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Introduction

There are many modern communication methods available today, but the
traditional business letter remains an important means of sending printed messages.
Developments in technology have made it possible for us to have instant
communication all over the world. Speed is now becoming the key to successful
business communications. As a result, fax messages and e-mail are taking the place
of many business letters.

Whatever method you choose to convey your printed message — letter, fax, e-mail,
memo, etc. — your aim should be to ensure a high standard in the important area of
written communications. By setting high standards in this area you will be helping to
create and enhance the corporate image of your organization.

In today’s competitive business world, high communication standards are vital.
Therefore it is essential to ensure that the need for speed does not result in a decline
in the standards of communications. Instead, the constant advances in technology
should help us to improve and enhance our business communications, and thereby
maximize business potential.

Good writing is like any other endeavor. The more you put into it, the more you will
get back.



Unit 1. Business documents (presentation). Envelopes.

1. Check the transcription and translate the following words and expressions:
common, standard, definite order, from private to general, return address, mailing
address, addressee’s company, sender’s company.

2. What do you know of envelopes’ design?

Text 1. Nowadays the common standard exists for envelopes both in the USA and
Europe (including Britain). According to it the information is placed in definite order.
The main principle is from private to general, from person to country.

(1) Mr. John Dale

Financial Director

(2) New Jersey Power Company
5695 (3) South Road

(4) Ridgefield (5) TO 0887

(6) Mr. Tom Wolf

Director of Marketing

(7) Smith Printing Company
590 (8) Sixth Avenue

(9) Milwaukee (10) WI 53216

(1) the sender

(2) the sender’s company name

(3) the street name in the return address
(4) the town the letter comes from

(5) the ZIP Code in the return address

(6) the addressee

(7) the addressee’s company name

(8) the street name in the mailing address
(9) the town the letter comes to

(10) the ZIP Code in the mailing address

We should pay attention, that information in the letter and on the envelope is to
coincide. An address starts with a full name before which they use Mr., Mrs., Miss.
Ms.

For example:

Mr. Richard Snow
Mrs. Lucy Lue
Miss Agatha Green



Mr. is used for man, Mrs. — for married women, Miss — for unmarried. Nowadays we
can see the form Ms. That is read as [miz] or [mis] in business correspondence. It was
recommended as it doesn’t indicate woman’s status.

Note that the number of the street in the address always precedes the name of Street,
Avenue, Drive, Lane, Place, Road, Circle. Sometimes the indicators of parts of world
may be placed — N, S, W, E, (South, West or East).

For example:

350 West Forty-Second Street

795 Alexandra Road

After that the city, state or country follows, that might be written briefly
(MI=Michigan, NJ=New Jersey). But in the case of large towns and cities in the
United Kingdom the name of the county is not required. It is not necessary, to add
“Lancashire” to the address. However, when the firm addressed is situated in a
smaller town, the county name is necessary, and it should be remembered that in
Britain there are two Richmonds, one in Surrey and the other in Yorkshire, and
several Newports.

Then ZIP Code=Zone Improvement Plan is used. It consists of five numbers
(sometimes four local numbers are added) in the USA (ex. 76708-2642) and of
numbers and letters in Great Britain (WC2 3AB). The name of the country is usually
underlined or singed out:

Mr. John Cummings

25 High Street

Petersfield, GL 131 4LN

Great Britain

Instead of address you may see the words “care of” (c/o, c.0.). they mean that a
sender wants the letter to be handed to a person, whose address he/she doesn’t know.
A letter might be sent to a hotel, for example, or a person’s friends:

Mr.F. Jones

c/o Hotel Carlton

Boston

USA

Practice

Task 1. Write down the address on the envelope.
Task 2. Discuss the rules of envelope’s design.



Unit 2. Parts of a business letter

Translate the following words and expressions:

printed stationery, reference, date, inside address, special address, special marking,
salutation, needing, complimentary close, designation, enclosures, fully blocked
style.

Parts of a business letter
Printed stationery (Letterhead)

Attractive and consistent presentation of your business documents is vital if they are
to make a good impression. Your printed stationary should be of good quality,
especially when being used for sending to external contacts.
The paper your company uses for its printed correspondence will express the
personality of your company. Your letterhead will show:

a) alogo or graphic symbol identifying your company;

b) the company’s name;

c) the full postal address;

d) contact numbers - telephone, fax, e-mail address;

¢) website address;

f) registered number or registered office.

It 1s usual to engage experts to design a letterhead, especially an eye-catching logo
with which the company can be identified.

The letterhead shows:

>
S
Logo Cooper Communications Mobile Phone specialists
35 Elm Drive Tel. +54 1122371212
Company name Brickfield Fax +541122371213
/839 3 EC / Email CooperComm@jintl.uk
Address Contact details
Person __— Person Education
The company name is Education Norwick Gate, Garlow
displayed at the top left Sussex FC30 2GE United
/ Kingdom
the address and contact details Telephone +54(0)1297636632
are placed at the top right Fascimile +54(0)1297636630

www.personed.co.uk



Person Education Limited, Registrated Office Norwick

/
Gate, Garlowsussex
Registrated office
details are in smaller print  FC 30 2GE Registrated Number 932339 Registrated in
at the bottom England and Wales
Reference

In the past letterheads used to have “Our ref” and “Your ref” printed on them. Today
this is rarely the case because with modern word processors and printers it is difficult
to line up the printing on such pre-printed stationery. The typist normally inserts the
reference on a line on its own. The reference includes the initials of the writer
(usually in upper case) and (in upper or lower case, as preffered). A file or
departmental reference may also be included.

Examples:

GBD/ST GBD/st/Perl GBO/ST/134

Date

The date should always be shown in full. In the UK it is usual to show the date in the
order day/month/year. No commas are used.

Example:

27 June 2007

In some other countries the date is typed in the order month/day/year, often with a
comma after the month.

Example:
June, 4 2008

Inside address

The name and address of the recipient should be typed on separate lines as it would
appear on an envelope. Care should be taken to address the recipient exactly as they
sign their letters. For example, a person signing as “William Cummings” should be
addressed as such in the inside address, preceded with the courtesy title “Mr”. To
address him as “Mr W Cummings” would not be appropriate.

Example:

Mr William Cummings
General Manager

Cummings Engineering Co Ltd
12 Bracken Hill

Ne45 9 AS



When writing letters overseas, the name of the country should be shown on the final
line of this section. As the letter will be sent by airmail, this should be indicated one
clear line space above the inside address.

Example:
AIRMAIL

Mr Kevin Brig
Racoon Press Inc
38 North Bank
Toronto

Ontario

Canada M5 J9LK

Special markings

If a letter is confidential it is usual this as part of the inside address, one clear line
space above it. This may be typed in upper case or in initial capitals with underscore.
Example:

CONFIDENTAL

Miss Iris Tem

Personnel Director

Soft Balls plc

35 Roofy Road

Birmingham

B2 4JT

Salutation

If the recipient’s name has been used in the inside address, it is usual to use personal
salutation.

Example:

Dear Mr Crowth Dear Alex Dear Miss Tem  Dear Rosemary

If your letter is addressed to a head of department or the head of an organization
whose name is not known, then it would be more appropriate to use a salutation as
shown here.

Example:

Dear Sir or Madam

Heading

A heading gives a brief indication of the content of the letter. It is usually placed one
clear line space after the salutation. Upper case is generally used, although initial
capitals with underscore may be used if preferred.

Example:

Dear Mrs Cowell

INTERNATIONAL CONFERENCE — 29 August 2008
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Body of Letter
There is four point plan in communication in business for body of letter.
1. Opening or introduction

The first paragraph will state the reason for the communication, basically setting the
scene. It may:

acknowledge previous correspondence;

refer to a meeting or contact;

provide an introduction to the matter being discussed.

Examples:
Thank you for your letter of ...
It was good to meet you again at last week’s conference. We wish to hold our annual
at a London hotel in November.
2. Central section (details)

The main part of the message gives all the information that the recipient needs to
know. Details should be stated simply and clearly, with separate paragraphs used for
individual sections. This section should flow logically to a natural conclusion.

3. Conclusion (Action or Response)

This section draws the message to a logical conclusion. It may:
a) state the action expected from the recipient;
b) state the action you will take as a result of the details provided.
Examples:
Please let me have full details of the costs involved together with some sample
menus.
If payment is not received within seven days this matter will be placed in the hands of
our solicitor.
4. Close
A simple one-line closing sentence is usually all that is necessary to conclude a
message. This should be relevant to the content of the message.
Examples:
I look forward to meeting you soon.
I look forward to seeing you at next month’s conference.
A prompt reply would be appreciated.
Please let me know if you need any further information.

Complimentary close

11



It is customary to end the letter in a polite way by using a complimentary close. The
two most common closes are “Yours sincerely” (used with personalized salutations)
and “Yours faithfully” (used only with Dear Sir/Sirs/Sir or Madam).

