Topic: "Busines Letter Writing"

-Introduction-

Letter writing is the essential part of business. In spite of telephone, telex and telegraphic communication the writing of letters continues; in fact most telephoned and telegraphed communications have to be confirmed in writing.

The letter is often evidence of an arrangement or a contract,  and must therefore be written with care, even the shortest and most usual of letters may have this importance. The need for thought in writing is clear when you realise that in speaking -  either face - to - face or by telephone - the reaction to a letter is not known until the answer is received.

When writing a business letter in English, be careful not to use an old-fashioned commercial instruction book as a guide. The style of writing is changing rapidly. Every year it gets simpler and less formal. Except for a few firms who still live in the past, business correspondents prefer simple English to express what they want to say as effectively as possible. Lime is more precious than ever to a busy  partner and he does not want to have to read a lot of unnecessary words.

When you have written a letter, read it again attentively; see that you have put in everything you intended, and have expressed it well;  read it again, trying to put yourself in the place of the receiver to find out what impression your letter will make. A writer of a business letter must create a good impression, especially if he is selling, so a few words to promote a feeling of friendship and goodwill will be just to the place. However, compliments must not be exaggerated, as they may produce the opposite effect, and the reader may feel that the writer is being insincere.

The following points should be remembered when writing a business letter in English:

1. Make a new paragraph for a new subject.

2. Say what you want to say in the simplest, clearest way.

3. Do not say aggressively.

4. Do not exaggerate compliments.

5. Remember that real feelings will have more effect than pretended ones.

6. Business letters are usually written on printed company-forms (letter-paper).

However, whether you write a special letter or make use of a standard letter, you should know the main parts of any business letter and its layout.

Section I: Make-Up of the letter ( The Layout and Parts of a Business Letter )

Vocabulary:

	- layout 

- heading

  (the letterhead)

- the inside address

- the opening salutation

- the subject heading

- the opening paragraph

- the body of the letter

- the closing paragraph

- the complimentary closing

- the signature

- enclosures and postscripts
- the postal address

- the important officials

- the particular official

- spaces for letter indexes (references)
- to address

- to sign a letter

- to sign by hand

- correspondent

- subject - matter

- filling system

- the per pro.=p.pro.=p.p.                                               
  (short of per procurationem)
	- розташування
- заголовок листа
- внутрішня адреса
- вступне звернення (привітання)

- заголовок до тексту листа

- перший абзац листа

- текст листа

- заключний абзац

- заключна формула ввічливости

- підпис
- додатки та постскріптуми
- поштова адреса
- провідні офіційні особи
- офіційна особа
-  місце для індексів листів 
- адресувати (лист)

- підписувати лист
- підписувати лист рукой

- одержувач (листа)

- зміст листа
- підшивання (листів)
- „за дорученням”


A neatly arranged letter will certainly make a better impression on the reader.

The layout of a business and private letters is more or less common in all countries.

The ordinary business letter comprises the following principal parts: 

1. The Heading (i.e. the sender's address);

2. The Date;

3. The Inside Address (i.e. the recipient's name and address);

4. The Opening Salutation;

5. The Subject Heading;

6. The Opening Paragraph;

7. The Body of the Letter;

8. The Closing Paragraph;

9. The Complimentary Closing;

10.The Signature;

11.Enclousers and Postscripts.
Layout of a business letter with a printed letterhead

_________________________________________________________________________

             (1) The heading

             (3) The inside address

                                                                                               (2) The date

            (4) The opening salutation

            (7) The body of the letter

                                                                                        (9) The complimentary

                                                                                                     closing             

                                                                                           (10) the signature

---------------------------------------------------------------------------------------------------------------

---------------------------------------------------------------------------------------------------------------

 Layout of a typed letter

---------------------------------------------------------------------------------------------------------------

                                                                               (1) The heading

                                                                               (2) The date

            (3) The inside address

            (4) The opening salutation

            (5) The body of the letter

                                                                                  (9) The complimentary

                                                                                          closing

                                                                                  (10) The signature

--------------------------------------------------------------------------------------------------------------

Example of a typed letter

---------------------------------------------------------------------------------------------------------------

                                                                      Institute of Organic Chemistry,

                                                                               Gagarin Prospect 15

                                                                                     9    Kiev,

                                                                                        Ukraine
                                                                                                  23rd March, 20...

