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[Ipenuciosue

JlanHO€ mocoOue IpeaHa3HAYeHO IS CTYACHTOB HES3bIKOBBIX BY30B.
DopMUPOBAHHUE HABBIKOB JIEJIOBOW MEPENUCKH — BaXKHEUIIAs 3ajaya B
mporiecce  OOydeHHMS  MHOCTPAHHOMY  SI3BIKY  CTYIEHTOB  BCEX
crieruajgbHOCTe. B BEK BBICOKMX TEXHOJOTHH, Korja 3¢ QeKkTuBHas
KOMMYHHUKAIYS SIBISCTCS 3JI0TOM YCIEXa, COBPEMEHHOMY CIIEIIUATUCTY
HEOOXOJMMO YMEHHE BECTH JeJIOBYIO Iepenmcky. llemp mocobumst —
MO3HAKOMUTh CTYJIEHTOB C 0Opa3laMH JICJIOBBIX MUCEM HA aHTJIMMCKOM
s3bIKE B C(hOPMHUPOBATH HABBIKHU JCIOBOM TIEPCIIHCKH.

[Tocobue MoXxeT ObITh HCIOJIB30BAHO B Kypce «JlesoBoil aHTIIMICKUI,
a Takxke 1A cnenkypca «OCHOBBI JENOBOM MEPENUCKH» B PaMKax
KYpPCOB «AHTTMACKHAM JIJIs CIICHAIBHBIX Menei», paccantano Ha 20-30
ayIUTOPHBIX YacOB (TBOPUYECKHE 3aJaHUsl MOTYT OBbITh BBIHECEHBI Ha
CaMOCTOSITEIIbHYIO padorty, 4TO MTO3BOJIAET YMEHBIINUTh
MPOJOJKATEIIBHOCTh Kypca).

BBoaubiii maparpad gaetr mnpencrtaBieHne 00 0OIIEH CTPYKType
JeJIOBOro  nucbMa, 00 OQUIMAILHOM CTHJIE M OCOOCHHOCTSX
odopMIICHHUS JIETTOBBIX THUCEM M IMYyHKTyalluu. B mocoOue BKIIOUYEHBI
HanOoJIee pacIpOCTPAHEHHBIE BUJIBI JIEJIOBBIX MUCEM. B Kaxmoil riase
JaHbl. TIPUMEPHI JICJIOBBIX THCEM, OOIIWN IJIaH CTPYKTYpPhl MUCbMa U
BBIPQKCHUSA-KIIUIIIE, KOTOPBhIE MOTYT OBITh HCHOJIb30BAaHBI IS
HAMNKWCaHWs THUCbMAa JAHHOTO TUHa. B Kaxablid pa3fienn BKIIOYECHBI
yIpaXHEHUS Ha OTPA0OTKY CTPYKTYphI NMUChMa, 3aKpETUICHUE JICKCUKH,
Ha TIEPEBOJI, W 3aBepIIaeT TJIaBy TBOPUECKOE 3ajJaHUE Ha HaIHMCaHUE
nucbMa. [logoOHas cuctemMa ynpakHEHUN MO3BOJISIET MOCIEA0BATEIBHO
GbopMUpOBaTh HABBIKU JETOBOM TEPETTUCKH.



Kak Hanucarthb JeJ10B0€ IIMCbMO

JlenoBas mepenucka — 3To KU K ycrexy B npodeccuoHanbHoM chepe,
cnoco0 ToAJIepX aHWig W  YKpEIUIeHUsT KOHTakToB. [IpaBuiibHO
HAllMCAaHHOE€  TMCbMO  SIBIAETCS  3aJ]0TOM  JIPY)KECKUX |
podeCcCHOHANbHBIX OTHOLICHUH.

JlenoBoe MHUCHbMO YETKO M MPOCTO OPraHU30BaHO. AJpPEC MOIydaTens,
KaK MPaBUJI0, pacloiaraeTcsl B MpaBOM BepXHeEM yriry. B amepukaHckoM
aHTJIMICKOM HaJl aJpecoM yKa3bIBaeTcd UMsl ajpecara (CM. HpUMEpP Ha
cTp. 6 1m.1), B OpUTaHCKOM BapuaHTE aHTJIMHCKOTO SI3bIKAa QApEC aeTCs
0e3 umMeHu mnosyuarensd. [lopsnok HamucaHusi agpeca CIeAYHOUIUN:
yiauia, Tropod, wuHIaekc, crtpaHa. Homep goma B CIIA wu
BenukoOpuTaHuy yKa3bIBaeTCsl TIEpe] HAa3BaHUEM YIHUIIBI, XOTA B
MEXIYHapOJHON TMEPEenucKe B PAJNE EBPONEHCKUX CTpaH BIIOJHE
YMECTHO yKa3aThb HOMEp J0Ma MOCIIE Ha3BAHUSA YIIULIBI.

ITox ampecom mminercss nara. ECTh HECKOJIBKO BapHAHTOB HAIMCAHHS
natel March 13, 2008 u 13 March 2008. IlpeanmodrurenbHee MecCSI]
UcaTh MPOMKMCHI0 BO M30€KaHUE HEIMOHUMAHUA, T.K. B aMEPUKAHCKOM
aarmuiickom 03/05/2009 o3nagaer March 05, 2009, a B OpuTanckom
anrnuiickom — 3 May 2009.

Jlanee ¢ kpacHOM CTPOKH cjieBa CieayeT oOpaileHue (CM. Mpumep Ha
ctp. 6 1.3). Ha nucsMe oOpariieHne MOKET BBIISTIATHCS 3aIsSTOH.

Dear Mr Smith,

Dear Mr Smith

Ecau BBI 3HAaeTe UMs agpecara, TO 00paIraeTech Mo HMEHH.

Dear Mr Jones

Dear Ms Jones

Dear Dr /Professor Jones

ITpu obpamieHnn K >KSHIMHE TPEANOUYTHTEIbHEE UCIOJIb30BaTh (hopMy
Ms, a He Mrs maum Miss, T.x. B npodeccHoHaNbHOU cdepe cemeitHoe
MOJIOKCHUE 3HAYCHHUS HE HMEET, O0ojiee TOro, €CIM BBl HE 3HAETE
3aMy’KeM ajJipecaT WM HET, TO HEBOJIBHO MOXeTe oOuJIeTh ueioBeka. B
HAayKe W MEAMWIIMHE TPHHATO OOpaIleHHWe ¢ YyKa3aHWue 3aHHMacMOM
YEeJI0BEKOM JIOJPKHOCTBIO M 3BaHHEM (CM. mpuMep Ha cTp. 6 n.3). Ecuu
BBl HE 3HAeTe HMEHHU 4YeJIOBEKa, TO Hauboyiee paclpoCTpaHEHHO
oOpailieHue



Dear Sir/Madam

Hwxe madsl 1pyrue BO3MOKHBIE BUIBI 00paIieHUN
Dear Sir

Dear Madam

Dear Sirs (BrE)

Dear Gentlemen (AmE)

TpanuuroHHO OCHOBHAs YacTh MUChbMa pasjelieHa Ha ab3anbl. [lepBoe
NpEUIOKEHUE KaXJIoro ad3ala pacKpbIBa€T €ro OCHOBHYIO TeMy. B
BBOJIHOM a03al1le aJpecaHT MPeACTaBIseTCa U 0003HAayYaeT 11edb CBOETO
nrichMa (CM. mpumep Ha cTp. 6 m.4). /lamee B OCHOBHOM YaCTH MHUCHMa,
KOTOpasi MOXKET COCTOATh U3 1-3 ab3aneB, aipecaHT YTOYHACT MPUUUHY
HaMMCcaHus mNuchbMa (MPEAOCTABISAET 3ampaliruBaeMyro HHOOpPMAIIUIO,
3a/laeT YTOYHSIONIME BOIMPOCHI, oOOpamaeTcs ¢ MpocrOor u/ wiH
MPEUIOKEHUAMH, TIPEABSIBISIET IpeTeH3UI0 U Ap.). [locnennuit ad3a —
TO 3aBEPIICHHE TMHChMA, B BEXKIWBOW (opMe BBIpAKAIOIINE
0JIar0TApHOCTh 32 OKAa3aHHYIO YCIyTy/ HaJASXKIy Ha COTPYIHUYECTBO/

COJICHCTBHE B PCIICHUH BO3HUKIICH MPOOJIEMBbI (CM. IpuUMEp Ha CTp. 6
.6).

B 3akmiodeHMHM pycCKOMY - KIMIIE C Yy8adceHuem COOTBETCTBYET
HECKOJIBKO KJIMIIE B AHTJIMACKOM SI3BIKE

Yours sincerely,

Yours faithfully,

Sincerely,

Sincerely yours,

Truly yours,

B OpuTaHCKOM BapuaHTE AaHIJIMHCKOTO SI3bIKa, €CIM Bbl 3HAETE WM
anpecata W HauumHaeTe nmucbMmo Dear Mr Smith, To B xonie ciemyer
Yours sincerely. Eciau nMs noirydarteiiss HSM3BECTHO U BbI IuiuTe Dear
Sir/Madam, To B korre mucbma — Yours faithfully.

B aMepukaHCkOM BapuaHTE aHTJIMHCKOTO SI3bIKa MUCHMO, KaK MPaBuUIIo,
3akaHumBacTcs Sincerely yours wam Sincerely (cm. mpumep Ha cTp. 6
n.7). B ciyuae, ecnu mepenucka HOCUT HEO(PUIMAIBHBIN XapakTep,
agpecar W aJpecaHT XOpOIIO 3HAKT JPyr JApyra, MUCbMO MOXHO
3akoHUnTh Qpazorr Truly yours. Hmxke ciaeayeT mOANHCH C
00s13aTeNbHOM ee paciM(pPOBKON U yKa3aHHEM JOJDKHOCTH aJipecaHTa
(cMm. mpuMep Ha cTp. 6 1.8).



[Tpumep

Dr. John Hull

Carlyle Suites Hotel

1731 New Hampshire Avenue,
NW

Washington, DC 20007

March 13, 2008

Dear Dr. John Hull,

On behalf of the Office of International Visitors of the U.S. Department
of State and the World Learning Visitor Exchange Program, we would
like to welcome you to the United States and to the International
Visitor Exchange Program. We hope your travel went smoothly and
was enjoyable.

Enclosed in this folder please find the itinerary for your visit to
Washington, tourist information, and other materials pertinent to your
stay. We look forward to seeing you Monday morning, March 17th at
9:30 AM at your hotel the Carlyle Suites.

During this program session, our team will discuss with you the
itinerary for your U.S. program. We will be happy to answer any
guestions you might have. If you need any assistance in the evenings or
over the weekend, please do not hesitate to contact Ms. Rebecca Evans
at (703) 299 56 28.