Examples:

Dear Sir Yours Dear Mr Crom Yours
Dear Sirs faithfully Dear Mrs Dellick sincerely
Dear Madam Dear Emily

Dear Sir or Madam Dear Bill

Name of sender and designation

After the complimentary close 4 or 5 clear spaces should be left so that the letter can
be signed. The name of the sender should then be inserted in whatever style is
preferred - upper case, or initial capitals only. The sender’s designation or
department should be shown directly beneath his/her name. Note that the title “Mr” is
never shown, when the writer is male, but it is usual to add a courtesy title for a
female (this is shown in brackets after her name).

Examples:

Yours faithfully Yours sincerely
PATRICK ASHER JUDITH BORK (Mrs)
Chairman General Manager

When a letter has to be signed on behalf of the sender, it is usual to write “for” or
“pp” in front of the sender’s printed name; “pp” is an abbreviation for “per
procurationem” which means “on behalf of”.

Example:

Yours faithfully
Helen Mirrey

For ROBERT BERG
Chairman

Here is an example of business letter with comments.

12



Letter headed paper ——  Printing Hall Printing Hall
Birmingham Gate
Garlow, Sussex

SM 17 2GE
UNITED KINGDOM
Telephone: +44(0)1479633453
Reference (initials of writer/__— CT/PG Facsimile: +44(0)1479401527
typist, sometimes a filing
reference)
Date (day, month year) ————26 August 200
Mr Adam Corn
General Manager
Inside address (name, ~— High Print Co Ltd
title, company, full address, 77 Oak Lane
postal code) London
WCI1 8TG
Salutation Dear Adam

Heading (to give an instant idea FULLY BLOCKED LETTER LAYOUT

/
of the theme) This layout has become firmly established as the most
popular way of setting out letters, fax messages,
memos.
Introduction (one line — reports — in fact all business communication. The
space between paragraphs) main feature of fully blocked style is that all lines

begin at the left-hand margin.

Open punctuation is usually used with the fully
blocked layout. This means no punctuation marks are

necessary in the reference, date inside address,

Details salutation and closing section. Of course essential
punctuation must still be used in the text of the

message itself, commas should be used only when

13



their omission would make the sense of the message
unclear.

Consistency is important in layout and spacing of all
documents. It is usual to leave just one clear line
space between each section.

Conclusion — Most people agree that this layout is very attractive
and easy to produce as well as businesslike.

Complimentary close — Yours sincerely
Name of Sender CODY TRUMP
Sender’s designation or ~——— Training Specialist
department
Enc (if anything is enclosed) Enc
Copy Peggy George, Publisher
REMEMBER:

- design an attractive letterhead with a unique logo for your company’s
letterhead paper;

- use consistent layout for all your business documents — fully blocked style
with open punctuation is the most popular;

- leave just one line space between each section of your documents. Be
consistent in this aspect;

- include the sender’s name and title in the address section — an “attention
line” is not necessary;

- if there is an appropriate heading, use it. If not, leave it out;
- indicate, when something is enclosed by putting “Enc” at the end;
- use Copy or cc (courtesy copy) when other people receive copies;

- when a document is continued on a second page, do not type anything at the
foot of the first page;

- at the head of a continuous sheet (fully blocked at the left margin) show the
page number, date and name of addressee;

- your business documents reflect an impression of you and your company.

14



Practice

Task 1. Write down your own business letter.
Task 2. Is it true or false?

1. After the complimentary close 2 clear spaces should be left.
2. The name and address of the recipient should be typed on separate lines.
3. The date should always be shown in full.

4. The main feature of fully blocked style is that all lines begin at the right —
hand margin.

15



Unit 3. Getting a job

Translate the following words and word combinations: prospective employer,
covering letter, relevant information, testimonials, resignation, special awards,
working experience, suitable vacancy, referee, personal qualities, working attitude.

Letter of application

A letter of application for a job is essentially a sales letter. In such a letter you are
trying to find good job, so your letter must:

capture attention by using a good writing style;

arise interest in your qualifications;

carry conviction by your past record and testimonials;

bring about the action you want the prospective employer to take — to grant an
interview and eventually give you the job.

Your application should be typed. A well displayed, easy to read letter will attract
attention at once and create a favorable first impression. You should write a short
letter applying for the post and stating that your curriculum vitae (or resume) is
enclosed. Your curriculum vitae should give full details of your personal background,
education, qualifications and experience.

Do not duplicate such information in your letter. When your application is in
response to an advertisement in a newspaper or journal, this should be mentioned in
the opening paragraph or in the subject heading.

The writer’s address is placed 17 Rose Road
at the top right-hand corner e WINFORD
of the letter CH7 GMY

26 July 2008
All other details begin at — Mrs VR Jackings
the left margin in fully blocked Personnel Manager
style Leily 2 Walland Ltd

Helsin Works

NELTON

CH6 9HA

Dear Mrs Jacking

PRIVATE SECRETARY TO MANAGING DIRECTOR

Mention the post and I was interested to see your advertisement in
where you saw the advertisement today’s Daily Telegraph and would like to be
considered for this post.

Give an outline of your I am presently working as Private Secretary to the

16



present post and briefly
discuss your duties

An indication of why you
are interested in the advertised
post would be useful

Enclose your CV and copies
of testimonials if available

Suitable close

Curriculum vitae

general Manager at a manufacturing company and
have a wide range of responsibilities. This includes
attending and taking minutes of meetings and
interviews, dealing with callers and correspondence in
my employer’s absence and supervising junior staff,
as well as the usual secretarial duties.

The kind of work in which your company is engaged
particularly interest me and I would welcome the
opportunity it would afford to use my language
abilities which are not utilized in my present post.

A copy of my curriculum vitae is enclosed with
copies of previous testimonials.

I hope to hear from you soon and to be given the
opportunity to present myself at an interview.

Yours sincerely
Jane Belle

JANE BELLE (Miss)
Encs

Your curriculum vitae (sometimes called a resumé) should set out all your personal
details, together with your education, qualifications and working experience. It
should be displayed attractively so that all the information can be seen at a glance. It
should not be more than 2 pages. Wherever possible, the information should be
categorized under headings and columns.

Here are examples of curriculum vitae and resume.

CURRICULUM VITAE
Name Mary Cramp
Personal details should ——Address 35 Pine Lane
be shown at the beginning Medford
Sussex PHS "TMY
Telephone 030 7579 2457
DATE OF BIRTH 14 March 1970
NATIONALITY British

MARITAL STATUS  Single

17



State full-and part-time EDUCATION

educational courses 19 to 19 Bedford High School
19 to 19 _ Wirpad Secretarial College
(Secretarial Course)
QUALIFICATIONS
List qualificationsin full —  GCE A Level English Language
(don’t just say “4A levels”) Mathematics
Spanish
French
GCE O Level Biology
Philosophy
Commerce
History
LCCI Private Secretary’s Diploma
LCCI 3" Level Text Production
Audio
Shorthand

English for Business

Mention any special __— SPECIAL AWARDS

achievements
Governor’s prize for first place in college examinations
Mention your present ————  WORKING EXPERIENCE
job first and work backwards
May 200 Personal Secretary to ~ High Cables
to present General Manager Venice Road
Klampton
LONDON ES8 7RJ
Aug. 19
To March 200 Shorthand Typist Reins
Melly&Co
Solicitors

70 Princeway
LONDON WC 3B 7AC

Hobbies, interests or other e INTERESTS
relevant information Languages; Golf

REFEREES

Give at least 2 referees __— Dr MN Levis
(a former employer, Principal

18



a teacher, etc)

Date your CV with month/year

RESUME

Your name and address
go at the top

New York NY 11295
Tel. (312)495 53 32

What vacancy
you want to get

This should be

presented in the reverse
chronological order starting
from the last job

Wirpad Secretarial College

Derby Road

Wirpad NH2 2 BC

Ms R Devis
Partner

Reins, Melly&Co

70Princeway

London WC3B 7AC

OBJECTIVE
SUMMARY

QUALIFICATIONS

EXPERIENCE
200-2008

1995-2000
New York
Accountant

— June 200 _

Alex N Benk
17 Park Avenue Ap 30

A position as a bookkeeper

10years of experience in every
routine work 1n this field.

Perfect knowledge of computers
and statistics.

Make up all kinds of financial
reports, balances and production
planning.

FRANCY DOCKS Inc

San Francisco California

Deputy Chief of Planning

In charge of account books,
statements, new ideas in planning.

SATMA Co Ltd

Prepared accounts and balance sheets of every kind.

