16.01. vpok 25

Tewma: JluctyBanus. Hanucanus HeopMaabHOTO JIHCTA

HanucanHus TUCTIB aHTIIHCHKOIO MOBOIO (B TOMY YHCIIi, He()OpMAIbHUX JIUCTIB) € 1y’Ke BaKJIMBUM
HaIPSIMKOM JTISTTLHOCTI B HAIIIOMY TTOBCSKICHHOMY KHTTI, B Oi3HEC cdepi, a TAKOK Y HAIIIOMY
MOBCSIKICHHOMY JKHUTTI.

dopmat HepopMaIbHOTO JTUCTA AaHTITIICHKOI0 MOBOIO CXOXKHI Ha pOpMaT AIIOBOTO JIUCTA, alle ICHy€E
PI3HUII Y BUKOPUCTAHHI PO3/IUJIOBUX 3HAKIB Ta CTHIISIX HAIIMCAHHS.

CrtpykTypa He(hopMaLHOTO JIMCTA AHTITIHCHKOI MOBOIO BUTJISIA€ HACTYITHUM YHHOM:

1. y mpaBiif BepxHiil yacTHHI HepOPMATBLHOTO JTUCTA MOTPIOHO BKA3aTH ATy, HAIPUKIIA/:
th
4" December 2014

2. nani iine npusitanss: Dear/Hi Paul,
3. ciia MoAsKyBaTH CBOEMY APYTY 3a HOTO JIUCT 1 3rafiaTH, Mpo 110 BiH BaM MHCAB:
Hi! How are you? — I[pugit! Sk cnpaBu?
How’s it going? - SIx cipaBu?
How are things? - Sk cipaBu?
I hope you are well/Hope you are well — ciogiBatock, y Tebe Bce 1o0pe
Thank you for your letter — gsikyto 3a TBi# JTHCT

It was great to hear .... I'm glad ... - paguii OyB uyTH ...

4. nmaniy HehOpMaTbHOMY JIUCTI APYTY aHTITIMCHKOIO MOBOIO BiJIMIOBIAa€MO HA MUTaHHS, a00 XK
JaeMO TIopaay:

It’s a great idea ... - uygoBa imes ...
I suggest ... - s IpONOHYIO ...
Yes.Idohave ... -Takx ...

Glad to hear ...- paauii 9yTH ...

I was very happy to hear/read ... - 6yB Ay»e paauii mo4yTH, IPOYUTATH ...
Great news about your ... - 4y 10Ba HOBHHA IIpo TebE ...

I’m happy to hear that ... paguii gayTu, mo ...

I’m really sorry ... - MeHi HacTipaBIi Kaib ...

5. micns 1poro B He(hOpMaTbHOMY JIMCTI aHTTIIHCHKOI0 MOBOIO PO3IMOBIAA€MO PO OCTaHHI 3MiHH,
HOBHHU:



Oh, by the way ... - 1o peui ...

I forgot to tell you ... - 3a0yB T00i cka3atw ...
Well/Oh, and another thing! — o, me oxHa piu!
Listen, ... - mocnyxaip, ...

Let me tell you about ...- 103Boib TOO1 cKa3aTH ...

Guess what! — 3naem, mo!

6. BKa3yeMoO Ha MPUYMHMU, 3 IKUX BaM CJIiJ 3aKIHYYBaTH HAlIMCAHHS HEPOPMAJIHHOTO JIUCTA
aHIIIMCBKOI0 MOBOIO:

Well, got to go now ... - maro Wt
I’d better go now ...- MeHi kpaliie 3aKiH1yBaTH
I have to go now ... - Maro 3aKiHYyBaTH

Got to go.

7. 3aKJIOYHI BUCIOBIIOBaHHA - No.1:
Write soon! — ckopo Hanuiry

Take care, and hope to hear from you soon — 6epexu cebe, crioaiBaroCh, He3a0apOM OTPUMAIO TBOIO
BIJIIIOBIIb

See you soon! - [To6aunmoch

8. 3axIo4Hi BUCIOBIIOBAHHS - NO.2:
Love, - 1100110
Lots of love,

All the best, - Bcboro Halikparioro

9. Bame iM’4.

3Bu4aitHo, HepopMaTbHUMN JTUCT IPYTy aHTIIHCHKOI0 MOBOIO MOYKHA HAIKMCATH 1 B TOBUIBHIHN dopmMi,
aje B paMkax miarotoBku 10 3HO 3 aHTIiHCEKOT MOTPIOHO TOTPUMYBATHCH CTPYKTYPH HATMCAHHS.