We are delighted to have the opportunity to work with you on your
professional program, and look forward to assisting you throughout the
rest of your stay to make your time here both professionally valuable
and personally rewarding. With best wishes,

Sincerely,

S

Ms. Kristine Smith

Program Officer



B Hactosimee BpemMss B cdepe emoBOM TEPENUCKA IPeodIaaaroT
AJIEKTPOHHBIE THCHhMA. VICKIIOUEHHE COCTaBIAIOT MUChMA, TPEOYIOIIHe
COOJIIOICHUS KOH(UICHIIUATLHOCTH (>xano0a, BBIPAKCHUE
co0OJIe3HOBaHUN u Jp.). braromaps 3JEKTPOHHOM TMOYTE JIETIOBOE
oO1ieHre crano ObICTPhIM U d(PGHEKTUBHBIM, & MHUCbMa — MPOCTHIMHU U
KpaTkumu. HeoTbemiueMon XapaKTepUCTUKOU JJIEKTPOHHOU MEPEHUCKU
ABJSACTCSA JNEMOKpAaTHU3alMs sI3bIKa M CTWIA. J[OBOJIBHO 4YacTO MOKHO
BCTPETUTH PA3IIMYHOTO POJA COKPAIIEHHS U BBIPAKEHUSI CBOWCTBEHHBIE
HeoUIMaTbHOMY CTWIO. B /1€l0BOil mepenucke MCHOIb3YITCS
CHENYIOIINE AKPOHUMBI:

BTW — by the way

FY1 — for your information

NRN — no reply necessary

ASAP — as soon as possible

AFAIK — as far as | know

Hcnonp30BaHue COKpalIeHHBIX (OPM BCIIOMOTATENIbHBIX TJIar0JIOB BCE
Yaile M 4alle BCTPEYAETCs B ACIOBOU KOppecnoHuaeHuuu. [Ipumepom
MPOHUKHOBEHUSI HEO(PUIIMATIBHOTO CTHJISI B JICJIOBYIO MEPENUCKY TaKKe
MOJKET CITY)KUTh WCIOJIb30BaHUE TAaKWUX BBIpaXKCHHH, kak Best wishes, B
3aKITIIOUUTENBHON YacTu mucbMma. OAHAKO HEOOXOAUMO MOMHUTH, YTO
JIEIOBO€ THUCHbMO CTPOUTCS B COOTBETCTBUHM C OIPEICICHHBIMU
MPaBUJIaMH M HOPMAMHU PEYEBOTO ITUKETA, WU3J0KECHHBIMUA B JTAHHOM
OoCOOHH.



1. Mpennoxenus (Promotional letter and offer)

[Tucema ¢ mpenyioKeHueM yCIyT U TOBapOB KOMITAHUHU UTPAOT BaKHYIO
poJib B YCTAaHOBJICHUU TMPOJAYKTHUBHBIX pabO4YMX OTHOIICHUM C
napTHepaMu W SBJSIOTCS  TEPBBIM  ATAallOM  BO3MOXKHOTO
corpyaaudecTBa. OCHOBHOM  II€NbIO  TaKMX IIUCEM  SBJISCTCS
peACTaBICHUE KOMITAHUHU U TIPOTYKTA.

[Ipu HanmucaHuM MHUCEM-TIPEITIOKEHUNH HEOOXOAUMO TIOMHHUTh, HYTO
Bame muceMo He MODKHO OBITH 4Yepecdyp JIMHHBIM, OJHAKo, Bhl
JNOJDKHBI  TMPENEIbHO  TMOJHO  OTpa3uTh  BCE  NPEUMYIIECTBA
npeayiaraeMoro Bamu mpoaykTa M yka3aTh Ha BO3MOKHBIC BapHaHTHI
COTPYAHUYECTBA.

C momompio muceM ((¢akcoB, COOOIIEHUM AICKTPOHHOM TMMOYTHI) O
pacrpojakax M MPOJABUKEHUU TOBapa Ha3HAYAIOT WM MOATBEPKAAIOT
BCTpEYH, OOBSBISAIOT O PaCIpoJake, MPEACTABISAIOT KIMEHTAM HOBBIX
MeHemkepoB. CaMO TIHMCBMO  SIBIISIETCS  MHCTPYMEHTOM  MPOJaKH.
3a4acTyr0 3TH MNHChbMA JACMOHCTPUPYIOT TBOPYECKHH TOAXOA K
COJIEP>KAHMIO U CTPYKTYPE.

[Tpumep 1.1

Dear Sirs,

Mr Pavlov of the Russian Trade Commission in London, informed us that you
may be interested in acting as our agent in your country.

As you will see from the enclosed catalogue, we are manufacturers of high-
quality glassware. We produce a wide selection of products from moderately
priced tableware in toughened smoked glass to ornate Scandinavian and
Japanese designed light coverings.

We already export to some European countries, and would now like to expand
into the Eastern European market, where we know there is an increasing
demand for our products.

The type of agency we are looking for will be able to cover the whole of
Russia. We are offering a 10% commission on net list prices, plus advertising
support.



This isa unique opportunity for someone to start in an expanding market and
grow with it. Therefore, if you believe you have the resources to handle a sole
agency covering the area mentioned, and feel that you can develop this market
please write to us as soon as possible.

Yours sincerely,

Nicholas Scoll
Managing Director

IInan MUCbMa-MpPECIOKCHUS MOKHO IMPEACTABHUTH B CIICAYIOIICM BU/IC.

1. CooOmute o 11eu Bamero nmucema.

[ am writing to you to introduce our company...

[ am very pleased to introduce our company...

Further to our telephone conversation | am very pleased to write you
more about our company and its products.

With reference to our telephone conversation of May 19 regarding the
educational software I am very pleased to inform you...

With reference to our telephone conversation this morning, | am
writing to confirm...

We are a company which imports tools for the industrial and do-it-
yourself markets...

2. TlepeuucnuTe OCHOBHBIE JOCTOMHCTBA, HOBIIIECTBA, IPEUMYIIECTBA
peAJIaraéMoro nNpoayKTa, yCIyrT.

This is a new reviewed edition including more than 20 new pictures.
The Waverly Hotel contains 647 newly redecorated rooms.

3. Omnpenenure CErMEeHT pbIHKA, HAa KOTOPOM BBl MPEHJIATAeTe
MPEJCTaBUTh Balll TPOIYKT.

Our customers are small entrepreneurs. ..
We are working for teens...



We suppose that our products will be of interest for young families and
people with rather low income level.

4. BpIpa3zuTe KOHKPETHOE MPEAJIOKEHUE O COTPYJIHUYECTBE: ONTOBAs
WJIM PO3HUYHAS MPOJIaka, JIMIIEH3UOHHOE COTJIalllCHUE U T. [I.

We are particularly interested in long term working relations...
We are looking for German companies to create a chain of retailers.
In fact we are interested in license agreements only.

5. BeIpazute roTOBHOCTh OTBETUTH Ha BCE BOIPOCHI, KOTOPBIE MOTYT
BO3HHUKHYTbH B IPOLIECCE OLICHKU MPOYKTA.

If there is any further information you require, please contact us.

We will be pleased to supply any further information you require.
Please do not hesitate to get in touch if you need any further
information.

[Tpumep 1.2
Dear colleagues,

We'd like to say thank you for inviting us to come and visit you in June.
It was a real privilege to meet you all and discuss how we could work
together better. From our side it was extremely useful to get your
feedback on our products and the marketing support we offer. We've
passed all your comments on to the rest of our team.

On the flash drives we gave each of you, we included links to some of
our online demos. We'd like to draw your attention to the fact that we
now have an interactive Classware demo available. You might also be
interested in our dedicated site for Business and ESP teachers. You can
also find online teaching resources to accompany many of our titles by
visiting our resources area. As discussed, please contact us if you'd be
interested in hosting or linking to any of these resources from your own
sites.

10


http://cup.msgfocus.com/c/11susAkLpifqgfTuDv

We'll be working with our Moscow representative over the next couple
of months in order to create a promotional plan for Russia, and your
feedback will form part of this. We hope to be in contact in order to let
you know how we've integrated your ideas and suggestions, and what
support we can offer.

With very best regards,

Jane Badger
Sales Manager

[Tpumep 1.3

Dear Mr Brieger

It is our great pleasure to inform you that our new product line is ready
for your inspection.

We believe that you will be delightfully surprised to see some of our
latest innovations in both concept and design and invite you to call for
an appointment to visit our display room. Our representative will be
happy to arrange a demonstration time for you at your convenience.

We will look forward to seeing you soon.

Yours sincerely,

Amelia Dove

Sales Manager

[Tpumep 1.4

Dear Sir/Madam,

Before the hot summer is upon us, we are recommending that our
customers call us to arrange to have one of our service representatives

perform a thorough and complete inspection of their air-conditioning
systems.
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Throughout our many years of experience we have learned that by
taking certain preventative measures such as correcting a minor
electrical problem, costly repairs and replacement of parts can often be
avoided. Another reason we have for suggesting this inspection at this
time is the fact that invariably it is during the hottest period of the
summer that we are inundated with service requests. When this occurs,
we are unable to provide quick service to all of our valued customers
such as yourself.

Won't you give us a call so we can ensure you of a cool
and comfortable summer?

Yours faithfully,
James Trevor

Sales Manager

Ynpaxnenue 1. PacnoyioxuTe 4acTy MucbMa B COOTBETCTBHH C
OOIICTIPUHATON CTPYKTYPOH (CM. TIaH nmuchma cTp. 9).

Dear Mr Waisell
a. We are looking forward to hearing from you.

b. We have enclosed our brochure which consists of various programs
which will generate funds for your school while exposing your students
to the experience of selling products.

c..l'am writing to you to introduce our company “New Ways”. Our firm
supplies products and programs which are designed primarily for
schools.

d. If you are interested in having your students participate in any of our

programs, please contact us so that we can make the necessary
arrangements.

12



e. These programs have been successfully tested in both public and
private schools throughout the country. Our magazine subscription
program has been implemented in over 1000 schools. We have
discovered that campaigns carried out in the early fall and in the spring
have a somewhat stronger success ration than others.

Yours faithfully,

Jack Mason
Sales Manager

anamHeHI/Ie 2. CocTaBbTe IMPpCIAIOKCHUA.

1. pleased / introduce / software / cooperation / company / to / products /
and / our / possible / 1 / you / for / am / very [ its.

2. from /1 / interested / that / learned / you / the / in / Business Weekly/

representing / are / United States / Russian/ in / companies / the.

3. recommended / have / your / been / by / firm / You / and / John Tyler

of Fore, Inc.

4. within / schedule / the / next / contact / you /to / will /an / 1/ 10 days
/ appointment.

5. like / expand / into / to / would / the / We / Middle Eastern Market.

Ynpaxuenue 3. IlepeBeaure nmpumep 1.3. Ha pycCKHil SA3BIK.

Ynpaxuenue 4. [lepeBenure NucbMoO Ha aHTIIUNCKUHN A3bIK.
VYBaxaembliii Anekcen!

B npoposkeHre Hallero pasroBopa, s paj CooOIUTh, YTO HAI LIEHTP
roTOB NpoBecTH i Bamieir pupmbl TEXHUUECKUH TPEHUHT. DTOT
TPEHUHT MOXET CITYKUTh 3aMEHON KOPIOpaTHBHOTO TpeHuHTa VOoice
Ignite. Y Bac OyaeT BO3MOKHOCTD MOJIYYUTh TEXHUYCCKHUE 3HAHUS, HE
BbIE3Kas B [ epmanuro.

MBI TOTOBBI OpraHMU30BaThb IJIA Bac ABa BUJa TPCHUHI'OB!