EDUCATION

London
Great Britain
Bachelor (EC)

19
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You marital status PERSONAL Arrived in the United States

February
your children; citizenship 1990 British Subject. Married, one
child

REFERENCES Available upon request
Testimonials

As well as sending a copy of your curriculum vitae with an application letter it is
useful to send copies of any testimonials you may have from previous employers.
The originals in such open testimonials are addressed TO WHOM IT MAY
CONCERN. They are generally given by your previous employers if requested and
you should always retain the originals and send photocopies only to prospective
employers.

There is no legal obligation for anyone to give a testimonial, but if one is written it
must state only what is true otherwise the writer may become legally liable, either to
the applicant for libel (a statement damaging a person’s reputation), or to the
employer if the testimonial is at all misleading.

Any testimonial should follow the following 4 point plan:
1. State duration of employment and post held.

2. Give details of the duties carried out.
3. Mention work attitude and personal qualities.
4. Finish with a recommendation.

Here is an example of testimonial

TO WHOM IT MAY CONCERN
Duration of employment Robert Osborn has been employed by this College as Head
of Business
Studies from November 200 to 6 June 200 .
As well as capably handing the responsibilities for the
overall
Duties administration of his department Robert ably taught
Economics, Commerce and Management Appreciation to
students of a wide range of ability and age groups on
courses leading to Advanced examinations.
Robert is a highly complement and professional teacher
whose class preparation is always thorough and meticulous.
Working attitude His committed approach to teaching is matched by his
administrative
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Personal qualities

Recommendation

References

abilities. He has made a substantial contribution to course
planning, student counseling, curriculum development and
programmer marketing.

Robert posses an outgoing personality and he mixes well.
He makes his full contribution to a team and is popular with
his students and colleagues alike.

In view of his dedication and ability I am confident that
Norman will prove to be a valuable asset to any
organization fortunate enough to employ him. It is with
pleasure that I recommend him highly and without
hesitation.

Jack Sheldon
Principal

Even if testimonials are provided at the time of sending an application letter it is
usual to state the names of or two people who have consented to act as referees.
Prospective employers may contact about an applicant’s work performance and

character.

Here is an example of letter taking up a reference.

Mention application’s

Dear Mrs Pirson

Mr Charles Red, at present employed by you as

Name and post applied for Foreign Correspondent, has applied to us for a similar

Ask for information

about his work

Include specific details
ability

post and has given your name as a referee.

I should be grateful if you would state whether his
services with you have been entirely satisfactory

and whether you consider he would be able to accept
full responsibility for the French and Spanish
Correspondence in a large and busy department.

I am aware that Mr Harvey speak fluent French and
Spanish but regarding I am particularly, interested in
his ability to produce accurate translations into these
languages of letters that may be dictated to him in
English.

21



Give an assurance Any other information you can provide would be
appreciated, confidentiality ~ and will be treated as strictly confidential.

Yours sincerely

Here is an example of a favourable reply to the previous letter. In this reply, the
writer recommends the employee very highly and without hesitation, feeling
confident that he can carry out the duties required in the post stated.

Dear Mr Grump
[ am pleased to be able to reply favourably to your enquiry of 12 April concerning Mr
Charles Red.

Mr Red is an excellent linguist and for the past 6 years has been in sole charge of our
foreign correspondence, most of which is with European companies, especially in
France and Spain.

We have been extremely pleased with the services provided by Mr Harvey. Should
you engage him you may rely upon him to produce well-written and accurate
transcripts of letters into French and Spanish. He is a very reliable and steady worker
and has an excellent character.

We wish him success, but at the same time shall be very sorry to lose him.
Your sincerely
Applicant’s thank you letter

Those who have provided references will naturally be pleased to know how the
applicant has fared and whether successful or not. Applicants should therefore always
inform and thank those who supported them.

Here is an example of applicant’s thank you letter.

Dear Mr Spold

I would like to thank you for supporting my application for the post as Accountant of
the Fridman Chemical Company in Uganda.

I know that the generous terms in which you wrote about me had much to do with my
being offered the post and I am very grateful to you for the reference you provided
for me.

Your help and encouragement have always been much appreciated and this will
always be remembered.

Yours sincerely
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Interview letters

INVITATION TO ATTEND FOR INTERVIEW

A letter inviting an applicant for interview should first acknowledge receipt of the
application, and then go on to give a day, date and time for the interview. The
name of the person the applicant should ask for should also be stated.
Confirmation is often requested.

Here are examples of an inviting letter and a confirmation of attendance.
Dear Miss Crenston

SENIOUR SECRETARY TO TRAINING MANAGER

Thank you for your application for this post.

You are invited to attend for an interview with me and Mrs Hillary Allen,
Training Manager, on Thursday 25 May at 2.30pm.

Please let me know either by letter or telephone whether this appointment will be
convenient for you.
Yours sincerely

Dear Mr Turink
SENIOUR SECRETARY TO TRAINING MANAGER

Thank you for your letter inviting me to attend for interview on Thursday 25 May
at 2.30 pm.

I shall be pleased to attend and look forward to meeting you and Mrs Allen.

Yours sincerely

OFFERS OF APPOINTMENT

Letters appointing staff should state clearly the salary and any other conditions of
appointment. If the duties of the post are described in detail on a Job Description
and enclosed with the letter, it will not be necessary to duplicate such details in the
letter itself. When the appointment is not made at the interview, the offer will be
made by letter to the selected applicant as soon as possible.

If an appointment is made verbally at the interview, it should be confirmed by
letter immediately afterwards.
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Here is an example of a letter confirming offer of employment.

Offer the job and include
a commencement data

Specify the duties
Description

Include details of
holidays

Mention termination
by either information

Ask for confirmation

Dear Miss Cummings

I am pleased to confirm the offer we made to
you yesterday of the post of Secretary in our
Sales Department, commencing on 24 July
200 .

Your duties will be outline at the interview
and enclose Job described on the attached Job
Description.

This appointment carries a commencing salary
of £15000 salary per annum, rising to

£16.500 after one year’s service and

thereafter by annual review. You will be
entitled to 4 week’s annual holiday.

The appointment may be terminated at any time
side giving 2 month’s notice in writing.

Please confirm that you accept this appointment
on the terms stated and that you will be able to

commence your duties on 24 July 2000 .

Yours sincerely

Any offer letter should be accepted in writing immediately.

Dear Miss Menk

Thank you for your letter offering me the post of Secretary in your Sales Department.

I am pleased to accept this post on the terms stated in your letter and confirm that |

can commence work on 24 July.

I can assure you that I shall do everything I can to make a success of my work.

Yours sincerely
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TERMINATION OF EMPLOYMENT

A Contract of Employment made for a stated period comes to an end when the period
1s completed unless both parties agree to an extension. If the contract is for an
unstated period it may be ended at any time by either of the parties giving the agreed
period of notice.

Here is an example of employee’s letter of resignation.

Dear Miss Wood

I regret to inform you that I wish to give 2 week’s notice of my resignation from the
company. My last day of work will be 14 July 200 .

I have been very happy working here for the past 3 years and found my work
challenging and enjoyable. However I have obtained a post in which I will have more
responsibilities and greater carrier prospects.

Thank you for your help and guidance my employment.

Your sincerely
When it is decided to terminate the employment of a person whose services have

been unsatisfactory, it is advisable to do so verbally in the first place. The
confirmatory letter should be worded carefully and tactfully.

Dear Miss Carnby
Express regret and give Following our discussion earlier this week I regret to
a termination date inform you that your services with the company will

not be required with effect from 31 May 200 .

Give details of As you know there have been a number of occasions
unsatisfactory employee’s recently when I have had to point out the
conduct unsatisfactory quality of your work. Together with

your persistent unpunctually in spite of several
warnings, this has led me to believe that you will

Tactful wording is necessary perhaps be more successful in a different kind of
work.
A carefully worded I hope you will be successful in finding suitable close

of appropriate employment elsewhere. If another
employer should wish you to start work before the
end of the month, arrangements can be made for you
to be released immediately.

Your sincerely
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USEFUL EXPRESSIONS

Application letters
a) Openings
1. 1 wish to apply for the post ... advertised in the ... on .....
2. I was interested to see your advertisement in ... and wish to apply for this
post.
3. I am writing to enquire whether you have a suitable vacancy for me in your
organization.
4. T understand from Mr ..., one of your suppliers, that there is an opening in
your company for ....
5. Mrs ... informs me that she will be leaving your company on ... and if her
position has not been filled, I should like to be considered.
b) Closes
1. I look forward to hearing from you and to being granted the opportunity of
an interview.
2. I hope you will consider my application favourably and grant me an
interview.
3. 1 look forward to the opportunity of attending an interview when I can
provide further details.

