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Types of  official corresponde%

Diplomatic — official commuaication
institutions of interstate or fo
diplomati

Adminigfrative — off1Cia
authorities  (authorities, ~governing &
providers (institutions, enterprises, orge
their structural
Business (commercial) — semi-officia

firms, institutions
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/ Classification of letters
All business letters either by function
divided into two groups:

letters that require a response. These include:

o~ ‘i.. =R 9 - the letter of request;
g - letter addressed;
X "*a T E - letter of offer;
o S E\?; - the letter requests;
" qi— .
= Q Qetter requirements.
! = Q\ q







The structure entails the following business letters:

Regulated - fit for a particular sample set.
Unregulated - contain the author's text and composed in a free form, do
not have a standard form.

The number of recipients

Standard - sent to one address on behalf of another correspondent.
Circular - sent a number of institutions (such as the administering
institution to its structural divisions (several locations)).

Collective - sent to the same address, but the writing on behalf of
several correspondents.

The form of sending business letters can be:
Envelopes - sent by mail in an envelope (mailing).

E - sent electronically to the e-mail (e-mail).
Fax - sent by fax (fax message).