19.01. Ypoxk 26

Tema: Jlinosi nuctu. 3asBu. OToJI0IICHHS

AKLWO BaM J0BOANTLCA baraTo CinkyBaTUCA 3 NapTHepamMm No bi3Hecy 3i
CnonyyeHux LWTaTiB, BennkobputaHrii abo ABcTpanii, HEObXifHO 3HATU, IK MPaBUJIBHO
cKnagaTu AinoBUI NNCT aHTNINCBLKOK MOBOH. MNMPpNGAN3HY CTPYKTYPY AOKYMEHT3,
HeobXiZHY NeKcunKy, oKpeMi NPUKNaAM M HaMarannucsa posibpaTtu B Ui CTaTTi.

AinoBniA NINCT: 0CO6NNBOCTI | BapiaHTHN

Byab-aka odiuiliHa nanip Mae BU3HaueHy CTPYKTypy. Te XX came My MOXeMO CKasaTu i
Npo AiN0BOMY /INCTi. BOHO 060B'A3KOBO NOBVMHHO BKAKOYATV HACTYMHi KOMMNOHEHTN:
e [laHi agpecaHTa (iHpopMaLis Npo BigNpaBHUKA).

e /laTa HanMCcaHHS.

AaHi agpecarta (iHbopmaLisa Npo ogep>XyBaya).

MNocnnaHHA Ha nonepeaHIo Nepenncky (Hanpukaag, y BiAnosigb Ha nncT...). HE
060B'A3K0BO!

e Tema nucra.

e [IpmBITaHHA.

OcCHOBHa cyTb abo TiNO AOKYMeHTa.

3aK/IroYHa YacTuHa.

Mianwvc.

Aopatkn/BknageHi pannn.

RIVER BANK HOUSE 67, UPPER THAMES STREET
London, EC 4 V 3AH

Your ref. RM/si Our refl: TB/ap/175 Telephone: 01 248 2217 (30 lines)
Fax 012482216

E-mail: river @bank.gb

Mr R, Morrison

17 May 2003
P. Marow & CO. LTD :
21 Bird Street
London E1 6 TM

Dear Mr. Morrison

Order 345

Unfortunately we have not received the computers "OPTIMA 133" which were
a part of this order yat. We would be grateful if you could deliver thesa as
soon as possible or refund our moneay.

We look forward to hearing from you.
Do not hasitate to call us.

Yours sinceraly
Thamar Sarker

T. Barker
Manager

Encl. Order 345

Carbon copy M. Pryor

Mpuknag AiNOBOro ANCTa aHMNINCbKOK MOBOH
Po3rnaHemo fetasibHille BCi MyHKTW.
BcTynHi gaHi
Y nepwomy 6noui 3a3Bu4yant He BKasyeTbca [Ib agpecaHTa (3a BUHATKOM
aMepuKaHCbKMX nanepi.), HEOOXIAHWI TiNbKK agpecy. Haragyemo, Wo B aHITOMOBHWX



KpaiHax MOpPSAOK MOro KOMMOHEHTIB MOBUHEH OyTW HACTyMHWM: Ha3Ba OpraHisawil,
HOMep 6yANHKY, Ha3Ba BY/NLI, iHAEKC, WTaT (NPoBiHLUifA, rpadCcTBO TOLLO), KpaiHa, HOMep
TenedoHy. AKWO AUCT HaacumnaeTbca 3 Pocii, pekoMeHAyeMO AOTpUMYBAaTWNCA
BITYUN3HAHOIO MOLUTOBOrO CTaHAAPTY.

NB! BizHec n1CT aHMNINCbKOK MOBO Yy BennkobpuTaHii nepesbayae 3a3HaueHHs
ajipecs B NMpaBOMy BEPXHbOMY KYTi apkyLua, Toai Ak B LLtatax - B NiBOMY BEPXHLOMY
KYyTKY (Ni4 AaToro) abo, sk BapiaHT, Nicnsa NigNncy, B HYXHIA YaCTUHI.