Favourable references
a) Openings
1. Mr ... has applied to us for the above post/position of .... We should be
grateful 1f you would give us your opinion of his character and abilities.
2. We have received an application from Miss ... who has given your name as
a referee.
3. I am very glad of this opportunity to speak in support of Miss ...’s
application for a position in your company.
4. In reply to your recent enquire Ms... has been employed as ... for the past 3
years.
b) Closes
1. Any information you can provide will be much appreciated.
2. Any information you are kind enough to provide will be treated in strictest
confidence.
3. I am sure you will be more than satisfied with the work of Mr...
4. 1 shall be sorry to lose ... but realize that her abilities demand wider scope
than are possible at this company.
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Unfavourable references

1. T find it difficult to answer your enquire about Mr... He is a very likeable
person but I cannot conscientiously recommend him for the vacancy you
mention.

2. The work produced by ... was below the standards expected and we found it
necessary to release him.

3. Her poor time-keeping was very disturbing some disruption to the work of the
department.

4. We found her attitude quite a bad influence on other staff within the
department.

5. Although ... possesses the qualifications to perform such work I have seen no
evidence that she has the necessary self-discipline or reliability.

Testimonials
a) Openings

1. Mr... has been employed by this company from ... to ...

2. Miss ... worked for this company from leaving college in 200 until she
emigrated to Canada in April 200 .

b) Central section

1. Miss ... enjoys good health and is a good time-keeper.

2. She uses her best endeavours at all times to perform her work
expeditiously and has always been a hard-working and conscientious
employee.

3. Miss ... made a substantial contribution to the work of the ...
department, and always performed her work in a businesslike and
reliable manner.

4. Mr ... gave considerable help to his colleagues in improvements of
teaching methods and materials and also produced many booklets of
guidance which are proving valuable to other teachers.

c) Closes

1. T have pleasure in recommending ... highly and without hesitation.

2. We hope that ... meets with the success we feel he deserves.

3. I shall be sorry to lose his services but realize that his abilities demand
wider scope than are possible at this company.

4. I can recommend Miss... to you with every confidence.

Offers of employment
a) Openings
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1. Thank you for attending the interview last, ... I am pleased to offer you the
position of ...

2. I am pleased to confirm the offer we made to you when you came for
interview on ...

3. Following your interview with ..., I am pleased to offer you the position of
... commencing on ...

b) Closes

1. Written confirmation of your acceptance of this post would be appreciated
as soon as possible.

2. Please confirm in writing that you accept this appointment on the terms
stated and that you can commence your duties on ...

3. We look forward to welcoming you to our staff and hope you will be very
happy in your work here.

Termination of employment
a) Openings
1. Iregret that I wish to terminate my services with this company with effect from

2. I am writing to confirm that I wish to tender my resignation. My last date of
employment will be ...

3. As my family have decided to emigrate I am sorry to have to tender my
resignation.

4. It is with regret that I have to inform you that your position with this company
will become redundant on ...

5. There has been no improvement in your work performance and attitude despite
our letters dated ... and ... As a result we have no option but to terminate your
services with effect from ...

b) Closes

1. I have been extremely satisfied with your services and hope that you will soon
find another suitable post.

2. I am sorry that these circumstances make it necessary for me to leave the
company.

3. I hope you will soon find alternative employment, and extend my best wishes
for your future.
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Practice

Task 1. Write down an application letter.
Task 2. Make up curriculum vitae, using such points as:

PERSONAL

r

NAME

ADDRESS
TELEPHONE
DATE OF BIRTH
NATIONALITY
MARITAL STATUS
EDUCATION
QUALIFICATION
SPECIAL AWARDS
WORKING EXPERIENCE
INTERESTS
REFEREES
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Unit 4. Enquires

Translate the following words and word combinations: enquire, concisely, quotation,
payment, supplier, delivery times, order, method of transportation, terms and
discounts.

Enquires for information about goods or services are sent and received in business all
the time.

FOLLOW THESE GUIDANCE:

1. State clearly and concisely what you want-general information, a catalogue,
price list, sample, quotation, etc.

2. If there is a limit to the price at which you are prepared to buy, do not mention
this otherwise the supplier may raise the quotation to the limit you state.

3. Most suppliers state their terms of payment when replying so there is no need
for you to ask for them unless you are hoping for special rates.

4. Keep your enquire brief and concise.

Where an enquire suggests that large or regular orders are possible, write a letter and
take the opportunity to promote your products.
Here are examples of a) an enquire and b) a reply to enquire.

a)
Dear Sir/Madam

Background information I have a large hardware store in Liverpool and am interested
in the electric heaters you are advertising in the East

Country Gazette.
Asking the information Please send me your illustrated catalogue and a price list.
Closing sentence I look forward to hearing from you soon.
Your faithfully
b)
Dear Mrs Mardis

Thank you for your letter enquiring about electric heaters |
am pleased to enclose a copy of our latest illustrated.
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Provide further You may be particularly interested in our newest heater, the

information about FH27 model. Without any increase in fuel consumption, it
specific goods and gives out 20% more heat than earlier models. You will find
refer to information details of our terms in the price list printed on the inside

in catalogue front cover of the catalogue.

Suggest action for Perhaps you would consider placing a trial order to provide
recipient to take you with an opportunity to test its efficiency. At the same

time this would enable you to see for yourself the high
quality of material and finish put into this model.

Appropriate close If you have any questions please contact me on 6735747.
Yours sincerely

A first enquiry is a letter sent to a supplier with whom you have not previously done
business which should include:
a) Opening lines: a brief mention of how you obtained your potential suppliers

name (you may have seen the goods in question at an exhibition or trade fair,
etc.)

b) Indicating the state of the market: some indication of the demand in your area
for the goods which the supplier deals in.

(Points a) and b) are background information regarding the enquiry)

c) Asking the information: details of what you would like your prospective
supplier to send you. Normally you will be interested in a catalogue, a price
list, methods of payment, delivery times, and, where appropriate, samples.

d) A closing sentence to round off the enquiry.

Offers are replies to enquiries. An offer from a regular customer is normally fairly
brief, and does not need to be more than polite and direct. Provided the supplier is in
position to meet his correspondent’s requirements, his reply will generally:

a) Thank the writer of the letter of enquiry for the letter in question.

b) Supply all the information requested, and refer both to enclosures and to
samples, catalogues and other items being sent by separate post.

c) Providing additional information, not specifically requested by the customer,
so long as it is relevant.

d) Conclude with one or two encouraging the customer to place orders and
assuring him of good service.
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USEFUL EXPRESSIONS

Enquiries
Openings
1. We are interested in ... as advertised recently in ...
2. We have received an enquiry for your ...
3. I was interested to see your advertisement for ...
4. I understand you are manufacturers of (dealers in) ... and should like to
receive your current catalogue.

Main section and closes
1. When replying please also include delivery details.

2. Please also state whether you can supply the goods from stock as we need them
urgently.

3. If you can supply suitable goods, we may place regular orders for large
quantities.

Offers

Openings
1. Thank you for your letter of ... As requested we enclose ...
2. I was pleased to learn ... that you are interested in our ...
3. Thank you for your enquiry dated ... regarding ...

Closes
1. We look forward to receiving a trial order from you soon.

2. We shall be pleased to send you any further information you may need.
3. Any orders you place with as will have our prompt attention.

4. Please let me know if you need any further details.

Orders
Most companies have printed order forms. The advantages are:
1. Such forms are pre-numbered and therefore reference is easy.

2. Printed headings ensure that no information will be omitted.

Printed on the back of some forms are general conditions under which orders are
placed. It is usual to refer on the front to these conditions, otherwise the supplier is
not legally bound by them.

Here is an example of an order form.
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M H NORDSON&COLTD

7 Dreamgate, Norfield T17 4BR
Telephone 0117 274753

Fax: 0117 274754

Order no 213 Date 16 July 200

Cotton Fabrics Ltd

77 Ladybird Street

DR AWCHESTER

N60 7 AC

Please supply:

Quantity Item (s) Catalogue number | Price

30 Pillow Cases Primrose 117 £ 7.90 each

30 Pillow Cases white 127 £ 7.90 each
(signed)
For MH Nordson&Co Ltd

Smaller companies may not have printed forms but instead place orders in the form
of a letter. When sending an order by letter, always ensure accuracy and clarity by
including:

1. An accurate and full description of goods required;
Catalogue numbers;
Quantities;
Prices;
Delivery requirements (place, date, mode of transport, whether the order will
be carriage paid or carriage forward, etc.);

A

6. Terms of payment agreed in preliminary negotiations.
Here is an example of an letter order.
Dear Sir

Please accept our order for the following books on our usual discount terms of 20%
off published prices:

NUMBER TITLE AUTHOR PUBLISHED
PRICE

OF COPIES

40 Communication Albina Wolf £10.99
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problems

30 Suitable Albina Wolf £9.99
Substitutes

Acknowledging orders

An order should be acknowledged immediately if it cannot be fulfilled straight away.
For small routine orders a printed acknowledgement or an e-mail may be enough, but
a short letter stating when delivery may be expected also helps to create goodwill. If
the goods cannot be supplied at all, you should write explaining why and offer
(orders from new customers) should most certainly be acknowledged by letter.

