Kadbeapa 3anagHoeBpoOnencKkmx si3bIKoB

[TlpenoaaBatens CmupHoBa O.B

_®
PARTS OF ABUSINESS LETTER

P

A\
g =ooe



OBbI4YHO KOMIMAHUX UCNOJB3YHOT MOYTOBYIO BYMAI'Y C

HANEYATAHHbIM HA HEX CBOUM AIPECOM, HOMEP(A) TEJIE®OHA,
UMA CITYXKALLETO UK NIULUA, C KOTOPbIM BEOETCA NEPENMUCKA.

ECITU HA BNTAHKE HET HANEYATAHHOIO AIPECA OTIMPABUTENA, TO OH
PACINONATAETCA B BEPXHEM NPABOM yrny NMUCbMA Ui NOCEPEOUHE .
COCTOUT N3 HA3BAHUA KOMINAHWW, AOPECA, TENE®OHHbIX HOMEPOB ,

INEKTPOHHOI'O AIPECA

Capital Supplies
8995 Camden Rd. * Williamsburg, WI 63094



A April 1720
\eApril 17,20

« 17 April 20__

- 47" April 20__

Bonee pacnpocTpaHeHHbIN
BapuaHT
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Mr. Alfred McKenna, Treasurer VIma, dhamunus, JoMKHOCTb
Finance and Accounting Department OT1aen KomnaHum (ecnu ecTb)
Warren, Hanson & Associates HasBaHve KomnaHuu
459 Third Avenue Homep Oooma, HasBaHue ynuupl

New York, New York 10017 lopog, wrat (NpoBUHLMS, Kpan 1 T.4.) MHOEKC

USA CtpaHa
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*Ecnu HyxHo agpecoBaTb MCbMO Ms. Joan Sample
HECKOMNbKUM NIOASIM B KOMMaHWUK, UX Mr. Norm Zuefle
MMeHa 3anuncbiBaroT B and)aBUTHOM
nopsake, kaxagas dbamunus gomkHa
pacnonaraTbCs Ha OTAeNIbHOW
CTPOKe.
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STREET ADDRESSES AND P.0. BOX NUMBERS - YIULbl U ABOHEHTCKUE ALLUKA

* HOMEP KOMHaTbl B FOCTUHWLIE (Suite unu 6571 Duluth, Suite 407
room) unu kBapTupsl (Apt. / Flat) Michigan City, Michigan
VKa3bIBAETCS NOCIE HA3BaHMSA YNuLbl, 49254
[aHHble pacnonaratTca Ha O4HOW 973 West Ontario, Apt. 14
CTPOKe, pa3gendarTca 3andaTou. Miami, Florida 33139

Ecnn Heobx0OMMO yKasaTb U Ha3BaHWe
VILbl U HOMEP abOHEHTCKOrO SLLMKa:

Ace Hardware Ace Hardware
260 Central Avenue P.O. Box 117
P.O. Box 117 260 Central Avenue

Rosemont, lllinois 60018 Rosemont, lllinois 60013
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STREET ADDRESSES AND P.0. BOX NUMBERS - YIULbl U ABOHEHTCKUE ALLUKA

ECnu B Ha3BaHUM ynuLbl €CTb LUMdpPa,
10 1-10 NponuckIBalTCH CroBamu,

undopel 6onbiue 10 — undppamum. 337 Street

Sixth Avenue

*HeobxoanMo noctaBuTb Aeduc Mexay
HOMEpPOM [JI0Ma 1 Ha3BaHWEM YNuLbI,
eCnv B ee COCTaB BXOAMT Lmndpa.

1435 — 33 Street
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WCMNONb3YETCA ANA NnPUBMEYEHNA BHUMAHUA K TEME NINCbMA WA, YTOBb
BbIAENMUTb KOMY KOHKPETHO AAPECOBAHO MMCbMO B KOMIMNAHWIA

Personal and Confidential (Personal / Confidential)
JInyHo 1 KoHmaeHUmanbHo NULLETCS TONbKO 3arnaBHbIMK OyKBaMu 1
noayvepKnBaeTCd, CTaBUTCA Neped aapecom nonyyarens.

/Personal and Confidential \

Ms. Jane Purdy, Vice
President

Trust Department
First National Bank of

Atlanta
00 Grove Street /
Atlanta, Georgia 30319
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ocne “Attention” (BHumaHwe) ctaButcs gBoetoume, He
Noa4epPKNBAETCS, MULLETCA HUXE aapeca nonyyatens.

/Personnel Department \
Western Utilities, Inc.

817 West Main Street

Denver, Colorado 80061

Attention: Reena Culver, Data

Qrocessor /
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“Subject” (Tema nucbma) nomeLLaeTcs ABYMS CTPOKAMU HUXE
NPUBETCTBUSA UK, B YNPOLLEHHBIX hopMaTax rae HeT NpUBETCTBUS,
TPEMS CTPOKAMU HUXE aapeca OTnpaBuUTenNs.