              Prof.S.Smith,

              4 Grey St.,

              London,N.E.20,

              England.

           Dear Prof.Smith,

      Thank you very much for your kind invitation to take part in the Symposium. It gives me great pleasure to accept your invitation and I look forward to seeing many of my friends there.

                                                                                  Sincerely yours,

                                                                                   S.Petrov 

(1) The Heading                                                        
The letterhead (the heading) gives the name of the company, the postal and telegraphic addresses, the telephone number(s), the number of the telex(-es) and when telefacses appeared, their number, too; sometimes some other information such as: the names of important officials (e.g. directors), the particular official, to whom the company may wish to have all communications addressed, spaces for letter indexes (references) and the date.
Here are some examples of a heading that might be used by a British, American and Russian (Ukrainian) companies

                      GREAT BRITAIN

---------------------------------------------------------------------------------------------------------------

               Pearson Press

               14 Brown St.

               London,E.W.14

               England

cable address:

telex:                                                                 telephones:

fax:

---------------------------------------------------------------------------------------------------------------

                     USA

---------------------------------------------------------------------------------------------------------------

              Consultants Bureau Inc.

             324 W. 19th St., New York 11

                          N.Y., USA

---------------------------------------------------------------------------------------------------------------

                     UKRAINE

---------------------------------------------------------------------------------------------------------------

                 Академія Наук України
                 Інститут мовознавства
м.Київ

вул. Семашко, 1\12                                                        Дата

Телефон:
Факс:

(2) The Date                                                                                
In English business letters the date (day, month and year) is typed on the right-hand side. It is  customary to type the date in full, not just in figures e.g. 2nd Apr,1997 which is pronounced, "the second of April nineteen ninety seven". The name of the month may be abbreviated: January, to Jan, February to Feb, March to Mar, April to Apr, June to Jun, August to Aug, September to Sept, October to Oct, November to Nov, December to Dec. Only May and July are written in full.

In American business letters the date is written in the following way: Apr2,1997 which is read: "April second, nineteen ninety seven".

The name of the month should not be stated in figures, as it may easily be confusing, because in the USA it is the practice to write dates as  seen above in a different order: month, day and year.

E.g. 9.2.97 means on the second of September,2017.
Great Britain

Mr.Robert S. Canster,

     36 North Street,

         London, S.W. 10,

         England

                       18th March, 20...

USA

Mrs. S. Brown,

125 W. 23rd St.

New York, N.G.

USA

March 18, 20...

(3) The Inside Address
The name and address of the company written to are usually typed on the left-hand side against the margin, all lines starting at the same margin, not diagonally.

Firms are addressed as Messrs (the plural of Mr) only when the firm's name includes a personal name without any other courtesy title and only when the firms are partnerships e.g. Messrs Brown and Smith,
Messrs is never used when addressing a registered company whether a public limited company (PLC) or a private limited company (LTD). It is recommended  to address the correspondence direct to the company's representative for whom it is intended - the managing  director, the export manager, and soon, in which case the  company is specified but not addressed The name of the company becomes the part of the address in the same ways  the name of the street or town. If we do not know which of the company's officers will deal with our letter, we should address it to "The Company Secretary" e.g. The Secretary, Brown and Co PLC.
Letters to men can be addressed as follows: «Mr Brown, Mr Thomas Brown (preferably the way he signs the letters). Unmarried women and young girls can be addressed as "Miss". Married women are addressed Mrs M(ary) Brown. Where it is not known whether a woman addressed is married or single "Ms" has recently crept into use instead of "Miss" and "Mrs". When in doubt use "Miss" rather than "Mrs". Should there be doubt about the sex of the person addressed, use "Mr".
Messrs никогда не употребляется при обращении к зарегистрированной компании, будь то публичная или частная компания. Рекомендуется направлять корреспонденцию непосредственно тому должностному лицу, для которого она предназначена, т.е. директору - распорядителю, коммерческому директору и т.д. В таком случае указывается название фирмы без обращения к ней.