1) TexHuueckuil TpeHUHT Ha 4 AHS. PekoMeHayeMoe KOJIMYeCTBO
YYaCTHUKOB — 4-5 4enoBek.
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2) OHOTHEBHBIA TPSHUHT JIJISI MEHEIKEPOB TI0 MTPOIakaM
(memoHcTpalus IPOAYKTOB, KIIFOUEBBIE OCOOEHHOCTH).
PexomeHyemoe KomuecTBO y4acTHUKOB 10-20 yenoBexk.

Mpg1 6ynem paasl cotpyaanuath ¢ Bamu. [Toxanyiicta, naiite Ham
3HaTh, eciu BaMm norpedyercs nonoaHuTeIbHas nHGOpMalus.

C yBaxXeHHEM,
CoxkonoB Ojier

Ympaxuenue 5. Bel  pabGotaete B dupMe, 3aHUMAIOIICHCS
U3TOTOBJICHUEM  pEKJIAMHOW  TpoayKuuu. Hamummre  nmchMo,
npejacTapisAtomee Bamry KoMImaHwio. YKaXWTe Ha MPEUMYIIECTBa
Ballled TMPOAYKIMU ¢  MPEIJOKHUTE BBITOAHBIC  YCIOBHUS IS
COTpYAHUYECTBA.

14



2. 3ampoc (Enquiry)

Kak u OOJBIIMHCTBO JIEJIOBBIX MUCEM, MUCHbMa-3alpoChl JOJKHBI OBIThH
OPOCTBIMU U KOPOTKMMH. OTIIpaBUTENb MHUChbMAa HAYMHAET IMHCHBMO C
KPAaTKOIr'0 MPEICTABIEHUS €ro KOMIIAHMM M MOXET JIaThb CChUIKY Ha
UCTOYHUK, U3 KOTOPOTO TMOJYy4YWsd HUHPOpMAIUIO O TMPOAYKTE U
KOMIIAHWH MOCTABIIUKA.

[loTeHUHANIBHBIA  MNOKYINATEAh  YE€TKO W SICHO  3alpaliyiBacT
HEeoOXoaumMyto emy uHdOpMaIuioo (KaTtajor MPOAYKIUH, PEKIAMHBIC
00pas3Iibl, JOMOJHUTEIbHYI0 HHGOPMAIKIO O TOBAPE U yCIyraX, YCIOBHUS
MOJYYEHUSI CKUIO0K, BO3MOXXHOCTh JIOCTABKH U T.1.).

B 3akiroueHne muchbMa KenaTelibHO BhICKA3aTh HAMEPEHUE Pa3MECTUTh
3aKa3 ¥ BBIPA3UTh HAJICKY Ha JallbHENIIEE COTPYIHUYECTRO.

[Tpumep 2.1
Dear Sirs,

We are a large book store in the centre of St. Petersburg and would like
to know more about the audio books you advertised in this month’s
edition of “Cool English”.

Could you tell us if the CD books are leading brand names, or made by
small independent companies? Are there MP3 books available? It would
be helpful if you could send us some samples and if they are of the
standard we require, we will place a substantial order. We would also
like to know:if you are offering any trade discounts.

We look forward to hearing from you.

Yours faithfully,
Paul Smirnov

[Tucbpma-3anpocsl 0QOPMIISIOTCS B COOTBETCTBUM CO CIEAYIOITUM
TUTAHOM.
1. JlaiiTe cChUIKY Ha UCTOYHUK WH(POpMaIu 00 aapecare.

With reference to your advertisement (ad) in...
Regarding your advertisement (ad) in ...
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You were recommended to us by...
We were advised by...

2. IIpencraBbTe ceOs U CBOIO KOMIIAHUIO (JaHHAsI HHPOpMALIHS MOXKET
OBITH BKJIIOUCHA B MEPBBIA ab3al] BMECTE CO CChUIKON Ha UCTOYHHK
uHdopManum).

| am writing on behalf of our principals in Italy.
We are one of the main producers of ...

Our company is a subsidiary of ...

We specialize in ...

3. O003HaubTE CBOM MHTEPEC U CHOPMYIUPYITE HENH MTUCHMA.

[ am writing to inquire about ...
[ am writing to request more information on...
I would like to know more about...

4. O0bsicHuTe, 4TO OBl BBI XOTEIW MOMYUYHUTH OT ajpecara.

Would (Could) you please send me your current price-list?

Would you please provide us with your latest catalog?

Could you tell me whether...

We would appreciate it if...

Would you be kind enough to supply the information requested below.
Does your company provide an extended warranty (American English)/
a guarantee (British English)?

Can you please detail what guarantee you offer.

5. 3aKOHUYMTE MMUCHhMO CTaHIApPTHOM BEKIMBOM (hpa3oii.
| would appreciate a prompt reply.
Thank you for your (anticipated) cooperation in this matter.

Please call me back at your earliest convenience.
| (will) look forward to hearing from you/ your early response.
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[Tpumep 2.2
Dear Mr Gayle

Our firm, KellySearch, is interested in opening an account with your
establishment. We carry an extensive line of computer hardware and
software and service the greater part of Central Arizona.

We were impressed by the selection of tools displayed on your stand at
this year’s New York Exhibition. Would you please provide us with a
current catalog, price list, information regarding your billing procedures
and a credit application?

We would be grateful if you could reply at your earliest convenience.

Sincerely,
Mr Crane

[Tpumep 2.3
Dear Ms. Julia Evans

Our firm manufactures Panta Cola. We are interested in investigating the
possibility of national advertising.

We would be very appreciative if you would provide us with your rates
and any demaographic information you may have on potential users for
our products which we feel primarily fall into the following category:

sex and marital status;
age range;
ethnicity.

Thank you for your prompt attention to our request. We will be looking
forward to hearing from you.

Yours sincerely,
Mr Conor Dunlop
Managing Director
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[Tpumep 2.4
Dear Sir/Madam

We are a chain of retailers based in Edinburgh and are looking for a
manufacturer who can supply us with a wide range of polo-necked
jumpers for the If these conditions interest you, and you can meet orders
of over 700 garments at one time, please send us your current catalogue
and price list.

We hope to hear from you soon.

Yours faithfully,
James Morris
Director

VYnpaxnenue 1. Pacnoyioxute 4acTy NMcbMa B COOTBETCTBHHU C
OOIICTIPUHATON CTPYKTYPOH (CM. TUTaH nuchMa cTp. 15).

Dear Mr Lilley

a. Since the IRIC Pen allows us to scan small graphics including logos,
signatures and hand-written notes, and connects to the computer’s USB
port without the need for an external power supply, it is an ideal solution
for us.

b. We look forward to hearing form you.
c. Of course, we will be glad to provide the usual credit and trade
references if we decide to order from your company.

d. When we attended the International Electronics Trade Fair in Dubai
last month, we visited your stand and saw a very interesting
demonstration of your text recognition pen scanner IRIC Pen.

e. Would you please send us your current sales literature and price list?

Yours sincerely,
James Fox
Sales Director
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Yopaxnenue 2. CocTaBbTe NPEITTIOKEHUS.

1. let/ you/ you/ cash discounts/ us/ know/ if/ Could/ allow ?

2. the/ the/ is/ we/ you/ satisfactory/ If/ place/ further/ product/ will/
orders/ with/ in/ future.

3. if/ could/ We/ you/ send/ appreciate/ samples/ would/ material/ some/
the/ of.

4. catalog/ please/ price list/ and/ for/ Could/ exhibition stands/ you/
your/ send/ current ?

5. grateful/ an/ We/ for/ early/ be/ would/ reply.

VYupaxuenue 3. [lepeBenure npumep 2.2 Ha pyCCKUIA SI3bIK.
Yaopaxuenue 4. [Ilepepenure NMCbMO Ha aHTJIMHUCKUAM SI3BIK.
YBakaemblil I-H J[[7)KOHC,

Ham kosiex roTOBUT CIIEIUAIMCTOB IO CHEUAIBHOCTH «CepBUC U
TYpPU3M», TIO3TOMY MbI 3aMHTEPECOBAHBI B IMMOKYIIKE YU4EOHOU
JIATEPATYPHI HA aHTJIMMCKOM SI3bIKE IS CIIEUAIBHBIX LEJIEU K HaYaIly
y4eOHOT 0 roja.

bynem npusHaTenbHbl, €CJIM Bbl BBIIIUINTE KATAJIOT U Ipanuc-aucT. Mbl
TAK)KE€ XOTHUM 3HAaTh, KAKME CKUIKHU BbI ITPEIOCTABISECTE U €CTh JIU Y Bac
JocTaBKa?

C HeTeprieHUuEM KIEM OTBETA.

C yBaxeHueM,
BacunbeB Anekcern Bnagnmuposuy

Ynpaxuenue 5. Hanummre nucbmo-3amnpoc.
Bbl xoTenu Obl MpUOOPECTH KOMITBIOTEP, TOMHTEPECYUTECH, KAKHUE

MOACIHN €CThb B HAJIMYNU U ITOIIPOCUTC BBICIIATH HpaﬁC-HHCT. A Taxxke
YTOYHHUTC, CCTh JIK JOCTABKAd U KAKOB CPOK I'apaHTHH.
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3. OTBet Ha 3anpoc (Reply)

OTBeT Ha MHUCHMO-3aIPOC, KaK M JIF0OOE J1eJI0OBOE MUCHMO, CJIEAYET
HaYMHATh C OpuBeTcTBUA. [loMHHMTE, 4YTO B  NOPHUBETCTBUU
MPEANOYTUTENILHEE HCIIONIb30BaTh HMMS ajpecara, HEXeNIu Oe3NInKoe
Dear Sir/ Madam.

HeoOxommMo Kak MOJKHO paHbIIE B MHChME COOOIIHMTHL aapecaty
MOXeTe M Bbl BBIONHUTH €ro 3ampoc, WIH MOCOBETYHTE, KyJa OH
MOXET O0paTUThCsi (BO3MOKHO, NPYyrol oTAen Bamied (QupMmbl wuiu
MapTHEPCKYIO OPraHU3aIHIo).

Cnenyer yOenutbcs B TOM, 4TO BbI mnpemocTraBuim ajapecaTry BCHO
3ampanmBaeMyto UM HHGOpMaIuio (Katajior, mpanc-JInucT, MpocnekT). B
HEKOTOPBIX CUTyalMsIX HEOOXOJMMO BBICIATh OOpasilbl, BHITYCKAEMOW
Bamu npoaykuuu. B psge ciiyyaeB, ecnu TpeOyeTcs JI€MOHCTpauus
npejjiaracMoro Bamu ToBapa, CileAyeT JOTOBOPUTHCA O MPUE3JIEC
Barmiero npencraBuTess U yCTAaHOBKE HEOOXOAUMOTO 000PYI0BaHMUS.
OTBeyasd Ha MEPBHYHBIM 3amMpoc, IIOMHUTE, 4YTO Bame nuceMo
dbopmupyeT y angpecara npejacTtasieHde o Bac u Bamem npeanpusituu,
MOATOMY OyJabTe MPEASIbHO BEXKIMBBI M HE 3a0yabTe MoOjaroaapuTh
aapecara 3a oOpaienue k Bam.

[Tpumep 3.1

Dear Mr Black

Thank you for your enquiry of 14 April. We have pleasure in enclosing
our Summer Catalogue and current price list quoting CIF prices
Moscow.