/Mr. Earl Jacobs, Sales Manager \
Merchant’s Restaurant
633 South Dearborn
Leland, Kansas 67073

\Eubj ect: Delivery of red snapper catch/
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B HEKOTOpbIX NUCbMaXx CChINKKU YKa3bIBAOT Afst TOrO, YTOOb!
MCMOonb30BaTh MH(OPMALIMIO B MOCNeyoLen KoppecrnoHOeHLNN.
Homep ccbinky (LWndp AOKYMEHTa) pacnonaraeTcs YeTbIpbMs CTPOKaMU
HKe aatbl. OBbIMHO 3[€Ch CChINATCA Ha AOKYMEHTbI, 3aKa3bl Ha
TOBapbl, 3aKasbl Ha NOCTaBKY U T.04.

/ Letterh ec%

February 4, 200

Reference: P.O. #46-555-02
Our File Ref: Invoice #701

\ /




Dear Ms. (or Miss or Mrs.) Culver:

Dear Mr. Jacobs:
Dear Frank:

Dear Sir or Madam:
Dear Sir (Sirs):

Dear Madam:
Ladies and Gentlemen:

Ecnn umsa n/vnn dpamunus
W3BECTHbI

Ecnn Hen3BecTeH non
nonyyaTtens nucbma.

Ecnn umsa n/vnn dpamunus
HEN3BECTHbI.



Dear Personnel Director:

To Whom It May Concern:

Ecnv OOMKHOCTb M3BECTHA

Ecnn Hen3BeCcTeH MnoJ
rnonyyarens MoXxHo
NCMnosb30BaTh:



qume BCEero pa36MTb TeKCT NUCbMa Ha ABe-TPU YaCTU, Aaxe
eCJin OHO KOpPOTKOe.

[lepBbIn naparpad Cchopmynupyute Lenb nMcbMa

JTO 0ObIYHO KOPOTKMM naparpad), Tak Kak Mnpu YTEHWUU
OJIMHHOTO, NonyyaTenb MOXET NOTEPATL TEPNEHNE.
HayHuTe ¢ MHgOpMaLMK, KOTOpas NPUBIEYET BHUMAHNE.
MoxHO cocnatbCd Ha npedblayllee MNUCbMO, OOKYMEHT
UMM KOHTAKTHOE NUCbMO. YnoTpebute “you” B 3TOM
naparpaage.



Bropoit naparpad O6BbACHUTE YTO XOTUTE, YTOOLI MPOU3OLLNIO

Wnu Kakoun nHchopmauuen snageere.

OTOT naparpad nokasblBaeT Kakom Bbl MHG)OpMALMen Bnageerte
UM 4YTO XOTWTe, YTODLI nonyyatenb BbINOMHWUN. HeobssartensHo,
yTOObI 3TO ObIN NPOAYMAaHHLIM Naparpad, HO Y YMTaloLWEro AOSHKHa
ObiTb BCA HyxHas WHQopmauus. Ecnn  uH@opmauuM MHOro,
pa3benTe ee Ha KOPOTKMe naparpadbl, COCTABbTE CMUCOK WK
COLUNMTECE Ha BMOXeHuMe K nucbMy. MoxHO nogyvepkHyTb
OOMONMHUTENbHYI  MHJOPMaUmMo, 4TODbl MpWBMEYL  BHUMaHUE
YTaKoLLero K Krn4yeBbiM MOMeHTaM. [1ucbMO CreayeT BbICTPOUTL
TakuMm 00pa3om, 4TODbl 3TO MOMOrMO MNONyYaTent MOHATb YTO
nenarb.



SR cneel OObluHO 3TO KOpOTKMK naparpad. B 3aBucmumocTu ot uenu
NMMCbMAa, OHO MOXET BbINOMHATbL TPU 3a4aum:

3df1BKa Ha BblNOJIHEHUe pa60T, 3aBepLlieHne nncbma
UIin 6ﬂaFO,D,apHOCTb YUTaTeslio 3a OTBEeT

* 3aBepLIeHne NMcbma
B nucbme B Apyryto CTpaHy 34eCb MOXHO 00paTuTb BHUMAHWE YUTAIOLLEro Ha
Cambl/ BaXHbIXW BOMNPOC WNK oOnucaTb BCE KMHYeBble MOMEHTbl B OOHOM
npeanoXeHuun.



TpeTtun naparpad

*3asiBKa Ha BbINONHEHWe paboT
B nucbmax, koTopble TpebylT OTBETa, TakMX Kak MUCbMa C MPEANOXeHWEM O
noraLieHni 3afA0MKeHHOCTN, COCTaBUTENb ONpeaenseT AeicTBre, KOTOPOE AOMKHO
ObITb BbINONMHEHO MosydaTeneM. B 3ToM yacTv nucbMa YuTaTeN YKasblBalOT YTO
Nenatb 1 B Kakue Cpoku. 3agadun [OMmKHbI ObiTb CHOPMYNMPOBaHbI TOYHO, @ He
pacnsbIBYaTo.