Here is an example of an acknowledgement.

Dear
Thank you We were very pleased to receive your order of 27 June for
cotton prints, and welcome you as one of our customers.

Confirm prices and We confirm supply of the prints at the prices stated in your
delivery information letter. Delivery should be made by our own vehicles early
Give assurance of next week. We feel confident that you will be completely
satisfaction satisfied with these goods and that you will find them of

exceptional value for money.

Mention other goods As you may not be aware of the wide range of goods we
catalogue have and enclose available, we are enclosing a copy of our
Close with a wish for We hope that our handling of your first order with us will
business dealing lead to future further business between us and mark the

beginning of a happy working relationship.
Yours sincerely

When a supplier receives an order which cannot be met for some reason, any of the
following options are available:
1. Send a substitute (goods which take the place of others). Careful judgement

will be required, since there is a risk that the customer may be annoyed to
receive something different from what was ordered. It is advisable to send a
substitute only if the customer is well known or if there is a clear need for
urgency. Such substitutes should be sent “on approval”, with the supplier
accepting responsibility for carriage charges both ways.

2. Make a counter-offer. In making this one the supplier must exercise a great
deal of skill to bring about a sale. The buyer is being offered something that
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has not been asked for. Therefore it is important that the suggested substitute is
at least as good as the one ordered.
3. Decline the order. A supplier will not accept a buyer’s order if:

- he is not satisfied with the buyer’s terms and conditions;

- the buyer’s credit is suspect;

- the goods are not available.

Utmost care should be taken when writing to reject an order so that goodwill and
future business are not affected.

Here is an example of counter-offer.

Respond to the enquiry with
regret that the material
is no longer available

Mention a replacement material
and give assurance of quality
reliability

Include price information

Mention other products
samples sent separately
Give delivery details

Dear

Thank you for your letter of 12 May ordering 500
metres of 100cm watered silk.

We regret to say that we can no longer supply this
silk. Fashion constantly changed and in recent
years the demand for watered silk has fallen.

In their place we can offer our new BOZAM brand of
rayon. This is a finely woven, hard-wearing, non-
creasable and material with a most attractive luster.
The large number of repeat orders we regularly
receive from leading distributors and dress
manufacturer’s is clear evidence of the widespread
popularity of this brand.

At the low price of only £3.20 per metre, this rayon is
much cheaper than silk and its appearance is just as
attractive.

We also manufacture other cloths in which you may
be interested and sending a complete range of patterns
by separate post. All these cloths can supplied from
stock.

Please contact me if you have any queries.

Yours sincerely
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Placing orders
Openings

1. Thank you for your quotation of ...

2. We have received your quotation of ... and enclose our official order form.

3. Please supply the following items as quickly as possible and charge to our
account:

Closes
1. Prompt delivery would be appreciated as the goods are needed urgently.

2. Please acknowledge receipt of this order and confirm that you will be able to
deliver by ...
3. We hope to receive your advise of delivery by return of post.

Acknowledging orders
Openings
1. Thank you for your order dated ...
2. We thank you for your order number ... and will dispatch the goods by ...

3. We are sorry to inform you that the goods ordered on ... cannot be supplied.

Closes
1. We hope the goods reach you safely and that you will be pleased with them.

2. We hope you will find the goods satisfactory and look forward to receiving
your further orders.

3. We are pleased to say that these goods have been dispatched today (will be
dispatched in .../are now awaiting collection at ...).

Complaints

Complaints may be necessary for several reasons, such as:
- wrong goods receive;

- poor service;

- unsatisfactory quality of goods;
- late delivery;

- damaged goods;

- prices not as agreed.

When you have a genuine complaint you will feel angry, but you must show restraint
in your letter, if only because the supplier may not be to blame. The following point
need to be remembered:

a) Do not delay as this will weaken your position, and the supplier may have

difficulty investigating the cause.
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b) Do not assume that the supplier is automatically to blame. They may have a
perfectly good defence.
c) Avoid rudeness. This would create ill-feeling and cause the supplier to be
unwilling to resolve matters.
d) In your letter:
- describe the item or service you bought;
- say where and when you bought the item (or when the service was carried
out) and how much it cost;
- explain what is wrong, any action you have already taken, to whom you
spoke and what happened;
- explain what you expect to be done to rectify the situation, for example a
refund or repair, or the job done again without change;
e) Use recorded/special delivery so that you have a check that your letter has been
received.
f) Keep copies of your letters, and never send original documents or receipts.

Receiving such complaints may suggest ways in which the supplier’s products or
services could be improved. When dealing with dissatisfied and unhappy customers,
remember the following guidelines:

a) It is often said that the customer is always right. This may not always be the

case, but it is sound practice to assume that the customer may be right.
b) Acknowledge a complaint promptly. If you are unable to reply fully, explain
that it is being investigating and a full reply will be sent later.

Here is an example of a) a letter of complaint and b) a reply to a letter of complaint.

a)
Dear Sir

Order number and date On 9 November I ordered 10 copies of Wild Music by
J. Goody under my order number XT751.

Reasons for dissatisfaction On opening the parcel received this morning I found

that it contained 10 copies of festival Music by the
same author. I regret that I cannot keep these books as
I have an adequate stock already. I am therefore
returning the books by parcel post for immediate
replacement, as I have several customers waiting for
them.
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Action requested

b)

Express regret

Explain how the mistake
occurred

Action taken to rectify
matter

A closing apology

Letters of complaint

Openings

Please credit my account with the invoiced value of
the returned copies including reimbursement for the
postage cost of £16.90.

Yours faithfully

Dear Mr Crimsbey

I was sorry to learn from your letter of 12 November
that a mistake was made in dealing with your order.

This mistake is entirely our own and we apologize for
the inconvenience it is causing you. This occurred
because of staff shortage during this unusually busy
season and also the fact that these 2 books by Goody
have identical bindings.

10 copies of the correct title have been sent to you
today.

Your account will be credited with the invoiced value
of the books cost of return postage. Our credit note is
enclosed.

Our apologies again for this mistake.

Yours sincerely

1. The goods we ordered from you on ... have not yet been delivered.

2. Delivery of the goods ordered on ... is now considerably overdue.
3. We regret having to report that we have not yet received the goods ordered on

4. We regret to report that one of the cases of your consignment was badly
damaged when delivered on ...
5. When we examined the goods dispatched by you on ... we found that ...

6. We have received a number of complaints from several customers regarding

the ... supplied by youon ...
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Useful central phrases

A S e

I am very unhappy with ...

This situation is causing us a great deal of inconvenience.

This standard of workmanship is not what I have come to expect from you.
This service is well below the standard expected.

I am sure you will wish to look into this and find out what happened.

I am used to good quality from ...

Closes

1. Please look into this matter at once and let us know the reason for this delay.

2. We hope to hear from you soon that the goods will be sent immediately.

3. We feel there must be some explanation for this delay and await your prompt
reply.

4. We hope to learn that you are prepared to make some allowance in these

circumstances.
5. Thope to receive a complete refund soon.

It is known that you may get information for your future order from advertisements.

Advertisements

Most organizations advertise in newspapers, magazines or trade journals to reach out
to a wide and sometimes specific market. Advertisements may be placed to:

- advertise vacancy posts;

- promote products or services;

- announce special events or functions;
- publicize changes in the organization.

Here is an example of job advertisement.

Company logo _ Together

Headline attracts attention ————— We

Excel
Job title QUALITY ENGINEER
Here’s your chance to join Responsibilities
a dynamic and rapidly Ensure World’s major accounts
Information about  expanding global company. continue to benefit from
the company World Communications customer service and support.
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is a global leader in the world Support major accounts on
of telecommunications. technical and quality issues.
We are looking for dynamic, Organise pre-sales initiatives

self-motivated, team players on new products.
to join us. /
Use ballet points Pre-requistes

State what you want from Experience in
applicants _——— telecommunication
industry.
ISO 9000 knowledge.
Good people skills.

Emphasise compensatior/

We offer a 5-day week and attractive compensation package
commensurate with experience and qualifications.

package
State if applications ———  Please send a handwritten application letter with full
are to be handwritten resume and a recent photograph to:
Mr Alexander Fox
Human Relations Manager
Name/title/company name World Communications
and address - 17 South Avenue
Stornbury
Greenfield T27 51IS
Closing date for applications Closing date for applications: 16 July 200

When advertising REMEMBER:

Include a company logo, prominently displayed, if appropriate.

Compose a catchy headline to give the gist of the contents.

Use spacing carefully to give prominence to special items.

Use sub-headings and shaded sections to attract attention.

Use numbered points and bullets to categorize information.

Ensure your display is eye-catching, attractive and effective.

Use straight forward, simple language and short sentence.

Use persuasive and convincing writing skills to make everything sound
useful, exciting, interesting or beneficial.