We would like to draw your attention to the trade and quantity discounts
we are offering in our Special Purchases section on pp. 19-26, which
may be of particular interest for you.

All our products are fully guaranteed, and backed by our worldwide
reputation.

We would be pleased to supply any further information you require.

Yours sincerely,
Natalia Petrova
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OTBeT Ha 3allpoC TPAAUIHUOHHO CTPOUTCA 110 CICAYIOIICMY IIJIAHY:

1. ConuuTech Ha MUCHMO C 3aIPOCOM M BBIpa3UTe 0JIaroapHOCTH 3a
oOparieHue.

Thank you for your letter of ... regarding / concerning / in connection
with ...

I refer to your enquiry about / relating to ...

I have received your letter of ... requesting information about.

| am writing in reply to your letter of May 22 in which you asked if we
would...

2. VYkaxute Bammum npeicTBusi, KOTOpbIE OBUIM MNPEANPUHSTH IO
npocb0e aBTOpa MHUChMa.

We are pleased to enclose our current catalogue.

Please find enclosed our current catalogue and price list.

| regret to say that we no longer produce the model you refer to.
Attached you will find our catalogues with current price list for
retailers.

3. OOparute BHHMMaHUE ajapecara Ha 0C000 BaXXKHYIO MJISI HEro
uH(popMaIuio.

We would like to draw your attention to pp. 14-17 in our catalogue
where you might find products which may be of particular interest for
you.

We would like to point out that ...

4. OT™MeThTE IPEUMYILECTBA MTpearaeMoro Bamu mpoaykra

We can assure you that ... is one of the outstanding products on the
market, and our confidence in it is supported by our five-year
guarantee.

When you have had the opportunity to see the samples for yourself, we
are sure you will agree that they are of the highest quality.
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5. BoIpa3zute roToBHOCTh AaTh AOTOJHUTEIBHYIO HHPOPMAIIHIO.

Please do not hesitate to contact us.

Should you have any further questions, please do not hesitate to get in
touch with us.

We would be happy to supply you with any further information you
require.

[Tpumep 3.2
Dear Mr Windfields

Thank you for your recent inquiry regarding where our products can be
purchased in your country.

We have not yet established foreign distribution for our products, and
therefore they can only be presently purchased from our United States
distributor. If you are interested in placing an order for any of our
merchandise, please direct your correspondence to ...

We have forwarded a copy of your letter of 15 January to our distributor
in order to acquaint him with your needs and requirements should you
decide to place an order.

Thank you very much for the interest you have exhibited in our
products. If we can be of any more assistance to you, please call upon
our office at any time.

Yours sincerely,

Peter Haag
Sales Manager

[Tpumep 3.3

Dear Ms Joyce

Thank you for your enquiry regarding our newly released range of fire
extinguishers.
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You will see from the enclosed catalogue that the range has been
extended to include some highly efficient portable extinguishers for use
on construction sites.

We are offering to our customers a 15% discount on orders of
extinguishers from this new range.

We look forward to your order.
Yours sincerely,

M. White
Sales Manager

[Tpumep 3.4

Dear Mr Griffin

Thank you for your interest in our sales management training program.
In answer to your queries regarding prices and duration, | am enclosing
detailed information about this program.

If you have any questions, please do not hesitate to contact me.

Sincerely yours
L. C. Blake

VYnpaxuenue 1. PacrnonoxuTe 4acTu MUCbMa B COOTBETCTBUU C
OOIIECTIPUHATON CTPYKTYPOH (CM. TUTaH muchma ctp. 21).

Dear Mr - Green

a. We enclose our latest catalogue and price list and we are sending the
promotional video you asked about.

b. We would be pleased to supply any further information you require.

c. We would like to draw your attention to pp.21-26 in our catalogue
where we think you might find models you are interested in.

d. Thank you for your letter of September 12, in which you enquired
about our range of new denim sports jackets for men.
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e. We can offer you a discount of 7% for orders over 200 units,
increasing to 10% on orders over 300 units.

Yours sincerely,
William Wheeler
Sales Manager

Yopaxnenue 2. CocTaBbTe NPEITIOKEHUS.

1. pleased / enquiry / which / you / CDs / about / receive / your./ were /
We /to/ the / in / asked.

2. copy / full / and / samples / illustrated / range / our / We / you / of (2) /
have / a (2) / catalogue / sent.

3. discount / within / allow / We / a / for /3% / month / payment / one.

4. featured / pp. 31-34 / The / refer / in / current four / units / are / you /
catalogue / to / on.

5. welcome / further / have / you / We / questions / would / any / might.

Yupaxuenue 3. [lepeBenute npumep 3.2. HA PyCCKUU SI3bIK
Ynpaxunenue 4. [lepeBenure nrCbMO Ha aHTITUUCKHM S3BIK
YBaxaembid Jmutpnii!

biaromapum Bac 3a Bamr 3anpoc ot 26 Mast 1 ¢ yI0BOJIbLCTBUEM
npujiaraeM WIHOCTPUPOBAHHBINA MPOCTIEKT C IETAIBHON HHPOpManuen
O HaIlIUX Kypcax.

Me1 xotenu Obl 00paTuTh Ballle BHUMaHuE Ha TO, YTO B CTOUMOCTD
BKJIFOUEHO TTpokuBaHue B JIoHn0HE. BCce ocTanbHbIE pacXoabl JOJKHBI
OBITH TOKPBITHI CIYIIATEIISIMUA CAMOCTOSITEIBHO.

MBI TOTOBBI IPETIOKUTD 5 % CKUIKY, eciu Bl onnature oOy4yeHue B
TEUECHUE CIIEAYIOLIETrO MeCsILa.

Mp1 Oyzem paasbl ipeocTaBuTh Bam 1100y10 TOMOJIHUTENIBHYIO
uH(popMaIuio.

C yBaxxeHUEM,
JIxxoH I'pun

Ynpaxuenue 5. Hanumrre oTBeT Ha 3anpoc Ha cTp. 18 B mpumepe 2.4.
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4. 3aka3 (Order and covering letter)

Kak npaBuiio, 3aka3pl 0(QOPMIISIOTCS Ha THUIIOBBIX OJJaHKAaX KOMITAHUH C
JaTOM pa3MEIleHHs 3aKa3a U ero HOMEpPOM, KOTOphie HEO0OXOIUMO
yKa3bIBaTh BCSIKUM pa3, KOrja Bbl CChUIAETECh Ha JTOT 3aKa3, Kak B
NepEINucKe, TaK U B TeIe()OHHOM Pa3roBOpE.

brnank 3aka3za cregyeTr OTHPaBsATh BMECTE C CONPOBOAUTEIHHBIM
MUCbMOM, B KOTOpOM Bbl moapoOHO oroBapuBaeTe YCJIOBHUS OILIATHI,
CKMJIKU U JIOCTABKY 3aka3biBaeMoro Bamu ToBapa.

OnHako B HEKOTOPBIX ciydasx Bbl MoxkeTe pa3mMecTuTh. 3aka3 0e3
3alOJTHEHUST  THIOBOTO  OJIaHKa, yKa3aB BCIO  HEOOXOIUMYIO
uH(popMaIMIo B CTaHAAPTHOM NUCHbME (CM. Tipumep 4.2).

[lomHuTe, 4TO na)xe B TOM cllydae, Korja 3aka3d Obul CAelaH IIo
TenedoHy, ero HeOOXOAUMO TMOATBEPAUTh B MUCbMEHHOUW dopme (cMm.
npumep 4.3)

[Tpumep 4.1
Dear Mr Atkins

Thank you for responding so quickly to our enquiry of August 12 about
your leather sports jackets for men (autumn catalogue: model Z8 ~-WW).

We believe that these jackets will sell well in Canada and therefore we
enclose our order form No0.02985B for a substantial order. We accept the
terms of your quotation of July 28 and also confirm that payment will be
made by irrevocable letter of credit.

Please acknowledge this order and also confirm that you will make
delivery before September 15.

We hope that this will be the first of many orders we place with you.
Yours sincerely

S. Howard
Purchase Manager
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[Tucbma, conpoBOKAAIOUINE 3aKa3, CTPOSATCS 1O HUXKETIPHUBEACHHOMY
TIaHy:

1. Couuturech Ha MpEABIAYIIEE MUCHMO, IO KOTOPOMY TTPOU3BOIUTCS
3aKa3 MPOJyKTa, 1 00paTuTe BHUMAaHUE aJpecaTa Ha HAXOJMSAIIUICS B
MPWIOKEHUH OJIaHK 3aKa3a.

Thank you for your letter of May 9 quoting prices and delivery terms
for....

We thank you for your letter of March 31 referring ...

Please find enclosed our Order No. B4521 for ....

The enclosed order (No. T234) is for 50 packets of A4 copier paper.

I would like to place a trial order for ... we discussed at the trade show
last month.

2. [TogTBEepANTE YCIOBUS OIJIATHI TOBapa M CKUJIKH.

We would like to confirm that payment is to be made by letter of credit
which we have already applied to the bank for.

As agreed payment is would be made by cheque which we will order
on receipt of your invoice.

As agreed you will draw on-us at 30 days, D/A, with the documents
being sent to our bank.

We would like to thank you for the 30% trade discount and 10%
quantity discount you allowed us.

Finally, we would like to confirm that the 25% trade discount is quite
satisfactory.

3. YKaXUTE CPOKHU U YCJIOBUS JOCTABKH.

It -is essential that the goods are delivered before the beginning of
November, in time for the Christmas sales period.

Delivery before 28 February is a firm condition of this order, and we
reserve the right to refuse goods delivered after that time.

Please remember that only air freight will ensure prompt delivery.
Could you please ship by scheduled freighter to avoid any unnecessary
delays?

4. 3aBepiMTe NUCHhMO, BBIPA3UB HAJEKy HA COBMECTHOE BEJCHUE JEJT
B OyIyIIem.
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We hope that this will the first of many orders we place with you.
If our sales targets are met, we shall be placing further orders in the
near future.

[Tpumep 4.2

Dear Mr Brown

Would you please send me the following used books via COD?
According to your Web site, orders need to include the title, author, and
publisher.

Title: "Driving Home"
Author: Peter Lawford
Publisher: Jackson and Co.

Title: "Landscaping for Fun"
Author: Janet Patterson
Publisher: Nature Ltd.

Title: "Christmas Myth"
Author: Margaret Smith
Publisher: Smoothers

Thank you very much for the prompt handling of this order.

Sincerely yours;

Fred Finkleham,
Professor, OUS

[Ipumep 4.3
Dear Mrs. Merton

This letter is for formal confirmation about the verbal order of April 3.
This is to confirm the acceptance communicated to you on the said
date.
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Please find enclosed the copy of our purchased order including the
terms and conditions of the deal.

We shall expect the delivery of merchandise on or before the agreed
date. That is unless we receive objection within 15 days of your receipt
of this order.

If our sales targets are met, we shall be placing further orders in the
near future.

Thank you.
Yours sincerely,

Michael Bruce

Purchase Manager

[Tpumep 4.4

Dear Mrs Curtis

We are happy to enclose our trial order No. Sid — 8822 for 30 digital
video recorders at 500$ per 1 pc. We decide to accept the 10 % trade
discount you offered. Please sign the duplicate of the enclosed order

form and return it-to us as your acknowledgement.