NB! Y 6pnTaHCbKOMY aHMNINCBKOK JaTa CTaBUTbCA Yy NPaBOMY KyTi (Ha CXOANHKY
HMXYe BKas3aHOI ajpecn), B APYKOBAHOMY BUMNAAI AOMYCKAETbCA 11 NiIBOCTOPOHHIN
po3TallyBaHHA. B amepukaHCbKOMY BapiaHTi - AaTy BM3HAYeHO BepXHi NiBUA KyT
LleHTp BEPXHIil YaCTUHI apkyLua.

JaHi agpecata NULWYTbLCA 3M1iBa: B OPUTAHCBLKOMY - Ha Till Xke no3uuii, Wwo i gaTa,
abo niHieto HxYe. B aMeprKaHCbKOMY - 3 BIACTYNOM B 2 pAAku BHWU3 Big iHGopMaLii
npo agpecaHTe.

Business letter scheme

BTTY é‘l &l Letterhead or
official heading

HEQLDH DEPARIMENT
HEW-YORK

Inner address Marcin 13, 2014

LESA, Maw-¥ork, 25
A5ETR0

Salutation Dear Dr Smith.

Date

| am writing to infrom you that the inveice
you sent on February Tih has bean recioved

Main body (text)

The paymént will ba made in 14 days,

Oncea the bank transfer is made,
you wil be nolified wia amail,

Closing Thank you for eosparation,
B Sincerely. ;

Typed name Mark Ektow, Ll d Signature
B Senior manager o~ —

3aranbHa cxema ZifloBoro nucTa

BiTaHHA

AKLO MU 3HAEMO iM'A | CTaTyC NOAMNHUN, A0 AKOro 3BePTAEMOCH, PEKOMEHAYETLCA
BukopuctosyBaTu DEAR + Mr/Dr... + npi3suwe (Dear Mr Thompson). Akwo nignora
Konery HesigoMui, MoxXHa 3BeptaTuca: DEAR + MpisBuwe, im'a (Dear Chris Qwerty).
3ycTpivatoTbCa BUNAAKW, KOAU MapTHEpPU 3BepTarTbCA OAVMH OA4HOro MPOCTO Ha iM'd
(Hanpuknag, Dear Mark).

AKWO MW He 3HAEMO, [0 KOro KOHKpeTHO 6yAemMo 3BepTaTucs, MOXHa
BUKOPWUCTOBYBATW HacTynHi BapiaHTu:Dear Sir (Sirs)/MadamLlUaHoBHWI naHe (NaHi)/naHi,
nepesBaxHo Yy BenukobputaHiiGentlemen/Ladieslocnoga/gamy, nepeBaxHO B
AmepuuiDear Sir or MadamlUaHoBHWI MaHe/TaHi, Konu cTaTb HeBigoMa (BpUTaHCLKUIA
BapiaHT)Ladies and Gentlemen/leai i AXeHTAbMeHW, KOAM CTaTb HeBigoOMa
(amepukaHcbkMiA BapiaHT)To whom it may concernToMy, XTO 3aujikaBneHuin (Toro, Koro
Lie CTOCYETbCA)



Tema nucra

Bka3yeTbcs 3a 6axxaHHAM. AKLLO MOBa e Npo 0diLinHOMY NNCTI HA aHMNINCBKIA MOBI 3
BpuTaHii, TeMa po3TalLOBYETLCSA HACTYNMHUM PSAAKOM MiCNA 3BepHEHHS. B aMepuriKaHCbKil
BepCii LJOKyMeHTa BOHa NAe Nicis agpecn ogepxxyBava.

ANsA aKkLeHTYBaHHA yBarn MOXHa BUAINATY TeMy TNCTa HAaCTYyNHUMIK cnocobamu:

= XVPHUM WpUdTOM;
*  BeNKUMU NiTepamu;
= npeaBapsoWwMuy «Subject» abo «Re:»

TekcT nucrta

3aBXAN NOYNHAETHLCSA 3 BENKOI NiTepu, HaBiTb AKLLO MicNs 3BEPHEHHS (Ha
nonepeAHbOMY PSAKY) cTosna koMa. CTaHAAPT BUPIBHIOBAHHSA TEKCTY - MO NiBOMY Kpalto.
Ab63aum BiJOKPEMNOKTLCA OAVH Bij 04HOMO MOPOXHIM psiAKOM. Ha BiAMIHY Bij
POCINCbKOMOBHWX TEKCTIB Ha MOYaTKy HOBOIO psajKa BiACTYN He MOoTPi6HO.

