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DUuibl AEJIOBbLI:

¢ ITozapasnenune — Congratulation Letter

¢ [Ipennoxenne — Commercial Offer — ornpasnseTcs BameMy HMOTEHITMATLHOMY
JACIOBOMY TapTHEPY C BalldMH YCIOBHSAMH M TMPEIJIOKCHHIMU O
COTPYIHUYECTBE.

¢ O nmpuéme Ha pabory — Acceptance—yBeaoMIISIET Bac, YTO BbI MPHHSATHI Ha
padory.

¢ 3asBnenue — Application— comepxut Bamie pe3roMe U MPEIIOKEHUE ceOs B
KauyeCcTBE paOOTHHKA.

¢ Otkasz- Refusal letter — memoBoit «OT-BOPOT-TIOBOPOT» Ha BaIlle 3asABICHUE WU
IpEIIOKCHHE.

¢ XKamoba —Complaint Letter — cogepkut x)ano0y WM MPETCH3UU HAa KAa4eCTBO
IPUOOPETEHHOTO TOBAapa WIIM OKa3aHHBIX YCIYT.

¢ [InceMmo—m3BHHEHHE — APOloQy Letter — 3To oTBET Ha MHCHMO-KAJIO0Y.

¢ [Incemo-3ampoc— Enquiry Letter —oTnpaBisgioT, Korga HEOOXOAMMO MOJIYYUTH
nH(bOopMaIo 00 YCIyTe Uin ToBape.

¢ [Incemo-oTBeT Ha 3ampoc — Reply Quotation— B HEM, COOCTBEHHO M CONECPIKHUTCS
3amnpanivBaeMasi “tHGoOpMaIus.

¢ [Incemo-06narogapaocts — Thank-you letter




v’ Bee npeaioKeHrsi HAaUMHAIOTCS OT OJHOM BEPTUKAIBLHOMN JINHUN.

v' TekcT pasaensercs Ha ad3anbl 03 KPaCHBIX CTPOK.

v' JIast yopoIieHusl BOCIPUATHS, HAMMCAHHBIA TEKCT pa30MBaeM Ha
IIPUMEPHO PABHBIE 10 PA3MEPY CMBICIIOBBIE OJIOKHU.

v’ benoe mpocTpaHCTBO AODKHO PaBHOMEPHO OKpYKaTh TEKCT. He
IIOMENIANTE OAHY-IIBE CTPOYKHA TEKCTA BBEPXY JIMCTA, €CIU MUCHMO
HeOombioe. He meyaraiite 10 HUXKHETO Kpasl JMCTa W HE Cy)KahTe
10JI51, €CJIM MOCJIaHWE MHOTOCJIOBHO — JIyUIlI€ MCIIOJb30BaTh BTOPYIO
CTPAHULLY.



v  He mpuMeHsiiTe B IEPENUCKE Pa3TOBOPHLIE COKPAIIECHHS — IMUIIEM
YOU are smecto YOU'Te U T.1I.

v'He pemraiite B OJHOM IHMCHME ABE MPOOIEMBI OZHOBPEMEHHO —
IIPEAIIOYTUTEIBHEE HAITMCATh JIBA MTMCHMA.

v Onpenenurech, Kakoil TOH Oymer Oonee  MOIXOMAMIMM — —
o(uIIHaIbHBINA UM PAaCKOBAHHBIM.

v HeoOXOAMMO YUYUTBIBATH T€ MpaBHiIa, KOTOPEIE OTCYTCTBYIOT Y HAC,
HO MMEIOT KOHKPETHOE 3HAYCHHWE Y HHUX, HAIMOHAJIbHBIE U
TEPPUTOPHUATBLHBIE 0COOCHHOCTH.
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*¢* 3aroyioBOK (1Iamnka):
A) Apapec ormnpaButenss — B BEpXHEM JeBOoM yniny. Eciu OiaHk
(DUPMEHHBII, TO AJPEC yKE MPOCTABJIECH.
b) Anpec nonydareins — cieBa, HUxe ajapeca ornpaBurens. Dopmar: ot
MeHblero K oonememy (Mms, Nomoma, ynuiia, ropoj, MHAEKC, CTpaHa).
B) /lata — Tpu CTpOKM HWXKE ajpeca MOoJydaresisi WiId B MpaBOM
BEpXHEM yri1y.  Dopmar: JeHb/MECSI/TO/. 3asAThIe HE UCTOJIb3YIOTCH.
¢ [IpuBercTBue (oOpallleHne), MM KaK HayaTh IIHCHMO.
¢ ['maBHas MbIC/Ib (OCHOBHOM TEKCT MOCIAHKS) — B IIEHTPAIbHON YaCTH MUChMA.
¢ 3axmrounTenbHas  (paza  (BeIpakeHHE OJarogapHOCTH M JaJbHEHIINX
HaMEPEHHUI).
¢ 3akmounTenbHas (GopMyna BexauBoctd; Ilogmuch;, HWwmsa, Davunusa wu
HOJKHOCTh OTHPaBUTEIS.
“* BriokeHue — roBOpPUT O TOM, YTO B IHCHMO BIIOKEHBI JOMOIHUTEIHHBIC
Marepuaibl (peKJIaMHbBIA OyKIJIET UK OpoIIopa).
¢ MoxeT comepKaTh MOCTCKPUIITYM, HHUITHATBI HCTIOTHUTEIIS.



Dear Sirs,
Dear Sir or Madam -eciau BaM HE H3BECTHO HMS

IOTyJaTeIs
Mr/Mrs/Miss/Ms [bamunusi] — eciau BaM H3BECTHO

UM ajpecara
Dear Frank, — ecii ye10BEK BaM 3HAKOM

Dear sale manager — eciau u3BecTHa TOJIBKO JTOIKHOCTH
(B JAHHOM CJIy4ae MEHEKEP 110 IIpOoaakaM )
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It Is very kind of you to— ouens mobe3no ¢ Bameii
CTOPOHBI

We apologize for — MpI npuHOCHM CBOU M3BHHCHUS
3a

Please let me know -Iloxaiyiicra, cooOmmuTe MHE
According to — B cooTBeTCTBUH C

In case — B ciyuae

As you requested — ITo Bameit mpocs0e

Until now — Jlo cux mop

With reference to your — OraocurensHo Bamero
Unfortunately — K coxanenmnio

We enclose — MkbI mpunaraem

We are sorry — Mebl coxxaneeM



d Thank you for responding to my offer — Cmnacmu6o,
YTO OTKJIIMKHYJINCH Ha MO€ INPEAJI0KCHUE

d We look forward to hearing from you soon —
HageemMcss mnonyuuts Bam orBeT B OnmkauiieM

OoyaylIeM

1 With best regards — C Hanay4qmmMu moKeIaHuSIMH

d With respect — C yBaxxenuem

d With thanks for your cooperation — C 6iarogapHOCTBIO
3a COTPYIHHUYECTBO

d With best wishes — C maunmy4ymmmu noxxenaHuSIMU




Kind regards, — C yBaxxeHHEM. . .

Yours faithfully, Mckpenne Bam- ecnm
UM ajipecara BaM He U3BECTHO

Yours sincerely, — ecimm wuMms Bawm
HN3BCCTHO




Lemann § Sons _John Stewart
3597 43vd Street 1304 Sherman Ave. New
York, NY 12008 Madison, Wisconsin

Ma 524, 2015
Dear SLrs,

With reference to Your advertisement in Business weekly
ournal could You please send me more detailed description of
Your monttors.

[ would also Like to know about discounts that you provide.

Yours faithfully,
(Stgnature)

ohn Stewart
Sales Manager