Если мы не знаем, кто конкретно будет заниматься нашей корреспонденцией, рекомендуется адресовать письма секретарю компании.

After the name of the company the number of the house and the name of the street are given, then the name of the town and the country. In the case of big town in Great Britain no name of the country is required, but small towns usually need an indication of a country in the address, especially as the names of small towns are often duplicated (for example, in Great Britain there are two Richmonds - one in Surrey and one in Yorkshire).

In Britain the recommended form of postal address has the Post Town in  capital letters, followed by the country in small letters, followed by the postcode (whose system has now been introduced).

When writing letters to other countries, always give the name of the country, even if the town is the country's capital. There is, for example, London in England and another in Canada.

For the same reason, when writing to firms in the USA you must add the name of the state after the name of the town: CHICAGO in (Illinois), PENNSYLVANIA, VA (Virginia). The name of the city New York is usually followed by N.Y. (New York) or N.J. (New Jersey).

Great Britain

Messrs Smith Co., Limited     

         25 Leadenhall Street,

               London, E.C.,

                  England

USA

Mr.A.B.Ivanov,

    The Modern Machine Corporation,

         20 Madison Avenue,

           New York, N.Y.

                  USA

If a letter is addressed to a company, and the writer wishes to direct it to a particular person, the words "For the attention of..." or just "Attention of..."(giving the name of the person) should be typed just above the salutation, as they form no part of a letter.

        e.g. Brown@ Co.Plc.,

               34, High Street,

                LONDON, E.C.3,

                Attention of Mr.Popov

         Dear Sirs,

If a letter is addressed to a person, whose exact address is unknown, it may be sent to an organisation (for example, The Trade Delegation or a firm), who can pass the letter on or send it to the person. In these cases the words "Care of" (-in care of) should be written before the name of the organisation.

E.g. Mr.F.Popov,

        C/o The Trade Delegation of

        Russia,

        32, Highgate West Hill,

        LONDON, N.6,

         England

(4) The Opening Salutation

The Salutation varies according to circumstances and should be in harmony with the Inside Address and the Complimentary Closing. If the letter is addressed to the company, the form of addressing is : Dear Sirs; if the letter is addressed to an individual, the most usual forms are: Dear Sir, or Dear Madam (it applies to both married and single women). These are the usual greetings in English business letters. Americans prefer "Gentlemen:" and if they use "Dear Sirs:", "Dear Madam:" they use them with a colon instead of a comma.

When the correspondent is unknown to you and may be either a man or a woman, always use the form "Dear Sir". If the correspondent is known to you personally, or if your firm has traded with his firm for some time, you may use a warmer and more friendly greeting: "Dear Mr Brown"; "Dear Mrs Brown".

The opening salutation or greeting is written in the left-hand margin under the inside address after leaving a double space.

(5) The Subject Heading

The Subject Heading indicates the subject - matter of the letter (its topic). Thus enabling the reader to see immediately what the letter is about. And is placed just after (below) the salutation (since it forms part of the letter) and in the middle of the page. "Abt"(short for "About") may be used. Or the Subject Heading is just underlined, it is sometimes written in capital letters.

This title to a letter, however, is not always required and the date of a letter refereed to in the first line of the answer is often indication enough of what the subject is.

E.g. Dear Sir,

                Abt: Order No342 of 3rd Apr,1997

        Dear Madam,

                  YOUR ENQUIRY OF 5th May,1997

         Dear Mr.Brown,

                   Abt: the arrival of our inspectors

(6) The Opening Paragraph

The opening paragraph will often state the subject-matter of the letter by giving the date of the letter, which is being answered, an the twitter’s feelings on the subject: pleasure, regret, surprise or gratitude. A short opening sentence will often attract attention more successfully than a longer one.
Useful phrases and sentences:

a) In reply to your letter of 2nd Mar this year we would like to inform you... (we are writing to inform...)