As stated in your quotation of April 8, we may expect immediate
shipment from stock.

We are looking forward to your acknowledgement.
Sincerely yours,

David McLean
Purchase Manager
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Ynpaxnenue 1. Pacnionoxure 4acTu nucbMa B COOTBETCTBHUM C
OONICTIPUHATON CTPYKTYpO# (CM. TUIaH UChbMa cTp. 26).

Dear Ms Brice
a. We are looking forward to your acknowledgement.

b. We would like to thank you for the 30% trade discount you allowed
us.

c. Thank you for your samples and quotation of October 3. Please find
enclosed our order No. GW/RK 193 — Do, for 450 vacuum cleaners.

d. We would like to remind you that vacuum cleaners must be
delivered to our warehouse in Salt Lake City before October 15,
because our special Winter Sales Week will start on Monday morning,
October 27.

Yours sincerely,

J. Hastings (Mrs)
Purchase Manager

Ypaxuenue 2. CocTaBbTE NPEIITIOKEHHUS.

1. month / show /trial / order / for / boots / the / place / like / the / would
/1 /discussed /to/a/we/at/trade/ last.

2. trade / discount / an / anticipated / Although / higher / we / a/ than /
will /. 15% / we / order / place / initial.

3. urgently / goods / express / freight / send / need / we / them / by /
Please / the / as.

4. this / further / if / completed / orders / our / place / one / to / will / We
/ is / satisfaction.

5. within / next / appreciate / delivery / six / the / weeks / would / We.

VYupaxuenue 3. [lepesenure npumep 4.4. Ha pyCCKUM SI3bIK

VYupaxuenue 4. [lepeBenute nucbMo Ha aHTITUHACKUN A3bIK
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YBaxaembiii Asiekcanp!

Mpg1 6imarogapum Bac 3a katanor u npeanoxenue ot 15 Mas. Mbl
cuuTaeMm Balu ycinoBus npueMiieMbIMH U1 Hac. Takum o6pas3om, B
MPWIOKEHUH MbI BhIChIIaeM Hai 3aka3 No. 325-Nb na 250
aBTOMOOMJIbHBIX MarHUTOIL.

Mpg1 xoTenu Mbl mobnaroaaputh Bac 3a npegocrabineHnyo 15% ckuaxy.
CoriacHo JOTOBOPEHHOCTH, OTuIaTa JOJDKHA OyJIeT Mpor3BeIcHa
0€30T3BIBHBIM aKKPEIUTHBOM, KOTOPBIN MBI YK€ TTOMECTHIIN B OaHK.
Mp&1 OyieM mpu3HATENbHBI 32 OBICTPYIO TOCTABKY U HaJeeMCs Ha
JTAJIbHENIIEE COTPYAHUYECTBO ¢ Bamu.

C yBaxeHueM,
['onuapoB Hukomnan

YaopaxsHenue .

Hanummure conpoBOaUTENbHOE MUCHMO MOCTABIIMKY C IEIbIO 3aKa3aTh
ANEKTPUUECKUE BEHTWIATOPBI. OroBOPUTE YCIOBUS OILIATHI
(6€30T3BIBHBIN aKKPEIUTUB) U CPOKH TOCTABKH.
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5. OTBeT Ha muchbMo-3aka3 (Acknowledging an order, refusing an
order, delays in delivery)

[locne monmydeHus: 3akaza MOCTABIIMK OTHPABISET 3aKa3UUKy MUCHMO-
MOATBEPXKICHUE, B KOTOPOM  OH TOATBEPKAACT €ro MOJy4YeHHE,
YTOUHSIET JIETAJIM U CPOKU OTTPY3KH, & TAKKE pa3Mepbl CKUIKU, YCIOBUS
oriarsl (mpumepsl 5.1, 5.2).

DNeKTpoHHas To4YTa — 3TO OBICTPOE W YIO0OHOE CPENCTBO OOLICHUS
MEX]ly MOKYyIaTeJieM U MOCTAaBIIMKOM. EcCiIM BO3HUKAET 3aJIEp’KKa C
OTTPY3KOM, OTHPAaBUTEIh HE3aMEJIUTEIBHO COOOINAEeT 3aKa3uuKy O
BO3ZHHKIIUX OCJIOKHEHHUSX, U3BHUHSIACH 32 MPEIOCTABICHHBIC HEY00CTBa
(mpumep 5.3).

B cnydae ecnu 3aka3 HE MOXKET OBITh BBIMOJHEH, IOCTABIIUK
U3BUHACTCS U OOBACHSAET MPUYUHBI OTKa3za - (M3MEHEHHE IICHBI,
NpeKpalieHne IMOCTaBOK W T.JI.), a TaKXKe OroBapHUBAacT YCIOBHS
BO3MOKHOTO JaJTbHEHIIIErO0 COTPYAHUYECTBA, YTOOBI y 3aKa3yuka He
BO3HUKJIO OIIYIIICHUE, YTO OTKA3aJu M3-3a Hero JinyHo (npumep 5.4).

[Tpumep 5.1

Dear Mr Philip Cooper,

Thank you for your order No 1222/4 of 15 March. Your order is now
being processed and should be ready for dispatch by the end of the

week.

Thank you foryour order, and we hope we can be of further service in
the future.

Yours sincerely,

Linda Allen
Sales Manager

JIJ1 TaKMX MUCEM TOXKE CYIIECTBYET CTAHIAPTHBIN IIJIAH.
1. Boipazute 0arogapHOCTh 3a 3aKa3 MPOAYKTA.

Thank you for your order No 205 which we received today.
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Thank you for placing an order with...
Thank you for your order, which we acknowledge as follows...
We were pleased to receive your order for ...

2. IloaTBEpANTE BO3MOKHOCTh TOCTABKH, PA3MEPBI CKUJIKUA U IPYTHE
YCJIOBUS CIICIIKU.

We are pleased to inform you that we have already made up your order.
Your order is now being processed for immediate dispatch.
The new edition is in/ out of stock in our major bookshop.

Ecnu mocTaBka HEBO3MOKHA, U3BUHUTECH U BEKJIUBO O0BICHUTE
MIPUYHHY.

Unfortunately we have run out of the items you asked for.
We received your order today, but regret that due to a strike at the
factory we are unable to fulfil it at present.

3. CooOmmuTe nHpopmaIuo o0 OTrpy3Ke TOBapa.

You may expect delivery within the next two weeks.
Your order No 333/1 is now being processed and should be ready for
dispatch by the end of the week.

We regret to inform you that there will be a delay in delivery.
We apologize for the delay and hope it will not cause you serious
inconvenience.

4. BexJIMBO 3aKOHYMTE MTUChbMO, BBIPA3UB HAJCKAY HA JalIbHEHIIIECE
COTPYIHUYECTBO.

We are sure you will be very satisfied with the consignment and look
forward to your next order.

Thank you for your order, and we hope we can be of further service in
the future.
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[Tpumep 5.2
Dear Mr Emmerson,

Re. Order No 856

We are pleased to tell you that the above order has been shipped on the
SS Great Britain and should reach you in the next 15 days.

The shipping documents have been forwarded to your bank in Canberra
for collection.

We are sure you will be very satisfied with the consignment and look
forward to your next order.

Sincerely,
Stuart Hagger
Sales Director

[Tpumep 5.3
Dear Ms. Carolyn Brookmyre,

This is to inform you that we are unable to make delivery on the above
referenced purchase order on the date indicated.

We should have our merchandise ready to ship within 10 days of the
original delivery date and we hope that you can hold off until that time.

We did want to inform you of this delay as soon we were advised in
order to give you as much time as possible to make alternate
arrangements, if necessary. We can assure you, however, that if your
order remains in force we will expedite delivery to you as soon as we
have received the merchandise.

Please accept our apology for this delay and thank you for your
understanding.

Yours sincerely,
Robert Walters
Managing Director
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[Tpumep 5.4
Dear Ms. Rebecca Kay,

| would like to thank you for your order No B331/2 for red cashmere
jumpers.

Unfortunately, we no longer carry cashmere jumpers and wraps because
we believe they do not provide our customers sufficient value for their
price.

Instead, we carry jJumpers made of new synthetic fabric from Italy called
“Spun Air”. It looks and feels like cashmere but it is the quarter of the
price. | have taken the liberty of enclosing a brochure of the new fabric.
It has been fully tested in Italy, but if you are unsure of its quality and
durability, we can give you some samples.

Allow me to apologize for any inconveniences this may have caused
you. | am ready, however, to upgrade your order immediately to the new
jumpers at your request. You may reach me at 877-56-99.

Sincerely,

Helena Williams

Sales Director

Ynpaxnenue 1. PacnoyioxuTe 4acTy MUCbMa B COOTBETCTBUH C
OOIICTIPUHATON CTPYKTYPOH (CM. TUTaH MUChMa cTp. 31).

Dear Ms Ashley Clever,

a. As always, it is our full intent to provide you with dependable
and quality service, and we appreciate your understanding in waiting.

b. We are happy to be able to inform you that the parts you ordered are
now in stock and available for pick up at the above address.

c. If we may be of further assistance, please call upon us at any time.
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d. Please accept our sincerest apologies for the delay in delivery and we
thank you for your patience in this matter.

Yours sincerely,
Mike Lloyd

YrpaxHeHue 2. 3aKOHYUTE NPEITIOKCHUS, UCTIONb3Ys BHIPAXKEHUS B
pamMke.

to fulfill you order; out of stock; to deliver your order;
accept your order; placing an order

1. Unfortunately, we are temporary of that model.

2. We intend to resume production in two weeks and expect early
next month.

3. We will be pleased if you confirm our price of £45.25 per
5 items.

4. Thank you for with Euro Tour.

5. We cannot No PHk-204513 of November 15 which uses the
expired price.

Yupaxnenue 3. [lepeBeaure npumep 5.4. Ha PyCCKUH S3BIK.
Ynpaxunenue 4. [lepeBeure NMCbMO Ha aHTITUUCKHM S3BIK.
YBaxkaembll r-H bpayH,

Panpl 66Ut ostyunTh Bail 3aka3 NO AB-111 ot 5 okTs10pst Ha GUIBTPHI
(momens XP212). HeoOxoaumoe BaM KoIM4eCcTBO UMEETCS B HATMYUU
Ha HAIIEM CKJIaJIe, U Mbl CMOKEM MPOU3BECTH OTTPY3KY B TECUCHUE 5
JTHEW TIOCJIE MOJIYYCHUS OIUIATHI.

Haneemcs Ha nanpHeuInee COTpyIHAYECTBO.

C yBaxXeHHEM,
Jmutpuit CMUpHOB

Yopaxuaenue 5. Hanmmmure oTBET Ha 3aka3 Ha cTp. 27 B npumepe 4.2.
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6. Kanooa (Complaint)

[Tucekma ¢ >xano0Ooi mpUHAICKAT K KaTEropuu Haubojee TPYIHBIX.
[enpro TakuxX mUcCeM SIBIAECTCS He OOBHHEHHE MapTHEpa B HAPYIICHUH
JIOr0BOpa, a IIOJIyYEHUE KOMIICHCAIMA 3a HEBBIIIOJHEHUE IEJIOBBIX
0053aTEIbCTB.

