Pasnnuma mexay
Ae/10BbIM U JINYHDBIM
MMCbMOM

MoaroToBMNa yumTeb aHIrIMMCKOro si3blka MMMHa3umn «AMUTpoB» TKayeBa
Jlloammnna BanepueBHa




O60ocHOBaHME BbIbOpa TEMBI

MIMes 10CTAaTOYHO 60/1bLLIOM OMbIT PaboTbl C KOPPECMOHAEHLMEN HA aHT IMMCKOM
A3blKe, M MOAroTaB/IMBAsA YYEHMKOB MO JIMYHOMY MUCbMY, MPULLIA K BbIBOAY, YTO
3TU J1Ba TMMNA MMCEM UMEIOT MHOIO OBGLLIEr0 U MHOIO OT/IMYMMI.

M MHe CTasio MHTEPECHO pa306paTtb 3TU O6LLME M PA3/IMYHbIE MOMEHTHI.

BO3MOKHO, MMeS NOJIHYIO KapTMHY Nepes r/1asamu, NONYUYUTCS HAMTU HaUAYYLLMM
MyTb 06YyYEHUS HaLLUMX BOCMIMTAHHMKOB JIMYHOMY MUCbMY, HO TaK YTOGbl OHM B

AaJIbHEMLLEM CMOT/IM OCTATOYHO BbICTPO M MAKCUMAaJIbHO KOMGOPTHO NEPENTU K
HaNMCaHUIO AEe/I0BOM KOPPECMOHAEHLMM.

Beab 370 04eHb BaxkHO ANA uX 6yaylien npodeccumn 1 yCcrnelHoM Kapbepbi.




CTpyKTypa nMcemMm oboux TUNoB

CYLLLeCTBYET AOCTAaTOYHO 60/1bLLOE KO/IMYECTBO BUJOB MMCEM. ITO
~ W NUCbMO 3anpoc,

~ W NUCbMO 3aKa3

~ W NUCbMO Mpe3eHTaLms,

~ W NUCbMO NMpPEeTEH3MS

= U NMUCbMO peKJlaMa

ITOT CMMUCOK MOXKHO MPOJOo/IKaTb 6ECKOHEYHO. M KarKJ0€e M3 3TUX NMUCEM MOXKET
6biTb KaK JIMYHOE, TaK M BU3HEC




CTpyKTypa nmMcbmMa (6msHec

1 A subject heading helps
to focus the reader’s
attention.

[

Ce: send a copy to
someonc. Beer send a
‘blind capy’ (other people
can't see that this person
has also received a copy).
Attached: send a file with
the message.

The writer’s and
addressee’s references

(%)

4 The addressee’s name and
address 1s on the left.
There is no puncroation at
the end of the lines.

wn

The date is usually on the
right.
6 Dear Sir or Madam to a
company or when you do
not know the addressee’s
name.
Paragraphs starr at the
margin. Line space or hall
line space between cach
paragraph.
Letters and emails often have |
three parts:

8 An opening, which says

why you are writing.

9 The main message, which

gives the details.

1C

‘The close, which usually
talks about the future.

11 Dear Sir or Madam cnds
Yours faithfully. Dear
(name) ends Yours
simcerely or Best wishes
(AE Best regards).

12 The writer’s name, title
and/or department are at
the end.

e e
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in Bahrain

oo | B |

>
To: Takayuki Aoyama <raoyama@interfon.co.jp
Anz:n Eleceronics <arabianelectronics@batelco.com.bh>

1r

From:
Subject: Agents in Bahrain (1]
e
Bee: ] [2] i
Actached: 8

Dear Mr Aoyama ®

@ Eastern Banl has forwarded your email of 8 February to us. e

telephones and we would like to receive
ducts and your preferred terms. Pleasc
logue are still correct? ©

We are interested in importing radio
some more information about your pro:
could you confirm that the prices in your catai

We look forward to hearing from you. L]
Yours sincerely @

K Al Jalahma @&

Managing Director,Arabian Electronics
PO Box 26180

Manama, Bahrain

Tel +973 17887456
Fax +973 17887435

m' Intercity Bank plc

Intercity Bank plc

Jalan Thamin 58

Jakarta 11196

Indonesia

Tel 021 6376008

Fax 021 6376733
wwav.intercitybank.com/indonesia

Your ref: ®
Our ref: JL/fh/246

Mr S. Basuki €@
Jakarta Furnishings
Jalan Arjuna 7

Jakarta 11190 ® 30 May 2006

Dear Mr Basuki @
Order 2789 @

for some office furniture. &

Unfortunately, we have not yet received the filing cabinets which were a part of this
order. We would be grateful if you could deliver these as soon as paossible or refund
our money. @

