Kadbeapa 3anagHoeBpoOnenckmnx si3bIKoB

[MpenogaBaTtens CmupHosa O.B

Business letter

» TYPES
#  FORMAT

g =ooe



. Heading or letterhead
- Dateline

- |Inside address

- Reference lines
(Attention, Personal
and Confidential,
Subject)

. Salutation

Llanka nncbma

YKa3aHue gatbl
HanMcaHna NMcbMa

Agpec nonydyarend

CcbInkn (BHUMaHMe,
NTNYHO U
KOH(PUOeHUMansHo,
Tema)

dopMbl NPUBETCTBUSA



Complimentary clause
Signature

References
Enclosures or Copies

OCHOBHOW TEKCT
dopmyrnbl npoLwaHug

[loanucb
CcCblNKn

YKa3aHue Ha
NPUNOXXEHUS UM
KOMUU



" N A.Q BlegkamigsLtd.,

Calle Estoril 1701,

Barselona,
Rferdnob
Standart Office Furniture Ltd.
Gastthy &Rtbress 12 Qate 2066

London, SW4 9HX
Great Britain

Balart Sirsn

We have read an article in “Office News” about your range of
visible record systemgfiling cabine We are interested in
introducing a modern fil yshag i ajw office.

Please send us pric of your manual and
electronic data procesSi system ug¥ing your price f.o.b.
London if possible. We are particularly interested in type TW37, so
we would be grateful if you would enclose more detailed
information about this particular model.

We look forward to hearing from you soon.

Youurspiartidollary clause

J sitypdhrigurez,
Office Manager




"
Heddamyamietieviaead

KomMnaHun ncnonb3ayoT

NoYTOBYIO Oymary C
HaneyaTtaHHbIM Ha HeW
CBOUM afpECOM.



»
Llanka nncbma

ICF LTD

International Conferences and Fairs
Am Hofgarten 953113 Berlin Germany
Tel.: +49 228 3011725 Fax: +49 228 3011755
e-mail: icf@berlin.com

Ha3BdhBeCcAMpPEIBY GTNRAEMTENA
Theofilbpostabapdiess

HOWeptachedobarshatale phnpec faxe ierpoaiHon
NOYTbl



B agpece oTnpaBuTensa MoXeT cogepXxaTbcs UH(popmaLua o Tune
KOMMNaHuu

iy B, Ltg. {acTHas KOMNaHuA C
orpaHN4YeHHOW
OTBETCTBEHHOCTbLIO (private

F% limited company; Incorporated),
Am. Inc.  ybK akUMM HeQOCTYNHbI ANS
BblNycKa Ha cBOOOAHbIN PbIHOK



B agpece oTnpaBuTensa coaepxumTcs MH(pOpMaLIMFl O TUne KoMnaHmnmn

Public limited company oTkpbITOE
aKuMoHepHoe obLecTBO (KoMMaHusl),

PLC aKUMN KOTOPOro HaxoOaTcs B
OTKPbITOW npoaake Ha poHO0BOU
bupxe
% joint stock company (akunoHepHas
Jsc KOMMaHuSA, akuMOHepHOEe 00LECTBO)

P% joint stock corporation (akumoHepHas
| Kopnopauusi)



" NS

[To cnocoby odbopmneHns aenosblie
nMcbMa OensiTcs:

oo i Full Block style

4255 Wesx Touhy Avenue ¢ Lincolirvood (Chicage} llinois 60646-1975 « USA
Phone: 7086795500 » Telex: TWX 910 223 0736 (PATGROUP LCWD)
FAX 708/679-2494 {Main Nurober) » 7084675-637% (Customer ServieesOrder Deparement/Acccunting only)

(4
ey e B HarmmMCaHHbIE «B Kpan»
3 — 4 cTpoKkmn
Mr. Oscar Hamlin
Rightway Printers, Inc.
667 Oakton Road
Chicago, Illinois 60646

2 CTpOKM .
2 CTpOKVIDear Mr. Hamlin: ) Bce D'O OﬂHOM CTpOLIKM r“/ICbMa
B Sl i T o pleased it EGDY. 550 BMJOTHYO NMPUABUHYTHLI K JIEBOMY MOJHO,

we have accepted your bid and will be sending
you copyboards by May 15.

We would like the job completed by June 25 as
we have very tight deadlines to meet on this
project.