[lepen Tem kak OTHPaBUTH KajoOy HEOOXOAMMO YTOUYHUTH, BCE JIH
yKa3piBaeMble Bamu  ¢GakThl COOTBETCTBYIOT JI€MCTBUTEIHLHOCTH.
[ToMHUTE, YTO TIPU UCTIOJIHL30BAaHUU (haKCa WIIU DJIICKTPOHHOM MOYUTHI JIJIs
NpEAbSIBICHUS  TNPETEH3UH HE  MOXKET OBbITh  rapaHTHUpOBaHa
KOH(HUACHIIMATHHOCTh Bamero oOpaiiieHust ¥ B psijie ClIydaeB CleayeT
OTHPABJISATh MUCHMO-KAJIO0Y 1O TIOUTE.

A3bIK MHUCHbMa-KanoObl HE JOJKEH OBbITh CIWMIIKOM 3SMOIIMOHAJIEH.
Crapaiitecb u30beratb TpyObIX M OCKOPOUTEIBHBIX BbIpakeHuil. He
3a0bIBaiiTe, yTO Bamm nmapTHeEpsl, Tak ke Kak ¥ Bbl 3aMHTEpECOBaHbI B
CKOPOM YCTPaHECHHMH OITMOKH U HAJIAXKUBAHUHW JPYKECKUX OTHOIICHUH.

[Tpumep 6.1
Dear Mr Burr
Re. Order No. 768197

| am writing to inform you that the goods we ordered from your
company have not-been supplied correctly.

On 31 August 2009 we placed an order with your firm for 12,000 ultra
super long-life batteries. The consignment arrived yesterday but
contained only 1,200 batteries.

This error put our firm in a difficult position, as we had to make some
emergency purchases to fulfill our commitments to all our customers.
This caused us considerable inconvenience.

| am writing to ask you to please make up the shortfall immediately and

to ensure that such errors do not happen again. Otherwise, we may have
to look elsewhere for our supplies.
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| look forward to hearing from you by return.
Yours sincerely,

Mr O’Dennel
Purchasing Officer

IInan HanucaHus IMECbMa-KaJIOOBI:

1. Ykaxxure noBox, Mo KOTopomy BBl )allyeTech, yIoMuHas
dakTuueckuii Mmatepuan (garta, Ne 3akasza u T.1.)

| am writing with reference to Order Ne T45, which we received
yesterday.

We would like to inform you ...

[ am writing to complain about ...

2. ComocTaBbTe OOCIIaHHBIC JICJIOBBIC 00s3aTEIbCTBA U PEaIbHBIC
00CTOATENBCTBA.

Unfortunately, the reality was very different.

We regret to inform you that we were no at all satisfied with your
service.

There appears to be an error on the statement.

There seems to be some misunderstanding regarding terms of discount.
Discount is deducted from net prices, not CIF prices.

3. [IpenmnonoxkuTe NMPUUUHBI, KOTOPHIE BHI3BAIM JaHHYIO ITPoOIeMy.

Could you tell your dispatch department to take special care when
addressing consignments? My name and address are C.J. Schwartz,
Bergstr.101 Berlin. But there is a C. Schwartz, Bergstr. 110 Berlin who
also deals in electrical fittings.

Could you ask your accounts department to check my code carefully in
future? My account number is 246-642, but they have been sending me
statements coded 642-246.

| think the reason that wrong sizes have been sent to me is because | am
ordering in metric sizes, and you are sending me sizes measured in feet
and inches. | would appreciate your looking into this.

37



Firstly, | had difficulty in registering to attend the event. You set up an
on-line registration facility, but I found the facility totally unworkable.

4. Tlpennoxxute BO3MOXKHOE PEIICHUE MPOOIEMBI.

If I send you a debit note for $984.00 and deduct it from my next
statement, that should put the matter right. The best solution would be
for me to return the wrong articles.

| am writing to ask you to please make up the shortfall immediately and
to ensure that such errors do not happen again.

Could I please ask you to look into these matters.

Please send us a corrected invoice for $9,479

| enclose a copy of the book with the errors highlighted. Please re-print
the book and send it to us by next Friday.

5. CoolmuTe 0 Mepax, KOTOpbIe OyAyT NPEAIPUHATHI B TOM CiIy4ae,
ecnu Bamu TpeboBaHust He OyIyT yAOBJIETBOPEHBI.

Unless we receive a satisfactory answer, we will be forced to put the
matter into the hands of our solicitors.

Unless you can fulfill our orders efficiently in the future, we will have
to consider other sources of supply.

This is the third time this mistake has occurred and we are far from
satisfied with the service you offer.

Unless you can fulfill our orders efficiently in the future we will have to
consider changing to another supplier.

Please ensure that this sort of problem does not arise again.

If the outstanding fees are not paid by Wednesday, 16 September 2009,
you willincur a 10% late payment fee.

[Tpumep 6.2
Dear Ms Goodbody,

| am writing to complain about a jacket I bought in your shop two weeks
ago. It cost 100 euro. | enclose a copy of the receipt.
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The sales assistant told me that the jacket was waterproof but when |
went out walking in the rain | got wet. When | returned to the shop to
look for a refund, | was told it was two weeks since | bought the jacket
and that the most he could offer me was a credit note or exchange. | do
not want another jacket as | do not want the same problem again and
there is nothing else in the shop | want either.

| am very unhappy about this. | would like you to arrange a full refund
to me. | would appreciate a reply within fourteen days from today.

Yours sincerely,
Joe Murphy Senior

[Tpumep 6.3
Dear Customer Services Manager

On October 1, 2004 | purchased a computer printer, model A17 from
Big Name Stores, in the amount of $250 to be charged to my VISA card.
| have enclosed copies of my receipt and credit statements.

Upon receiving my statement | saw that this charge had been entered
into my account twice. I-have highlighted both charges on the statement

copy.

| would like for this duplicate charge to be immediately removed from
my account. Also | need for any interest that was accrued to my account
as a result of this error to be corrected as well. If you require any
additional information please contact me at (222) 222-1111.

Thank you for your prompt assistance with this matter.

Sincerely yours,
Neil Smith
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[Tpumep 6.4
Dear Sir/Madam

| am writing this letter to complain in the strongest terms about the poor
service that | have received from your company.

We signed up to your telephone and internet service package two
months ago because your advertising suggests that you are better than
Telco. In addition, you promise to deal with problems quickly and
efficiently, something that Telco were unable or unwilling to do.

However, in the first month of service you managed to cause me to lose
two days worth of business because of poor administration. The main
problem was that you failed to provide me with the correct telephone
number, 9--- --- 7, that you promised when | completed the contract. This
phone number was an established business line which | had been using
for the last three years. Obviously this meant that my clients were unable
to contact me and it cost me many hours of phone calls to resolve the
matter with your support centre.

| would appreciate it if this situation could be resolved and a substantial
rebate offered on my first three month's account.

| look forward to hearing from you soon.

Yours faithfully,
Charlie Williams

Vnpaxuenue 1. PacnonoxuTe 4acTd MMCbMa B COOTBETCTBHUH C
OOIICHIPUHATON CTPYKTYPOH (CM. IUTaH MUChMa cTp. 37).

Dear Mr Cuasino,
Our Order No. 12367
a. As the sale was on a CIF basis and the forwarding company were your

agents, we suggest you contact them with regard to compensation.
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b. I am writing to you to complain about the shipment of jackets we
received yesterday against the above order.

c. You will find a list of the damaged and missing articles attached, and
the consignment will be put to one side until we receive your
instructions.

d. The boxes in which the jackets were packed were damaged, and
looked as if they had been broken open in transit. From your invoice No.
17890 we estimate that twenty garments have been stolen to the value of
150%. And because of the rummaging in the boxes, quite a few other
garments were crushed or stained and cannot be sold as new articles in
our shops.

Yours sincerely,

Richard CIiff

Ynpaxuenue 2. CocTaBbTe MPEITIOKEHUS.

1. having / report / have / received / goods / we / that / regret / not / We /
to / on/ ordered / the / May 26.

2. consignment / customers / deliver / this / essential / we / on / our /
time / that / is / 1t / to.

3. components / within / the / next / days / cancel / order / place / five /
we / the / elsewhere / receive / we / Unless / the / will / and / it.

4. legal / any /'inform / loss / like / results / action / because / would / if /
late / delivery / We / to / you / that / of / this / will / we / take.

5. will /'look / into / matter / once / be / if / We / glad / you / the / at.

Ynpaxuenue 3. [lepeBenute npumep 6.2. HA PyCCKUU SI3BIK
Ynpaxunenue 4. [lepeBenure NUCbMO Ha aHTJTUUCKHM S3BIK.
YBaxaemble rocrioaa!

C coxaneHreM coo0IiaeM, 4To TOBap, MOJYUYCHHBIN 110 KOHTPaKTy No
7733 cunbHO TioBpexaeH. Kprbllika ogqHoro u3 sumkoB (A-98) ciomaHa.
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Mpb1 ocMOTpenu KOpOOKH ¥ OOHAPYKUIIN, YTO TOBAP HE MOJICKHUT
MIPOJIAXKE.

Mgl HacTauBaeM, 4ToObl Bbl 3aMEHUIIM HEKOHUIIMOHHBIA TOBAp B
TeueHue 2-x Heaenb. HageeMcst, uto Bbl 3aiiMeTECH 3 TUM BOITPOCOM CO
CBOCH CTOPOHBI, TaK KaK KOHTPAKT OBLI 3aKJIFOUYEH Ha ycaoBusX cud. B
IIPOTUBHOM CJIydae HaM NPUIETCS NOJATh UCK.

C yBaxXeHHEM,
HuxomaeBa OkcaHa

Ynpaxuenue 5. Hanumure xano0y Bamum nmocrasmukam. CooOmure
uM, 4TO (oToarmaparTsl, noaydeHHbie 1o 3akazy Ne K5667 , okazanuch
HeucrpaBHbl. [lonpocuTe 3aMEHUTh HEKAYECTBEHHBIN TOBAP WU
BO3MECTUTH €I0 CTOUMOCTb.
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7. OTBeT HA MUCBbMO-:Ka00y (Adjustment letter)

[TuceMo-oTBeT Ha Kajgol0y WM TMPETEH3UIO CIeAyeT HadyaTh C
U3BUHEHUM W BBIPAKEHUS COXKAJIEHUS II0 TOBOJY CJIOKHUBIICHUCS
cutyaruu. OO0s3aTeIbHO Pa3BEPHYTO OOBSCHUTE, KaK BBl HaMEPEHBI
pemmth mpobiemy (mpmmepwr 7.1, 7.2, 7.4). Ecmm xamoba
HEOOOCHOBaHHA, BBIPA3UTE COUYYBCTBHE IO TOBOJY BO3HUKIIHNX
HEYA00CTB, U OOBSICHUTE, UTO HE TOTOBBI BO3MEIIATh yuiepO (mpumep
7.3).

[loMHUTE, YTO MIENb Balllero MUChbMa — YPEryJIupoBaTh KOHQIUKT C
3aKa34MKOM, TOH TIMChbMa JIOJDKEH OBITh BEXJIMBBIM, OC3TUYHBIM,
npyxemoOHbpIM. Ecnii mpeTeH3un O0YeHb Cepbe3HbI, TO OTBET JIyYIle
OTNPaBUTh OQUIMAIBHBIM TUCHMOM. ECIM OHM HOCSIT YacCTHBIM
XapakTep, TO OTBET MOXKHO BBIC/IATh MO (paKCy WITH DJICKTPOHHOM MOoYTe.