. 6HarOAapHOCTb nony4yaresnto nucbmMa
B HEKOTOPbIX MACbMax NPoOCTO 6naronap;|T nonyyartena 3a BHUMaHWE Uinu OTBET.



Capital Supplies
8995 Camden Rd. » Williamsburg, WI 63094

October 2, 20XX

Lance Smith, Director
Terrance Trucking

P.O. Box 4440

Houston, TX 34598-4440

Dear Mr. Smith:

Thank you for your conscientious service. All 15 of your last shipments have arrived
undamaged. We have never contracted with a supplier with as fine a record as yours. We
appreciate the extra effort it takes to ship our order intact and on time.

Ted McCracken and Bob Smiley have delivered these shipments to our loading dock
supervisor. | have attached copies of logs for your review. Note that the unloading time is
approximately half of that from other shippers for a similar load. Ted and Bob frequently
help our crew unload the crates. This additional service always comes with an exchange
of jokes. Our crew collects laughs to compete with your drivers!

Doing business with your organization is a pleasure. You save us money by eliminating
shipping waste and time by providing efficient drivers. Please accept the enclosed
certificates of merit to Terrance Trucking, Ted and Bob, with our appreciation. We are
confident in referring our customers and vendors to Terrance Trucking for their shipping
needs.

Sincerely,

Cala Reginald
CLR:mjk
Enc. (10)

Cchopmynupyute uenb
nMcbMa

OGBbSICHMTE YTO XOTUTE,
YTOObI NPOU3OLLIIO UMK
Kakou nHcpopmaumen
BnageeTe

3asfiBKa Ha BbINOSIHEHWe paboT,
3aBepLIeHne NUCbMa Unu
bnarogapHoCTb YuTaTento 3a
oTBeT
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COMPLIMENTARY CLOSE

CNoBa nepep NOANUCHLIO B MMCbMe

Ecrm s NPUBETCTBUU Bbinu YKa3aHbl UMA U cbamvmm, NMUCbMO
AOJTKHO 3aKaH4YMBATbLCA.

§ Sincerely yours % Yours sincerely

Ecnv umst 1 dhammnmns HeM3BECTHbI, @ B NPUBETCTBUM ObINN
ynotpebneHxol Dear Sir/Madam, T0 NMCbMO 3aKaHUMBAETCS:

E % Yours faithfully
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COMPLIMENTARY CLOSE
crnoBa nepep Nnoanucbio B MMCbMe

| Dear Mrs. Smith:
|

Sincerely yours,
sTruly yours,
| sSincerely,
|:Very truly yours,

: Moan1ce A OAHO M3

Ann Mac Donald
AonNAHOCTE

Dear Sir, Dear Sir/MMadam,

--q

I vours faithfully,
I Moanuce

I Ann Mac Donald
I JonxsocTe
i

Dear Mrs Smith,

Yours sincerely,
MNoanuce

Ann Mac Donald
Hon3HoCcTe

---—-_q
NN AN BN AN B N O . .

Dear Sir, Dear Sir/Madam,
I TR R R R LI IR NN
I Yours faithfully,

I Mognuce

I Ann Mac Donald
| fonssocts
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“Enclosures” unu “Encl.” yka3biBaeTcs cresa OByMSA CTPOKaMy
HVKe nognucy. Ecnn BnoxxeHo HECKONMBbKO AOKYMEHTOB, NGO
NepeyncrIinTe X CnnCKoM Nimbo yKaxuTe nx Konu4ecTeo B
ckobkax. Ecnun Heobxoaumo, YToObl HEKOTOPbLIE JOKYMEHTbI
Obinu Bo3BpaLLEeHb!, ykaxuTte please return B nucbme nocre
Ha3BaHUsA JOKYMEHTA.

Sincerely,

Josef T. Crane
Josef T. Crane

Encl: (3)



Ecnu HyXHO, 4TOBbI NonyYaTenb 3Han, KTo
eLle Nosy4mnT KONuK NUCbMa, HanuwuTe
“Copy to”, “Copies to” or “cc” (carbon copy
KOMWS) U YKaXUTE UMeHa 1 (haMUnnm Tex, KTo
NONYYNT UX.

Ecnu HeobXoaMMO CKpbITb OT nonyyartens,
KTO eLle Nosy4unT KONuK NUcbMa, HanuwnTe
bce: (Blind Carbon Copy pacchlinka nepBbix
9K3EMMIISAPOB, UMK KOMWUIA), HO TOJTbKO Ha
kormsax. [pu atom nonyyatento BCC
HeOCTYMeH BECh CMCOK apecaToB
paccbinku. B oblem crnyyae - paccbinka
NepBbIX 3K3EMNSPOB UNK Konuin 6e3
yBEeJOMIEHNS MonyYaTens o Apyrux
afpecarax.

Setens G ST e
Helen C. LeFleur
Manager

cc: Ms. Alice Walker
Mr. Hanley Edwards