TekCT NOBUHEH BYTU YiTKMM, 3i CTPOror0 CTPYKTYPOLO. Y nMepLuUili YacTuHi aBTopy
CNliZl KOPOTKO MOACHUTY NPUYNHY HAaNMCaHHSA, Aani PO3'ACHUTU MeTY B NOAPOOMLAX, Y
KiHLi OCHOBHOI YaCTUHW - NiABeCTU NiACYMOK i BUCNOBUTK Te, WO BiANPaBHUK HaXxae
AisHatuncs, oTpuMaTtn i T. n.

Mpv NobyA0Bi OCHOBHOIO TEKCTY MOXHAa BUKOPUCTOBYBATU TaKi
C/I0OBOCMONyYEeHHS:

To receive one’s letter dated...OTprMaT YMECh NUCT BiA (Takoro-to Yncna)...Thank
you for...JakyeMo BaM 3a...To confirmliaTeepaxysaTnHereby inform
somebodyCnpasXHiM NOBIAOMAATY KOro-HebyabTo have any questionsMatu ski-Hebyab
nutaHHAToO look forward to something/doing something3 HeTepniHHAM YekaTy Yoro-
Hebyab/byab-aKOi AiiTo get one’s address fromOTpumMaTy Ymtock agpecy 3 (Big)...To
intendMaTun HamipTo considerBeaxatu, po3srnagatuTo have a steady demand for...MaTu
NOCTIHWIA NONUT Ha...To know more about/lizHaTnca 6inbLe npo...To send a catalogue
(catalog)BignpaButun katanorTo be enclosedbytn y BknageHHiTo order the following
items3amMoBAATY Taki HalMeHyBaHHS (MPoAyKL,ii)

NMpowiaHHA

3aBepLuytoum popManbHe INCT aHTNIICbKO, BUKOPUCTOBYIMTE:

= Sincerely yours (Wmpo BaLl) - NepeBaXHO BXMBATU, AKLLO Ha NoYaTKy BKasyBanu
npi3BuLLe Ta iM'A agpecaTa (0cobnMBO B bBpUTaHCLKOMY BapiaHTi);

= Faithfully yours (3 noBaroto BaLl) - NpakTUYHO He BUKOPUCTOBYETLCA B
aMepUIKaHCbKI AiNoBIi KOpecnoHAeHUii (HacTo BUKOPUCTOBYETLCA Y BennkobpuTani,
AKLLO O4ep>XyBaya He HasuBanu no iMeHi-npissmLLa).

B 0QiLiHNX eNneKTPOHHNX MOC/IaHHAX MOXHA YacTo 3YCTPITU:

Regards/Kind regards3 nosaroto/rnnbokoto rnoearoroBest wishes3 Havikpalmmm
no6axaHHAMMN

NB! ®pa3uv npoLaHHA NPUNHATO BUPIBHIOBATW NO NiBOMY Kpato. AJ1E! Akwo agaTa 6yna
HanMcaHa B LIeHTPi apKyLUa, MPOLLUAHHA TaKOX CNif «LeHTPpYBaTU».

BknageHHA



AKLWO A0 NUCTa AOAAK0ThCA AKick darinn, nicns nianucy 3pobiTe No3Hauky «Enclosure»
(BknageHHs1) abo 3p0biTb OKpeMunii CMCOK 3 NepepaxyBaHHAM BCiX MPUKPINAeHUX
narnepis.

Arabian Electronics !

Your ref. RW: jd N
Cur raf. MAdyh

Mr. Robart J Winston March 9, 2005

Expart Divislon

Intarfan. Inc.

1677 Sea Harbar Dnve
Onanda, Flonda 35509
LSA

Re: Agents in Bahrain

Dear Mr. Winston,
Eastern Bank has passed us the letter of February &, 2000.

We are interested in importing radio telephone and we would like to re-
ceive some more information. Please could you confirm that the prices
in your catalogue are still correct.

We are looking forward to hearing from you.

Yours sincerely,

MA.N. Talahma,

Manager