[Tpumep 7.1

Dear Mr Tompson,

Allow me to apologize for shipping you our electric heater without
including any documentation. | am enclosing the missing manual with

this letter.

| am certain you will be pleased with the heater. We appreciate your
orders and look forward to dealing with you in the future.

Sincerely,

L. Neeson
Manager

BoT npumepHbIil 1IJ1aH OTBETOB Ha KaJI0OBbI.
1. JlaifTe cChUIKY Ha MUCHbMO-KaJI00Yy.

Thank you for your letter of 23 July informing us that...
We are replying to your letter of 7 September in which you told us
that...
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We would like to thank you for informing us of our accounting error in
your letter of 20 February.

2. OOBsicHUTE, YTO BBI3BAJIO MPOOIIEMY.

The mistake was due to a fault in one of our machines.

There appears to have been some in our system/ database, but this has
been sorted out.

| apologize for the errors. These were due to a software fault which has
now been fixed.

M BeXKIUBO IMOIMPOCUTC BPCM:A HA BBIACHCHUC 00CTOSTEILCTB.

While we cannot give you an explanation at present, we are looking into
the problem and will contact you again shortly.

It is unusual for this type of error to arise, but the problem has now been
dealt with.

3. Coo01uTe, Kakue Mephbl MPENPUHATHI WK Oy1yT NPEINPUHSTHI,
4TOOBI UCIPABUTH OIIUOKY.

This has now been corrected and replacement fabric will be sent to you.
We will ask the shipping company to inspect the damage so that they
can arrange compensation.

Ecnu xanoba HeoOocHOBaHHA, OOBSICHUTE, YTO TPUUYNHECHHBIE
Hey00CTBa MPOU3OIILIA HE TI0 Balllei BUHE, U Bbl HE TOTOBBI BO3MEIIIATh

ymiepo.
4. IIpuHEeCcUTE CBOM M3BUHEHHUS 3a IPUHECEHHBIC HEYy100CTBa.

Please accept our apologies for the inconvenience.

In closing we would like to apologize for the inconvenience, and also
point out that this type of fault rarely occurs in ...

Thank you for your patience in this matter.
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[Tpumep 7.2
Dear Ms. Emma Linney,

Thank you for your letter of 25 May. You are absolutely correct; please
allow me to apologize for issuing you an incorrect invoice. | will
immediately nullify that invoice PHK-000252801 and issue you a
correct one, as follows:

4 Cameras 0810 x $115,00 $ 460,00
Tax 5,75% $ 26,45
Total $ 486,45

Let me assure you that | will personally inspect our invoices to you in
the future to ensure that there will be no further errors. Feel free to
contact me at 633-4464 if there are any other issues you wish me to
address.

Sincerely,

Colin Atkinson
Senior Manager

[Tpumep 7.3

Dear Ms. Baum,

Please accept my apologies for the damaged jackets shipped to you on
17-August. | want you to know | understand that this is unacceptable to
you.

| urge you to file a damage claim with the shipping company, Lake
Express. As we have mentioned to you, one of the reasons we are able to
offer you reasonable and competitive prices is by stipulating in our
terms of sale that we are not responsible for goods damaged while in
shipment.
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If you require any additional documents or information to aid you in
your claim against Lake Express, let me know. In the meantime, | am
ready to re-ship your order immediately, at your request.

Yours sincerely,
Peter Simpson
Sales Manager
[Tpumep 7.4
Dear Mr Ross,

| want you to know that we value your business greatly. Please accept
my apologies for our incorrect shipment to you on Monday.

| will immediately ship the balance of your order and arrange for the
incorrectly-shipped items to be picked up on delivery. Your order should
arrive this Friday.

Once again let me say how much | regret the inconvenience this mistake
has caused. Thank you for your patience in this matter, and we look
forward to hearing from you.

Sincerely,

Mr Eliot
Sales Manager

Ynpaxsaenue 1. Pacnosnoxxure 4acTu mucbMa B COOTBETCTBUU C
OOLIETPUHATON CTPYKTYPOU (CM. IIJIaH UcbMa cTp. 43).

Dear Mr James,
a. | want you to know that | also feel this matter has been poorly

handled. You have been inconvenienced and frustrated by a
representative of our company, and that should not have happened.
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b. I will cancel all late fees charged to your account at once and release
your new order immediately after your payment is processed.

c. | am deeply distressed that you are unpleased with the manner in
which our department handled your account.

d. I would like to apologize for the inconvenience you have been caused
and to thank you for your understanding.

e. Please allow me to handle this matter for you.

Sincerely,

Martin Collins
Managing Director

VYnpaxHeHnue 2. 3aKOHYUTE NPEISI0KEHUS, UCTIONb3YS BbIPAXKEHHUS B
paMKe.

for bringing for any.inconvenience for this billing error
your patience and understanding for your understanding

1. Please accept my apologies this delay might have caused.

2. We would like to thank you once again this matter to our

attention.

3. | greatly appreciate in this matter.

4. Thank you in this embarrassing situation.

5. We would like to apologize

Yopaxuenue 3. [lepeBenute npumepsl 7.2 u 7.3 Ha PyCCKUU SI3BIK.
Ynpaxunenue 4. [lepeBenure NUcbMO Ha aHTJTUUCKHM S3BIK.
YBaxaeMmas r-xka BopoHosa,

biaromapum 3a muceMo ot 13 Mas, B koropoM Bel coobiiaere, 4to
BMeECTO 22 KopoOOoK rpy3a Bel nmonyunnu 19.
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Pa300paBirch B CI0KUBILICHCS CUTYaIMH, MbI BBISCHUJIH, YTO 3
KOpOOKH ObLIN 3a0bITHI Ha CKJIa7e. Mbl HEMEJICHHO OTIPaBIsiEM BaM
OCTAaBIIIYIOCS YacCTh TOBapa, KOTOpbIK BeI monyunTte B Havase
cienyroiiei Heaenu. Mbl mpuMeM HE0O0XO0IMMbIE MEPhI, YTOOBI B
OyayllIeM 3TO HE TOBTOPUIIOCH.

HpHMI/ITe Halllh U3BUHCHUS 34 IIPCAOCTABIICHHBIC Hey,Z[O6CTBa.

C yBaxXeHHEM,
[Tutep ['pun

Ynpaxnenue 5. Hanummure oTBeT Ha ano0y Ha cTp. 39 B mpumepe 6.3.
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8. ipyrue Buabl aejobix nuceM (Miscellaneous correspondence)

JlenoBasi mepenucka 4pe3BbIYANHO pa3HoOOpa3Ha MW MpeAcTaBicHa
pa3IMYHBIMU BUJAAMU MUCEM: MpUIJIAlIEHUE, OPOHUPOBAHUE OTEIS WIH
OWJIeTOB, TMOATBEPXKACHUE OpOHU, YBEAOMJICHHE O TOJYYEHUU
uHpopmaly, BbIpAKEHUE OJIaroJlapHOCTH, MO3JApaBieHUe U Jp. B
TAHHOM pasfiesie OyIyT pacCCMOTPEHBI TOJIBKO HEKOTOPHIEC U3 HUX.
CrposTcsi OHU BCE MO CXOJAHOMY IUJIaHY, MPEJICTABJIEHHOMY B BBOJIHOM
naparpade. BoJBIIMHCTBO MHCEM  MPOCTHIE W JAKOHUYHBIE,
nepechliaeMble MO AJIEKTPOHHOU moute. bonee cTporuii oduitnaabHbIN
CTUJIb  BBIJICPKUBAECTCS B  MPUIJIANICHUSIX HA  TOP’KECTBEHHBIC
MEpOIPHUATHUS U MUChbMaX-TIPUBETCTBUAX. Takue MUChMA, KaK MPABUIIO,
MUITYT Ha UPMEHHBIX OJTaHKaX MPEIPUSTHUS.

[Tpumep 8.1 Ipurnamenue
Dear Mr Jeffrey Robson,

We have been informed that you may be interested in conducting
research at the Reagan Presidential Library and Museum, and would
like to take this opportunity to extend an invitation to visit our
facilities in January, 2010.

We have over 50 million pages of presidential records (of which
approximately 20 million pages are open for research), 1.5 million
photographs, 10,000 videotapes, and approximately 20,000 audiotapes
available for research. If you have any questions regarding business
hours, or inventories please visit our website at
http://www.reagan.utexas.edu/archives/research.html .

If you have any questions please call me at (805)577-4063, or email me
at john.lilley@nara.gov .

Looking forward to your visit,
John Lilley

Archivist
Reagan Library
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[Tpumep 8.2 [Tucbmo-nipuBETCTBUE
Dear Ms. Joanne Evans,

We are pleased to present you with your local program, which has been
implemented according to your interests and requests. We hope that you
are able, through these meetings, not only to increase your technical
knowledge of the particular issues for which you have come to San
Francisco, but also to deepen your understanding of the dynamic
political, social and economic contexts in which these issues exist.

The Institute of International Education/West Coast Center (IIE/WC)
Is a private non-profit organization that welcomes foreign leaders

to the Bay Area and administers a variety of international educational
exchange and professional education programs locally and worldwide.
We are committed to arranging high quality professional appointments
for all of our international visitors.

Enclosed you will find your local program, as well as maps and guides
to the city with sightseeing, dining and shopping suggestions to assist
you during your brief stay. If you have any questions, please call the
I1E office at (415) 362-6025.

| truly hope you will enjoy your visit to San Francisco.

Sincerely,

Gary Anderson

Program Manager

[Tpumep 8.3 ITucbMoO, MOATBEPIKIAIOIIEE TOTYYECHUE CTAThU

Dear Mr Stephen Harris,

Many thanks for submitting your article to the journal PHYSICS. Your
work is being sent to two confidential referees who will assess its
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suitability for publication. The journal’s decision regarding publication
will be based on these assessments.

This process normally takes about eight to ten weeks, at which point |
will contact you again.

Thank you again for choosing to submit to PHYSICS.
Yours sincerely,

David Wilson
Co-editor

[Tpumep 8.4 bpoHupoBaHue OTENS U MPOChOA OPraHU30BaATH TPAHCIIOPT
Dear Elena,

This is to confirm our phone conversation this morning.

Mr Ravagli is coming to Moscow next Monday with the Czech Airlines
flight OK 0892 arriving from Prague at Sheremetyevo airport at 13:50.
Please arrange the transfer from the airport to the hotel, and book

the hotel for him (B&B).

Thanks in advance.

Sincerely,

Kristine Rice

Hpumep 8.5 [NoaTBepxaeHUE perucTpaiviv Ha KOH(EPEHIINIO

Dear Richard McCarthy,

Thank you for registering for the 43rd Annual TESOL Convention and
Exhibit to be held March 26-28, 2009 in Denver, CO.