Aim for your document to stand out when alongside many others.

State the action that you want the reader to take and if necessary include
name, telephone number, e-mail address, etc.
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Practice

Task 1. What do you know about:

a) enquiry
b) order
c) offer

d) acknowledge

Task 2. Write down a letter of:
a) enquiry
b) order
c) offer

d) acknowledge
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Unit 5. Memos, fax-messages. E-mail

Translate into Russian and remember: request, word processing system, pre-printed
forms, relevant details, insert, alongside, template.

Memos

A memo is a written message from one person to another (or several people) within
the same organization. Memos (or memoranda) serve several purposes:

a)  to provide information;

b)  torequest information;

c) to inform of actions, decisions;

d)  torequest actions, decisions.

Some companies have pre-printed forms for internal memos but very often templates
are saved on word processing systems. The typist then only has to insert the relevant

details alongside the given headings.

Emphasise the word
MEMORANDUM

Insert the recepient’s

name and designation

The sender’s name and
designation

a reference (initials of sender
any typist

date of issue

no salutation is necessary

Subject heading clearly
the topic of the message

The body of the memo should

be separated into paragraphs,
reaching a relevant conclusion
and close

MEMORANDUM

To Mary Winter, Administrative Assistant
From Irin Fom, PA to Chairman

Ref IF/GJ

Date 18 September 200

INHOUSE DOCUMENT FORMATS

Many congratulations on recently joining the
staff in the Chairman’s office. I hope you will
be very happy here.

I am enclosing a booklet explaining the
company’s general rules regarding document

formats.

1. DOCUMENT FORMATS

All documents should be presented in the fully
blocked format using open punctuation.
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2. SIGNATURE BLOCK (LETTERS)

In outgoing letters it is usual practice to display
the sender’s name in capitals.

No complimentary close is necessary I hope these guidelines will be useful. If you
have any questions please do not hesitate to ask
me.

Leave space for signature (the sender’s Irin Fox

name and designation are the top so it
1s not necessary to repeat these details

here)
Enc (if appropriate) Enc
Copy/ies (if appropriate) Copy Personnel Department

Fax messages

Fax messages may be sent between branches of the same company or to external
business associates.

Many companies have a standard printed form for use when sending fax messages.
Here is an example of how a printed fax form or a template might be designed.

Fax

To From
Company Date

Fax No No of Pages

When a pre-printed form is not available, the fully blocked style may be used in
preparing a fax message, as shown in this example.

Garner Communications Mobile Phone Specialists

35 Durnbey Drive Tel. +441142571112

Greenfield Fax. +441142571113

S27 3 ES Email: GarnerComm@intl.uk

Include the main heading FAX MESSAGE

These headings are To Doris Feld, General Manager
important so that all the Company Thailand Communication
essential details can be Fax Number 676565777

inserted alongside From Li Chi Long, Managing Director
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It is important to state

the number of pages

being sent

A salutation may be included
if preferred

the heading should state
the main topic of the fax message

The body of the fax message
should be composed similarly
to a business letter

A complimentary close is not
necessary

E-mail

Ref LCL/DA

Date 2 February 200
Number of pages 1

VISIT TO THAILAND

Thank you for calling this morning regarding my trip
to Thailand next month. I am very grateful to you for
offering to meet me at the airport and drive me to my
hotel.

I will be arriving on flight MV77 on Monday 5 March
at 1730 hours Accommodation has been arranged for
me at the High International Hotel, Fine Road.

I look forward to meeting you.

Li Chi Long

Electronic mail is possibly one of the greatest inventions. It has become an essential
tool in business, a fundamental part of the way which we work.
For formal e-mail, REMEMBER:

1) Writea SMART subject line after you’ve written your message.

2) Include an appropriate greetings and closing section.
3) Use modern business language and simple sentences instead of old-fashioned,

long-winded writing.

4) Never use ALL CAPITALS for any part of your message.

5) Learn the importance of structuring your messages logically.

6) Write as if you are having a conversation with the recipient.

7) Consider the other person’s feelings and make sure you use appropriate tone.

8) Format messages attractively, using full words, full sentences, and with a space

between each paragraph.

9) Use e-mail as a tool to enhance communication — not as a replacement for

communication.

10)If an e-mail exchange is getting rather long or complicated, it may be more
effective to pick up the phone.
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Here is an example of formal e-mail.

From Henry.Nil@piano.co.my

Date 27:7:08 15:07:30

To mary@marygreen.com

CC

Here is a SMART subject line Subject Book signing in India
Hello Mary

A nice opening paragraph, I hope things are well with you.

and clear line spaces between

paragraphs

No abbreviations and no code I was pleased to hear that you will be back in
India again in September to hold your seminar
on business skills.

The message is structured in Some bookstores are interested in seminars

accordance with the 4 point plan I hope you will agree to take part.

A nice close finishes off the See you soon

message nicely

Henry

In conclusion, REMEMBER:

a well structured business document is the core of effective communication,;
use a subject heading to give the main gist of your message;

refer to a previous letter, contact or document in the first paragraph — the
Introduction;

compose the central section (details) so that each point follows in a sensible
order, and make sure the information flows logically from point to point;
separate the message into paragraphs, leaving one blank line between each
section;

conclude your message by stating what action you expect the reader to take
after reading your message;

be sure to include a deadline for any response, if this is appropriate;

your close may simply be a one-liner, whatever is relevant to the situation;
proofread your message carefully and take a while to consider whether it is
structured appropriately and that all the details are arranged logically;

read through your final message as if you were the reader — imagine how
the reader will feel when receiving it. If anything is not right, make the
necessary changes.
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Practice

Task 1. Answer the following questions:
1. What do you think of: a) fax message; b) e-mail?

2. What are the advantages and disadvantages of fax and e-mail messages?
3. What special features of memo do you know?

Task 2. Write down a formal text of:
a) memo

b) fax message
¢) e-mail
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CMNUCOK HAUBOJIEE YNOTPEBUTENbHbIX B AENTIOBON NEPEMUCKE

ACCA

Alc,
ack.

add(r)
ad(vt)
A.D.
add.
ADP

ad val.

AG

AGM
a.m.

amt.
anon
appro
approx
Apr
arr
a.k.a.
AOB
appx
ASA

APPENDIX

ABEPEBUATYP U COKPALLEEHUA

Association of Certified and
Corporate

account
acknowledgement

address
advertisement
Anno Domini
addendum

automatic data processing

ad valorem (according to the
value)

Aktiengesellschaft
(German public company)

annual general meeting

ante meridiem

(before noon)
amount
anonymous
approval

approximately
April
arrival

also known as
any other business

appendix

Advertising Standards
Authority
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Accoumanus
IUTTIOMUPOBAHHBIX
OyXxrajaTepon

CUcT
IMOATBCPIKIACHUC

anpec

oOBsIBIIEHUE, PeKIama
HAILIEX dPHI 1am.
MIPUIIOKEHHUE

aBTOMaTH4eckas oopaboTka
nanubix (AO/)

C O0OBSABIEHHON CTOUMMOCTH
aam.

oOLIECTBEHHAs KOMIIaHUS B
I'epmannmn

€XEroqHoe o0IIee
coOpanue

710 TIONTYIHSL 1am.

CyMMa, KOJIMYCCTBO, UTOI"

AHOHUMHBIN
ono0peHue

MPUMEPHO
anpenb
puoObITHE

TaK e U3BECTEH. KaK
Y IPOYME BOIPOCHI

IMPUIIOKCHHUC

OTACI PCKIaAMHBIX
CTaHIapTOB



assoc.

asst

Attn
Aug

AV
av.

Av(e)
AWOL

BA

B&b

BBC

BC

BC
bs

bc

B.Com.

BIM
bk
bldg(s)
B/L

BR

association

assistant

attention B
August

audio-visual
average

avenue

absent without leave

Bachelor of Arts

British Airways
born
bed and breakfast

British
Broadcasting Corporation

before Christ

British Council
balance sheet

blind copy

Bachelor of Commerce

bill of exchange

British Institute of
Management

bank: book
building(s)

Bill of Lading

British Rail
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acconmanus

IIOMOINHHNK, aACCUCTCHT

BHUMAHUIO
aBryCT

3BVKO-3DUTEIBHBIN
CpeIHUI

aBCHIO

HaXOIIIHUUCA B CAMOBOJILHOU
OTJIyUKE

OakanaBp ryMaHUTAPHBIX
HayK

bpuranckue aBuanuHun
POAUBILIMNICA

HOWIET U 3aBTpaK (Iist
MIOCTOSJIBIIA)

bpuranckas paguoBemarenbHas
KOpHOpauus

JI0 HaILlEW 3pbI

bouranckuii coBer
0aJIaHCOBBII OTYET

IIOMETKA B IIMCbME, KOTOPYIO
CTaBUT aBTOP, €CIIA OH HE KEJIAeT
YIOMHUHATh UMS JPYTOro agpecara

OakajaBp KOMMEPIIUU

IIEPEBOIHOM BEKCEIIb, TPATTA

bpuTaHCKUA UHCTUTYT
MEHEKMEHTA

OaHK: KHUTA

3/1aHUE, CTPOCHHE(S)

KOHOCAMEHT, TPAHCIIOPTHAS
HaKJIagHas

bpuranckas xene3Has nopora



BSc

BST

B/S
BSI

BT

cat.