’ | _ * HET OTCTYNOB B Ha4dane ab3aua
look forward to working with you on this

book and others in the future. Your reputation
among your clients for fast; reliable service
is outstanding.

2 CTpOKM

Sincerely,
4 cTpoKn

Bruce C. Kaplan
Production Editor

2 CTPOKM

/s




[To cnocoby odbopmneHns aenosblie
nMcbMa OensiTcs:

BOOZ ALLEN & HAMIITON INC.

THREE FIRST NATIONAL PLAZA - CHICAGO, JLLINOIS 60602 - TELEPHONE (323461900 - TELEX . 25-3312

2 CTPOKM
2 CTPOKM

Ms. Karolyn Carter
Vice President, Marketing
445 South Fandell Avenue
Oak Park, IL 60302

Dear Ms. Carter:

Thank you for agreeing to participate in our
seminar, '""Strategic Market Planning for the
Year 2000 and Beyond.'" We have received a
gratifying response from over thirty industry
leaders so far.

As we discussed over the telephone on
Wednesday, we would like you to focus on
internaticnal food sales to the new European
Common Market. 1In particular, we would like
you to address the issues of price supports,
cash crops, and government subsidies and their
effect on food production in the next decade.

We are very pleased you will be joining us in
Geneva on October 24 to 30. You will receive
detailed conference information in August.

2 CTPOKM

4 CTpOKM

Arthur E. Rivera
Program Manager

AER/ts 2 CTPOKM

Block style

HanncaHHble «B Kpan»

« bopmyna npowaHnsa 1 Noanuchb
BblpaBHUBAKOTCA crpaBa Mo garte

* HET OTCTYNOB B Ha4dane ab3aua



" NS
[To cnocoby odbopmneHns aenosblie
nMcbMa OensiTcs:

Semiblock nnm

Indented style
«C BTA>XKKaMi»

Btr(l)qsell st i

Realloes (32]4929660

2 CTPOKM
Mr. Qliver Chiang
Western Security Systems
4924 N reh l wndale
2 Crpole S * LWWanka Ha bnaHke mpmbl pacnonaraetcs

Dear Mr. Chiang:

nnbo No UeHTpy, Nnbo y NpaBoro Kpas nncTa;

2 CTpOKM Thank you for your Sept mber 28 lette
outlining your time and cost to install an

outside security system on our company grounds.

:izrwzrggzs:iezzzz istﬁe)lrl o hgg mtu’dbs:Eurity ¢ L'IaTa paC:I-IC)'rlal-aeT(:ﬂ CnpaBa

layout.,

Qb T ristets o Mrsiey oetor 6. e * OTCTYMbI B Ha4ane ab3ales

should ha a decision f yo within the next

LWo W ks Th nk you fo ubmitting yo

proposal 50 pramptls. * bopmyna npowaHns 1 Noanuchb
2 CTpOKmM
4 cTpok BbIPaBHMBAETCH M0 NPaBoMy Kpato

2 CTPOKM

ACK:wr




BUADbI
OEJ1IOBbIX
[MACEM




"
0 Adjustment letter

[TncbMoO-0TBET Ha
peknamMauuio (npeTeH3unto)

Q Claim (complaint) letter
[Tncbmo-npeTeH3us,
peknamaums

@ Collection letter

[Tucbmo ¢ npegnoxeHuem o
noraweHnu 3ag0MKEeHHOCTH



@ Credit letter
AKKpeauTuB,

AKKpeOuUTUBHOE NMNCbMO
0 Inquiry (enquiry) letters
[Tncbmo-3anpoc

@ Reply to inquiry letter
(request letter)
OTBeT Ha NUCbMO-3anpoc



Refusal letter
I'MTucbmMo-0TKa3

0 Sales letter

PeknamHoe nucbLmMo

0 Transmittal letter
[lpenpoBOoAnUTENIbHOE NNCbLMO



'_
@ Letter of confirmation
[Tucbmo-noarBepXxaeHue

@ Follow-up letter
lMTucbmo-HanoMmHaHue

Goodwill or Public Relations letter

@ [lucbmo, nogaepxuBaroLLee
UMUOXK KOMNaHUW




'_
@ Order letter

NMucbmo-3aKa3s

@ Order cancellation letter
[lncbmo-oTMeHa 3aka3sa




