa NpudnHa Toro, novyemy Bam
HY>XHa UHOPpMALUA O TOU UNU UHOU
KOMMNAHUM, Hanpumep,

» As a supplier of machine parts, I thought
we could do business together. &=




3. Llenb nucbma

B oTBeTe Ha 3anpoc Bbr oTmevaeTe, YTO 0bg3aTenibHO
obecneunte Bawero napTHepa Heobxoanmmoun Ans Hero
UHPOpMaLIneiA:

I have enclosed a catalogue of our goods.

B 3akase yKka3bIBaeTca xenaHue pasmecTUTb 3aKas:

We would like to place a trial order.

B nucbme-HaNOMUHAHUU UNU PUHAHCOBOW NpeTeH3uu
AaeTca HaNOMUHAHUE O NPOCPOYEHHOM MriaTexe Unu
HenoJsy4YeHHOM TOBape:

We would like to remind you that the details are required
urgently.

Perhaps you overlooked the invoice.




3. Llenb nucbma

* B ussuHeHUM Heobxo0aMMO yKasaTb
NPUYUHY NpOCpodeHHOro Bamu nnatexa
NN HeMOCTABKU TOBAPA B CPOK, A TAKXKeE
n3BMHUTLHCA: We are sorry that you have
not received the details of technical
characteristics yet but our office have
recently moved to a new location and this
has resulted in unavoidable delays in
replying letters.
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4. [Nencteue unu
npeanoxeHue

» 34ecb HasbIBarOTCA Bawwm gencrtemsa. B
NUCbMe-3anpoce Unu 3axkase Bl
BbIpaxaeTe To, UTo BbI XOTUTe OT cBOEero
[enoBoro naptHepa:

* Please send me a sample of software
program.

* Please process the order as soon as
possible.




4. [Nencteue unu
npeanoxeHue

- B oTBeTe Ha 3aNpoc MOXHO NpeAOCTaBUTbL AONONHUTESTbHYHO
WHPOPMALUIO, NOMUMO TOU, KOTOPYHO BbI yxe aanu npu
HaNUCaHUU Lesnn NUCbMa:

» A sales representative will be in your area.

* B nucbme-HanoOMUHAHUU HYXHO NOMPOCUTL O CKOPOM
noJnlyYeHUU ToBapa UNU ONNAThI:

+  We ask you for prompt payment.

* B u3BWHeHUax B AGHHOW YaCTU OCHOBHOIO COAepXaHUs
nucbMa Aaetcs obellaHue He aenatb 60nblue OWUnboK B
byayLiem:

+  We shall ensure that similar mistakes do not occur again.




5. BeIpaxeHue
6naroaapHocTH

* B KoHUe nucbma obs3aTenbHO BbIpaxaeTcs

6naroaapHOCTb CBOEMY NapTHepy 3a
npoyTeHue Bawero nucbma U Hagexaa Ha
OanbHeullue Aenosbie OTHOLEeHUS:

* I look forward to hearing from you.

* We look forward to beginning the dialogue
and then to building mutually beneficial
relations.
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6. 3aKknroumuTenbHas
POPMYI1a BEXTNBOCTU
3aKknrounTenbH

OpMysia BEXSIMBOCTU
BAPbUPYETCS B 3aBUCUMOCTU OT POPMbI
obpalyeHus. Tak, ecnu B 4eNTOBOM NUCbMeE
copepxutca obpauieHue Dear Sir (s), TO
COOTBETCTBYHOLEN 3aKNFOUUTESTbHOU (POPMY 10U
Bexnumeoctu byaet Yours faithfully unum Yours
truly. Ecnv B nucbmax ucnonbsyertca obpaleHue
C yKasaHuem gpamunum, Hanpumep, Dear Mr. Blue,
TO UM AOSIXHA COOTBETCTBOBATb 3aKMHOUUTEsbHAS
cpopmyna sexnmeoctu Yours sincerely.




TUTTbI AEJTOBbLIX
TTUCEM

- 1. 3aasneHue o npuéme Ha paborty
Applying for a job
- 2. OTBeT Ha NUCbMO-3asBrIeHUE O NpPUEME Ha
paboTy
Replying to an Applicant
- 3. TTucbmo - 3anpoc
Enquiry\ Inquiry
- 4. OTBeT Ha NUCbMO - 3anpoc \ npeanoxeHue
Providing Information \ Quotation \ Offer
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TUTTbI AEJTOBbLIX
TTUCEM

- 5. 3anpoc ycnyr
Requesting a Service

- 6. TToaTBepxaeHUe NpefoCTaBNeHUS yCnyr
Confirming a service

- /. 3aKasbl
Orders

- 8.TToaTBepxaeHUe 3akasa
Acknowledging an Order
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TUTTbI AEJTOBbLIX
TTUCEM

* 9. HanomuHaHue \ @uHaHcoBas nNpeTeH3us
Reminding \ Collection Letter

- 10. OTBeT Ha HaNOMWHAHUE \ PUHAHCOBYHO
npeTeH3uro (M3suHeHWe)

Reply o Reminding \ Collection Letter
(Apologizing)
» 11. Claims and Complaints
TTpeTeH3uu n xanober
- 12. OTBeT Ha npeTeH3uun u xanobst (N3suHeHUe)
Adjustment Letter (Apologizing)




[leHeXHble AOKYMeHTbHI B
CBA3U C KOTOPbIMU
npoAaasel U NoKynaTensb
0bMEeHUBArOTCa NNCbMAMU

+ AkkpeaunTus (Letter of
Credit) - aBnsetcs
BAXHEULIMM AOKYMEHTOM
BHelHen Toproenu, byayuu
HaAEXHOU POPMON ONNATLI
KaK ANa Nokynartens, Tak U
Ans npoaasLa.
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[leHexHbIe AOKYMEHTbI

» CyeT-pakTypa (an invoice) - 370
AOKYMEHT O KayecTBe TOBApaA; B HEM
YKa3bIBAETCA CTOUMOCTb eaUHULIbL
TOBApaA M obLiaa CToUMocCTb rpysa. B
CYET-PAKTYpY YaCTO BKJIFOMAIOT
CKUAKW. —




[leHexHbIe AOKYMEHTbI

» KoHocameHT (Bill of Lading) -
AOKYMEHT, NOATBepXAaroWmmM Npaso
COb6CTBEHHOCTU OTNPABUTESNA HA Ipys3.
TTpy TpaHCNOpPTUPOBKE FPy308 OH
HeobX0AUM KaK FopUAUYECKUN U
(PUHAHCOBBLIN AOKYMEHT, a TaKXe ANS
OPOPMIEHUa CTPAXOBKU.
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[leHexHbIe AOKYMEHTbI

» Tpata ( a draft) - 370 NUCbMeHHOe
pacnopsxeHue, B COOTBETCTBUU C
KOTOPLIM TOT, KOMY OHO GApPeCcOBAHO,
AOJIXeH BbINMAATUTL 0603HAYeHHOMY
nuuy no ero Tpe6OBClHMl-O nnu B
YCTAHOBJEHHbLIN CPOK onpe.aenel—n—lym

CYMYy AeHer. »J