Cath
cC
cC

cC
CD

C&D
C&F

cap.
CB

CC
CEO

cf.
ch (ap)

CIA(US) Central Intelligence Agency

Bachelor of Science

British Summer Time

bill of sale

British Standards Institute

British Telecom

catalogue

centigrade

circa (roughly this date)
cent(s), century
Catholic

chapters

centuries

carbon copy

Corps Diplomatique
Diplomatic Service
Collection & Delivery
cost & freight

Canital
cash book

County Council
chief executive officer

confer (compare)

chapters

QD (GB) Criminal Investigation

CGT
chq

Department
capital gains tax

cheque

OakasnaBp (€CTECTBEHHBIX) HAYK

OpUTaHCKOE JIETHEE BPEMs

KyIJas

bputaHCcKuii UHCTUTYT
CTaHJapTOB

EpI/ITaHCKI/Ie TCICKOMMYHUKAIINN

KaTajior

10 CTOIPalyCHOM LIKaJe (TeMIeparyp)
OPUMEPHO, NPUOIUZUTETHHO, OKOJIO
1IeHT(0B), BEK

KATOJIMYECKUI

TJIaBBI

BEKOB

MaIlIMHOMKUCHAS KOTUS

JTUTUIOMAaTUYECKUI KOPITYC @p.

MHKACCO U JOCTaBKa
CTOUMOCTH U (hpaxt

KalimuTall
KaCcCoOBas KHUTI'a

coBeT rpadcTBa

HCITIOJTHUTEIbHBIN AUPCKTOP

CpaBHU

IJIaBbI

L{eHTpanbHOE pa3BeIbIBATEIBHOE
ynpasienue, [[PY

OTJIE] YTOJIOBHOTO PO3bICKA, YTOJIOBHO-
CJIEICTBEHHBIN OT/IEN

HAJIOT Ha J0XOJ OT peaau3aluu

YCK



c/o cash order
Co. company
COD cash on delivery
contd continued
cont contents
Cons. conservative (GB)
Corp corporation
CV curriculum vitae
D
dd dated; deadline date
D.D. Doctor of Divinity
deg  degree
dep  depart; departure; deputy
Dept  department
diff  difference
Dip  diploma
Dir director
do the same as before
dos disk operating system
DP data processing
Dr. Doctor
E
E&OE errors and omissions
excepted
EC European Community
ECS  echantillons
commerciaux (commercial
samples)
EDP electronic data processing
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MIPEABSIBUTENBCKAS TPATTA
KOMITaHHSI

orTaTa mpy TOCTaBKe
POJOJIKEHHUE CIETYET
coziepKaHue
KOHCEpBaTUBHAs MMapTUs
KOpHoparus

ZKHN3HCOIIMCAaHHUC

JNaTUPOBAHHBIN

JIOKTOP OOTOCIIOBCKUX
HayK

CTCTICHb
OTBE3KATh; OTHE3[T
JemyTat
JenapTaMeHT
pasHuna

TUTIIIOM

TUPEKTOP

TakK e KakK
paHbIIe

JTUCKOBast
oreparMoHHast
00paboTKa TaHHBIX

JNOKTOp (yueHas
CTEIICHbD)

WCKITIOYast OITMOKYU U TIPOITYCKHU

EBpomnetickoe coobmiectBo (EC)

KOMMepYecKrue 00pasibl @p.

AJIEKTPOHHAs 00padOTKa JaHHBIX



e.g.
EEU

EFTA

enc.
Eng
etc

Esq

eta

Etd

cve

excl

fac.

fax
FBI

Feb

Fed

ff
fig

FO

Fri
fwd

exempli gratia (for example, nanpumep am.

for instance)

European Economic Union

European Free Trade
Association

enclosed

engineer (ing)

et cetera (and the rest)
Esquire

estimated time of arrival

estimated time of departure

evening

excluding

foot, feet; female; feminine

facsimile

Federal Bureau of
Investigation

February

Federal
following (pages)
figure

floor

Foreign Office

Friday

forward
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EBporneickuii 53KOHOMUYECKUH COKO3
(EDC)

EBpomneiickas accouunanus
CBOOOIHOI TOPTOBIHU

MpUJIaraeTcs

WHKEHEP, NHKEHEPHOE NCKYCCTBO |
U TakK Jajee aam.

JCKBAMp

pacdyeTHOe BpeMs IPUOBITHS

pacdyeTHOe BpeMs OTOBITHS

BEUep

HCKJIIO4Yas

byT, PyTHI; KESHCKUI,
KEHCKOTO T0JIa
(hakCUMMIIbHBIN

(baxc

denepanbHOE OIOPO
paccnenoBanuii, ®BP (CIIIA)

deBpaib

denepanbHbI
ciaeayronme (CTpaHuIlbl)
uudpa

ATaX

MMU]I BenukoOputanuu

IIITHHUIA

OTOCJIaTh



GB
Gen

Gk
gm
GMT

GP

gt

=Spll==

ha
HC

HM
Hon.

hosp
HQ
HP
hr

1.€.

Inc.
incl.
info
IMF

Inst
intro
myv
I0Y
IT

Great Britain
General

Greek
gram(s)

Greenwich
Mean Time

General
Practitioner

great

height
hoc anno

House of Commons

His/Her Majesty
the Honourable

hospital
headquarters
hire purchase

hour

1d est (which is to say, in
other words)
incorporated

including

information

BenukoOpuranus
resepai

rpeYECKui
rpamMM(OB)

CpelHee BpeMs 110
['punBHUy

Bpay 00IIIeH MPaKTUKU

3JI0pPOBO

BBICOTA
B TEKyLIEM IOy JiarT.

nanara oomuH B Bennkodbpuranuu

ero/ee BEJIMYECTBO
JTOCTONOYTCHHBIN

OoJIbHHIIA
mrad
MIOKYTIKa B PACCPOUKY

yac
JOPYTUMU CIIOBAMU JIAM.
3apEruCTPUPOBAHHBIN

BKJIIO4asd

uH(popmanus

International Monetary Fund MexnyHapoaHbIii BaIIOTHBIN (OHT

Institute
introduction
invoice

I owe you

Information Technology

UHCTUTYT
BCTYIUICHHE
cueT-pakTypa
JIOJITOBAs pacIMCKa

UH(GOPMAITMOHHAS] TEXHOJIOTHS
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ital

Jan

Jr
Jul

Tin

L/A
Lab

Lib
lang
L/C

Mar

max

mdse

memo
Messrs
min
misc
mkt
ml
mm
mgr
MS
mtg

1talic

January

Junior
July

hme

kilogram(s)

kilometre(s)

Letter of Authority
Labour party (GB)

Liberal party (GB)
language

letter of credit

March

maximum

merchandise

memorandum
Messieurs (Gentlemen)
minimum

miscellaneous

market
mile(s)
millimetre(s)
manager
manuscript

meeting

KypCUB

SIHBaph

MJIAIOIUHA
UIOJIb

NHOHKR

KiJ1orpamMm(oB)

KHJIOMeTp(OB)

JIOBEPEHHOCTh

TpyJ0Bask WM JiehOopucTcKas
napTHs

JIubGepanpHas napTus
A3BIK

AKKpCOAUTHB

MapT
MaKCHUMyM

TOBAp

3amnmcKa
rocroza ¢p.
MUHUMYM

pasHoe

PBIHOK
MuJsi(ei)
MUJUTUMETP(OB)
PYKOBOJIUTEIH
PYKOIIUCH

cobpanue
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NB

no(s)
NIS
NL

npo

Nov

oh.