Please note that it's not too late to register for Pre- and Postconvention
Institutes (PCIs)* and the Educational Site Visits. If you would like to
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add these or other available optional events now, please click on the
following link: https://www.one-stop-registration.com

We will continue to accept online registrations for PCls 1-11 until 12pm
Eastern Time on Friday, March 20; after which time, any available
tickets can be purchased at the PCI desk as of 8 am on Tuesday, March
24. Tickets for all other PCls, as well as other ticketed events, can still
be purchased online or when you pick up your badge at the Pre-
Registration counters located in Lobby A of the Colorado Convention
Center during the regular registration hours.

See you in Denver!
TESOL 2009 Registration Services
anamHeHHe 1. CocTaBbTe MMPCIaIOKCHUA.

1. the article/ the journal POLITICS/ submitted/ Thank you/ to/ you/ for/
that/ recently.

2. Please/ Mr Richard Dell/ a/ reservation/ would/ London-Rome/ make/
name/ the/ business class/ in/ you.

3. the/ website/ our/ about/ please/ more/ visit/ information/ To get/
center.

4. reservations/ would/ be/ 1/ if/ you/ confirm/ grateful/ could/ these.

5. folder/ this/ will/ Enclosed/ in/ you/ the itinerary/ and/ for your visit/
find/ tourist information/ Philadelphia/ maps/ to.

Yopaxnenue 2. [lepeBeaure npumepst 8.1 u 8.3 Ha pycCKuil A3bIK.
Yupaxuenue 3. [lepeBeaute NuchbMO Ha aHTITUUCKUN SI3bIK.
VYBaxkaemas Onbra,

3abpoHupyiiTe, MOXKaAIylCcTa, 1Ba Ouera OusHec kiaccom MockBa-
[Tapux Ha ums [Iutepa Byna u Aarona MiBanoBa. BeuieT n3 MocCKBbI

peiicom — B 10:45 10 utons, o6patHslii peric u3 [lapmxka — B 23:20 14
utoHs. Konuuy nacnopToB B MPUIIOKEHUH.
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https://www.one-stop-registration.com/

Bbyny npusnartenbHa, eciu NOATBEPAUTE OPOHB U MEPEIUIETE MHE
AJIEKTPOHHBIE OUJIETHI MO JEKTPOHHOM TOUTE.

C yBaxXeHHEM,

AmnH JleBn

Ynpaxnenue 4. Hanumure nucbMO-TIPUTIIALIEHNUE BAIEMY KOJUIETE U3
BenukoOpuTanuu u mpeyioKUTe MPOBECTU COBMECTHOE UCCIIEOBAHUE
Ha 0a3e Baiiero yHuBepcutera. OxapakTepusyuTe pecypCHBIM HEHTP

Baiero GakyabTeTa U BO3MOKHOCTH OMOIMOTEKH U TIOPEKOMEH Ty HTe
3alTU HA CAUT YHUBEPCUTETA.
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I'noccapmii

accept an order — npuHUMAaTh 3aKas;

account — cuer;

acknowledge one’s order — moaTBepIUTH YeH-IHOO 3aKas3;

acquaint smb with your needs — u3BecTUTh KOT0-TM00 O BalluX TPEOOBAHUSIX;
ald — momMorars;

annual — exxeroTHbIM;

appointment — BcTpeua,

assessment — oreHka;

assure — yBepsiTh, 3aBepATh KOT0-JI100;

B&B (bed and breakfast) — Homep B rocTuHuIIE ¢ 3aBTpaKoM;
balance of the order — ocraBaBmasicst 4acTh/ OCTATOK 3aKa3a;

be accrued — ObITH HAUMCIIEHHBIM (K OILIATE);

be backed by — mogkpemAThCS 4eM-TO, CONPOBOXKIATHCS YEM-TO;
bill of exchange — Bekceb;

billing — OnyMHT, HaYUCIIEHNWEe CYETOB (3a YCIIYyTH);

cancel — annyMpoBaTh, OTMEHSTD;

charge — B3bICKUBaTH;

charge fees to one’s account B3bICKHBATh ILIATY CO CUETA,

CIF - ctoumocTs, ctpaxoBanue u (hpaxt (ycimosust qoctaBku 1o Mukorepmc-2000);
classware — yueOHOe nmporpaMMHoe 00eCTIieueHHE;

committed — akTMBHO y4aCTBYIOIIUH, TPEIaHHbIN;

confirm an order — moaTBEpIUTH 3aKas;

consignment — KoJUYeCTBO/ ApTHUs OTHPABICHHOTO WJIH MOJYYCHHOTO TOBapa;
construction sites — crponTesbHast IIOMIAAKA;

convention — KOHBEHIINS;

credit application — 3asiBka Ha MOJTy4eHHe CCyIbl/ KPEANTa;

credit statements — kpeauTHBIN OanaHc;

debit note — nedeToBoe aBK30, AcOET-HOTA (M3BEIICHUE, TIOCHIIIAEMOE OAHOM U3
HaXOIAIIMXCS B PACUETHBIX OTHOIIEHHUSIX CTOPOH IPYIrOii CTOPOHE O 3aIlKCH B
Jne0eT cuera nocyieTHeN onpeIeIeHHOM CyMMBI B BULy HACTYIUIEHUS! KAKOT0-JIM0O
00CTOATENIBCTBA, CO3/IAIOIIETO MTPABO TPEOOBAHUS ITON CyMMBI);

delivery — mocraBka;

dependable — nanexHbIi, 3acmysxuBatoniuii qoBepus, dependable service —
Xopoliee 00CITyKUBaHHE;

discount — nuckoHT, cKuaKa; quantity discount — ckuka, npemocraBisiemMast OT
o0bema 3akynky; trade discounts — ckuaka oT cyMMBI 3aKa3a;

dispatch — otrpy3uTs, oTpaBka;
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documents against acceptance — ToKkyMeHT MPOTHUB akIenTa (rmepenava
JIOKYMEHTOB Ha MPaBO BIAJACHHUS COOCTBEHHOCTHIO TIOCTIE MMPEAbIBICHUS
HOKyIaTeJaeM JOKYMEHTOB 00 OIuiare);

draw — mepeBoauTh (CpeICTBa);

durability — u3HOCOYCTOWYHBOCTD, JOJITOBEYHOCTD;

enclosed — Bo BioxkeHNH;

ensure — obecneunBaTh, rapaHTUPOBATh;

ethnicity —sTHHUYeCKas UM pacoBasi IPUHAIICKHOCTS;
exhibit (AmE) — BeicTaBKka, sipmMapka;

expedite — moToparmMBaTh, OBICTPO BBITIOIHSTE;
expired price — HefelcTBUTEIbHAS/ CTapas IICHA,
external — BaemnIHMiIL;

fault — ommoOKa;

file a damage claim — npeabsIBUTH UCK O BO3MEIICHHH YOBITKOB;
fire extinguishers — oruetymmrens;

forward — HampaBATh;

forward — oTnpaBsTh, IEpECHLIATD;

freight — dpaxr;

frustrated — ObITH pazouapoBaHHBIM, PACCTPOCHHBIM;

fulfill an order — BeITOTHATE 3aKa3;

fulfill one’s commitments — BBITOIHHUTE 00513aTENLCTBA;

garment — mpeaMeT OaekK b,
glassware — u3nienus U3 CTeKIIa;

handling — BeimonHeHME;
heater — oborpeBateis;
hold off — 3agep:xuBaThCs, yIepKUBaTh;

increasing demand — yBeTHUMBAFOIIMIACS CIIPOC;

incur — cieoBath U3 (4ero-iaubo);

inundated — mepeHOCHO: OYCHB 3aHST;

inventory — peectp, KaTaJor;

invoice — cuet, cuer-dakTypa, ISSUE an iNVOICe — BeIUCcaTh CYET-(HaKTYypPY;
irrevocable letter of credit — 6e30T3bIBHBIN aKKPEIUTHB,;

leisurewear — oxex<aa s OTHABIXA;
license agreements — MIIeH3MOHHOE COTJIAIIICHHE;
look into — BBIACHSTH, pemiaTh IpoodJeMy;

make up an order — codpaTthb 3akas;
make up the shortfall — moxpeITe HEHOCTAUY;
manual — pyKoBOJCTBO IO IKCILTyaTallnu;
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marital status — cemeiinoe MoJI0KEHHE;
merchandise — ToBap(1);

non-profit organization —HekoMMepueckasi OpraHu3aIus;
nullify — annyIupoBarsb;

ornate — y3op4arbIi;

pick up — morpyska, mepeBo3Ka;

power supply — aslekTpocHaOX eHHE;
preventative measures — mpeBeHTUBHBIE MEPHI;
process an order — o6pabaThIBaTh 3aKas3;
prompt — OBICTpBHIif;

purchase — moxkymatsb, MOKyIKa;

quality — konu4ecTBo;

range — mpeaesl;

ration — oI, 4acTh;

rebate — ckunka;

referee confidential referees

require — TpeOoBaTh(Cs1), HACTAUBATH HA;
resolve — pemars;

retailer — po3HUYHBIN TOProBelr;

sample — o6pa3er;

ship — mepeBo3uTh, MOCTABIATH TOBAP;

shipment — nocraBka;

shipping company — TpaHcnopTHast KOMIIAHHUS;

signature — moAmuch;

solicitor — agBokar;

SS — mapoxog;

stand — croiika, CTeH;

stipulate — oroBapuBaTh B KaueCTBE YCIIOBHS;

stock - 3amac, in/ out of stock — umeromuiicst B HaNU4YKMK/ OTCYTCTBYIOIIHIA HA
CKJIAJIC,

submit — oTnpaBUTE Ha pacCMOTPEHUE (CTATHIO B PEAAKIIMIO XKYypHAJIA);
subscription — moamnvcka;

subsidiary — mo4epHsisi KOMITaHWSI,

substantial — 3HaunTensHbIA, O0npIION; Substantial order — ocHoBHOI 3aKas3;
sufficient — mocraTounbIii, 000CHOBAHHBIIH;

terms of sales — ycrmoBwust mpogaxu;

take legal actions — npenbsBIIATE CyeOHBIN HCK;
toughened smoked glass — 3akasieHHOE ABIMUATOE CTEKIIO;
trial order — mpoOHbIif 3aKas3;
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upgrade an order — u3MeHUTH/ OOHOBHTH 3aKa3;
urge — ybekaaTh, COBETOBATE;
value — 1ieHa, CTOUMOCTB;

warehouse — cxiaz;

warranty — rapanrtus;
waterproof — BoioHeIpOHUIIACMBIiA.
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OI'JIABJIEHHUE

00101 0% (62 () 3 (<
Kak HanmuCaTh JCTOBOE TIMCBMO . ...euutenteenteenaeeneeenneenneenneenneeannens
1. IIpemnnosxenne (Promotional letter and offer) ............................
2.3ammpoC (ENQUINY) .o e
3. OtBeT Ha 3ampoC (REPIY) . ovvie
4, 3aka3 (Order and covering letter) ............oovviiiiiiiiiiiii i,
5. OtBer Ha 3aka3 (Acknowledging an order, refusing an order,

delays INeliVEIY) ..o
6. Kamoba (Complaint) ...
7. OTBeT Ha mucbMo-xkanooy (Adjustment letter) ...,
8. Ipyrue Buzp! nenoseix nrceM (Miscellaneous correspondence) .......
TTHOCCAPHI ..t e e e et e e
()307 0670390 1% (<) 0121 1) 0) 2 (T
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