We look forward to hearing from you. 0
Yours sincerely i

,—'l‘j';mfr‘ll" /’10:‘9

Ms Jennifer Long @

Manager

@ | am writing in connection with your letter of 24 February concerning the above order




CTpyKTypa nucbma (IMYHOE)

Agpec

Aata
obpauweHne

bnaroaapvm 3a nucbmo

OCHOBHaA yacTb

MOABOAMM K 33BEPLIEHUID

3aseplanilas ¢pa3a
Bawe uma




KaK npaBu/IbHO 3anoJ/IHATb ajpeca

-~ MMA yenoBeKa, KOTOpOMY npeAHa3Ha4YeHo NMMCbMO

- OpraHusaumsa (ecsm nMcbMo MMeET Lenbtlo AesI0Boe 00LeHME)
- Homep goma, HasBaHMWE yuLbl, HOMEP KBApTMPbI

- HasaHue ropoga (4 wrat - ana CLUA)

~  [lo4YTOBbIM MHAEKC

- Ha3BaHWe cTpaHbl

311 npaBuna aenctemtenbHbl ana CoeamHeHHoro Koponesctsa m CLLUA. U oHu
TaKXe AEeNUCTBMTE IbHbI M AJ19 MMCEM 060MX TUMOB




CTpyKTypa Tesa NnMcbmMa

Dear ...
- [lpBeTcTBME 1 An opening
-~ Tema nucbma (busHec KoppecnoHAeHUMA) This Says Why you are W”tmg-
~ Bctynnenue (MpnymHa, No KOTOPOM Bbl 2 The main message
- Mnwere) This gives the details.
- Tesno n1cbma
3 The close
~ 3aKkn4deHue (34eCb NPUHATO rOBOPUTL ; ,
This usually talks about the future.
O 6yaywmx naaHax
~  MpoLaHme Yours faithfully/sincerely, etc.




[lpuBeTCTBME

~ Dear Sir or Madam - Yours faithfully
~ Dear Mr/Ms/Mrs/Miss/Brown - Yours sincerely

~ Dear Olga - Best wishes.




Tema NMcbmMma

- Order 1214




BcTtynneHne (busHec, nMYHOE)

With reference to ...
Further 1O .-

| am writing In €
With regard to ---

onnection with ...

Thank you for your email/letter/fax/call of (date)
We have received your email/letter/fax/call of (date)

asking if ...
enquiring about ...
enclosing ...
concerning ...

Sorry for keeping silence.




3aKto4eHue (bmnsHec, IMYHoe)

Please give my regards to Diana Smith.

Please pass on my best wishes to Mr Lund. | hope that he has now recovered
from the flu.

| look forward to seeing you again next time | am in Taipei.
If you are ever in London, please give me a ring or stop by my office.




OcHOBHag8 4YacTb NMUCbMa

bad news
regret teIIV
We/I g to inform you that ...
are/am sorry .
advise
We regret that ...

Unfortunately, we have not yet received the filing cabinets.




OCHOBHa8 4acTb NMMUCbMa

.
el them 800

| should like to remind you that ...
| hope that it is not necessary to remind you that ...

Unless ...,

If ... (not) ... . we will be forced to ...




OcHOBHag 4acTb

Please accept our apologies once again.
We hope that this has not caused you any inconvenience.
With apologies once again, ...




HedopMasibHbIM CTUIb

{ I would be gratefy if yoy could tell me you

I'Prices. 7
IS More forma] than:




HedopmanbHbIK CTHb

| regret to advise you that our prices have increased.

sounds more formal than:

| am sorry to say that our prices have gone up.

In the same way:

We have not yet received your invoice.

sounds more formal than:

We have not yet got your bill




BbibMpaem TOH NMCbMa

Do you know the person you are writing to”

— 1

No. es, but not very well Yes, quite well. | can be
l ¢ quite relaxed with him/her.
Use a personal,

A formal style is the safest. semi-formal style. Use an informal style.




BbibMpaem cxemy nmcbma

® Dear ... ¢ Degr...

* Open the message. Thank them for * Open the message. Say why you are
their letter. writing and who gave you their

e Say what you have done. Give the address.
information. * Say what you want to do.

* Close the message. * Ask them to help.

v Yours ... * Close the message.

* Give your name and title. * Yours ...

* Giive your name and title.




Cnacubo 3a BHMMaHMe