Oct

OHP
00S
0z

=Ma-

pa

PA

para(s)
PAYE

PC
p/d

PG

nota bene (take special note oOGpaTuTe BHUMaHUE

of)
number(s)
not in stock

no liability

non-profit making
organization
November

obit (deceased)

October

overhead projector
out of stock

ounce(s)

page; penny; per

per annum — (each

year)

personal assistant
paragraphs

pay-as-you-earn

personal computer
postdate

paid

paying guest

aam.
HOMeEp(a)
He OBITH Ha CKJIAJIE, B

HE HECTH 00s13aTe/IbCTBA

HEKOMMepYecKast
OpraHu3aIus
HOSIOpb

MTOMUWHATRHAS CITVK0OAa®
HCKpOJ'IOF

OKTSOpb

JUATIPOEKTOP

HC NMCTb Ha CKJIaJc

YHIUSI(H)

CTpaHMIIA; [ICHHU;

KaXJIbIM T'0J1, €KET0IHO

JIMYHBIN TOMOIITHUK

naparpad(br)

IUIATUTE 110 MEPE TOro, KaK
3apabaThiBaeTe (yIuiaTa HaJloTOB MPU
MOJTyYeHUH 3apabO0THOM TUTaTHI)

IIEPCOHAIBHBIN KOMIIBIOTEP

JATUPOBAThH 00Jiee MO3HUM YUCIIOM
wiy 0oJiee TO3aHAs 1aTa
OILIAY€HO

KBapTUPAHT
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Ph.D. Doctor of Philosophy  moxTtop dunocoduu
pie public limited company oO1iecTBeHHass KOMIIAHUS C
OTpaHUYCHHOU OTBETCTBEHHOCTHIO
pkt packet MaKeT
P&L  profit & loss pUOBLIb U YOBITOK
p&p  postage and packing MepechuIKa U yIaKoBKa
PM Prime Minister MIPEMbEP-MUHUCTP
p.m.  post meridiem (after MOCJI€ MOJIyHS JIaT.
noon)
p.m.  per month €KEMECSIHO
pop  popular MTOIYJISIPHBIN
PO Post Office MIOYTOBOE OTJIECIICHHE
pp- post procurationem 10 TOBEPEHHOCTH JIaT.
(for and on behalf of)
PP pages CTpPaHULIbI

PR public relations OOIIIECTBEHHBIE CBSI3U

Pres.  President MPE3UJACHT

pro professional npohecCuOHATBHBIN
Prof.  Professor npodeccop

pron  pronunciation IIPOU3HOLIEHNE

PS postscriptum IMOCTCKPUIITYM

pt payment nnaTex

PTO Please turn over. IToxainylicra, nepeBepHuTe
CTpaHUILy.
Q
Qu queen, KOPOJIEBa,;
question BOIIPOC
quod vide (which may be CMOTPHU TaM-TO JIAM.
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referred to)

R

R Royal KOPOJIEBCKUI

red received ITOJIYYEHO

ref refer to CChUIAThCS HA;
with reference CO CCBUIKOM Ha

retd rev retired revolution YIIEAIINH B OTCTABKY

RSVP respondez s'il vous OTBETHTE, MOKATYHUCTA p.
plait (please reply)

S

sae stamped KOHBEPT C OOpPaTHBIM aJI[PECOM
addressed
envelope

SAVE save-as-you-earn cOeperaiiTe 1mo Mepe mojyueHus 10Xo/a

sch school TITKOJIa

sec secondary; BTOPHUYHBIN; CEKpETaph
secretary

Sen Senate CeHar

Sept September CEHTAOPb

sgd signed MTOATMCAHHBIN

Sr. senior CTapIInl

Soc society 00I111ECTBO

Sq square IJIOIIAb

St street yauua

Sun Sunday BOCKpECEHbE

sub subscription MOANUCKa

SRL societe a KOMIIaHUS C OTPAHUYEHHOMN

responsabi-lite
limitee (limited
liability company)

OTBETCTBEHHOCTHIO (hp.
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Tech technical

tel. telephone

tbc to be confirmed

temp temporary

trans translated

Tue  Tuesday
Thurs Thursday

TV television

TOPs training opportunities

tsvp  toumez S'il vous plait
(turn over)

UAE

ult.
UNESCO

UNO

UK
UFO

UHF
Univ

urgt

< <

vac

VAT
VC

United Arab Emirates

ultimo (last)

United Nations Edu-

TEXHUYECKUN

TeneoH
OyJleT MOJATBEPKICHO
BPEMEHHBIN

MEPEBEICHHBIN
BTOPHHUK
YETBEPT
TEJIEBUICHUE

BO3MOKHOCTH 00y4Y€HHUS

MEPEBEPHUTE, MTOKATYHCTA Pp.

OO0benuneHHble ApaOckue
OMuparbl

MponuIoro Meciamla

Komurer Opranuzanuun

cational, Scientific and O0beanueHusIx Harmii mo

United Nations
Organisation

United Kingdom

unidentified flying

object

ultra high frequency

university

urgent

victory
vacation

value added tax
Vice Chairman

Opranuzanus O0beTMHEHHBIX
Hamuii, OOH

Coenunennoe KoponeBcTBo

HEOITO3HAHHBIHN JIETAIOIIUNA O0BEKT,
HJIO

YbTpaBbIicOKas 4acToTa

YHUBEPCUTET

CPOYHO

nmooena
KaHWKYJIbI, IPa3THAK

HaJIOT Ha 100aBOYHYIO CTOUMOCTh
3aMEeCTHTENb MIpeJICeaTeNs
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VIP VDU Very Important Person  0co00 BaxkHas nepcoHa BUACOMOHUTOP

Video Display Unit
VP Vice President BUIIC-TIPE3UICHT
vol volume TOM; 00BEM
\& Versus MIPOTHUB J1AM.
V.S. videsupra CMOTpH BBIIIIC J1aM.
w
\% west 3araj
wk week; work Hesens; pabota
w/o without oe3
w.p-m. words per minute CJIOB B MUHYTY
WP word processing 00paboTKa TeKcTa
wt weight BEC
X
Xmas Christmas PoxxnectBo
Y
yr year; your rox; Bami(a, e, 1)
yf yours faithfully C COBEPLIECHHBIM MOYTEHUEM,
yrsty yours truly uckpeHHe Bain
ys yours sincerely ucKpeHHe Bar
& and COI03
@ at KOMMEpPUYECKOe at B ajipece
3JIEKTPOHHOM MOYTHI
No number HOMED
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CAHKT-NETEPBYPT ‘l\\

B 2009 romy VYuuBepcurer cranm moOeaMTeNIeM MHOTOATAIHOIO KOHKypca, B
pe3yJibTaTe KOTOPOro OMpeAesieHbl 12 Beaymmx yHHBEpCUTETOB Poccuu, KOTOpBIM
npucBoeHa kareropus «HauuMoOHanbHBIA — UCCIENOBATEIbCKUN  YHHUBEPCUTET».
MunucTepcTBOM 00pa3oBanus U Hayku Poccuiickoit @enepaniuu Oblia yTBEpXkKACHA
[Iporpamma pa3BUTHSI TOCYJaPCTBEHHOTO 0OpPa30BATEIILHOTO YUPEKICHUS BBICIIETO
npodeccruonansHoro  obpaszoBanus  «Cankrt-IleTepOyprckuii  rocyaapCTBEHHBIH
YHUBEPCUTET MH(DOPMAIMOHHBIX TEXHOJIOTHM, MEXaHUKUA U onTuKW» Ha 2009-2018
TOJIbL.

The Department of Foreign Languages

The department of foreign languages was established on 20 September 1931.
At that time the first new structural subdivision was singled out and the first head of
the department, the associate —professor Falk K.I. (1931-1941) was assigned.

13 teachers worked at the department, namely, 7 teachers of English and 6
teachers of German.

The department of foreign languages was headed by:

1941-1951 senior teacher Mitskevich Z.P.

1953-1973 senior teacher Lisikhina B.L.

1973-1993 senior teacher Dygina M.S.

Professor Markushevskaya L.P. has headed the department since 1993.

At present the department consists of four sections: English, French, Russian
and German, 30 teachers working in the staff.

More then 60 manuals were published at the department. The electronic
versions of English Grammar, Computer in Use, Studying Optics have been
produced. It helps students to improve their knowledge working on computers.

Much attention is given to working out different tests for distance education.
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Jlapuca IlerpoBHa MapkyuieBckas
Csetiana Jleoungosua BoakoBa

[esoBoe mucbMo0

YuedHoe mocoodue

B aBTOpCKOM penakuun

Jn3zaitn C.JI. BosikoBa
Bepctka O.P. Xycannosa
Penakuuonno-uznarensckuii  otaen  Caskr-IletepOyprckoro  rocyJapcTBEHHOTO
yHUBEpcUTETa HHHOPMALIMOHHBIX TEXHOJIOTUH, MEXaHUKHU U ONITUKU
3aB.PHO H.®.I'ycapoBa
JInuensus NJI Ne00408 ot 05.11.99

Iloanucano k nneuatu 18.11.09

3aka3 Ne2164

Tupax 500 3xk3.

Ortreuarano Ha pusorpade
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PenakunoHHo-u3aaTenbLCKun otaen S

CaHkT-leTepbyprckoro rocyaapcTBEHHOMO §'
(=}
3
.;

yHMBepcuTeTa MHPOPMaLMOHHBLIX TEXHOMOTUN,
MEeXaHWUKM 1 ONTUKM

197101, Cankr-IlerepOypr, Kpousepkckuit mip., 49

CAHKT-NETEPBYPT .“.