    We thank you for your letter dated 3rd Jun and write to tell you...

                                                                                  (wish to inform you...) 

b) We are sorry to have to remind you...

     To your regret we shall have to...

      We regret to inform you that...

c) We are glad to inform you...

     We are happy to tell you...

      We are pleased to inform you...

      We are surprised to learn that...

      Further to our letter of 3rd Jun...

      With reference to (=Referring to...)the enquiry of 4th July,199...

      We refer to your Order No 256 and...

      We have received your letter dated 13th Mar ...

       We thank you for the letter of 13th Mar ...

(7) The Body of the letter

Its text, its message. A letter should only deal with one specific subject as several subjects may require attention in different departments and may complicate the filling system.

Business letter should be simple and clear, polite and sincere, concise and brief. That means using simple, natural, short words and sentences; admittance of mistakes openly and sincerely; using concise words and sentences instead of wordy ones; and avoiding repetition or needless words and information. Express yourself in a friendly way and with a simple dignity.

To make a letter easier to read and to a certain extent more attractive, divide it into paragraphs, each paragraph dealing with one idea, one dispect of the subject or giving one detail.

If several paragraphs deal with the same subject-matter (topic or theme), they should fit together smoothly. This is done either by numbering the paragraphs or by using connective words, such as:

however, still, yet, but -

nevertheless -

otherwise -

on the contrary -

again -

also, in addition, besides -

so, therefore, in this way -

in short -

 as a result -

on the other hand -

and some others -

If a letter is lengthy, the paragraphs may be given headings, which may be typed in ordinary or capital letters, followed by a full-stop, colon or a dash.

If the headings are typed in ordinary letters, they should be underlined to distinguish between headings and text.

If more pages than one are written, they should be numbered.

The name or initials of the recipient should be placed at the top of left-hand margin of all continuation sheets, followed by the date after the page number.

The following phrases may be useful:

1) To express apologies and regrets

We regret being unable to...

Unfortunately we cannot...

Please accept our apologies for...

We express our apology that...

We offer (make) our apology...

2) To express gratitude

We should be very much obliged...

I shall be grateful to you...

We shall appreciate it if...

We are indebted to the Chamber of Commerce and Industry for your address...

We owe your address to... a certain company.

3) To express request

Please let us know...

We would ask (request) you to...

We'd be obliged if...

We'd be glad to have your latest catalogue.

Kindly inform us of the position of the order.

4) To express confirmation

We confirm our consent to the alterations.

Please acknowledge receipt of our Invoice.

(8) The Closing Paragraph

The closing paragraph contains a statement of the writer's intentions, hopes and expectations about future actions, i.e. it serves as a summary of what has been discussed before and what is going to be the next step.

Useful phrases and sentences:

We look forward to trading with you to the mutual benefit of our companies.

We hope to establish fruitful business relations with your company.

We hope that you will act as requested.

We look forward to hearing from you soon.

Your prompt (early) reply will be appreciated.

(9) The Complimentary Closing

It is a polite way of ending a letter. The expression used must suit the occasion and match the opening salutation.

The standard form (formal):

Dear Sir(s),

(or Dear Madam),

                            Yours faithfully,

Informal (used between people who know each other and to add a friendly touch to a business letter):

Dear Mr Brown,

Dear Mrs Brown,

                            Yours sincerely,

To express a little warmer feeling  than "Yours sincerely":

Dear Mr.Popov,

(or My Dear Mrs Smith,)

                             Yours very sincerely,

American form:

Gentlemen:

                              Yours truly,

                              (Yours very truly,)

 (10) The Signature

Business letters are signed by  hand in ink, clearly and legibly. The same style must always be adopted. The writer's name and title are typed below the signature.

The name of the company or of the organization for which the writer signs the letter is typed under the complimentary closing (above the signature).

If the writer signs the letter on behalf of a company or on behalf of another person, the per pro.=p.pro.=p.p. (short of per procurationem) is used before the name. The person signing is empowered by a proper legal document (a power of attorney) to sign letters and other documents. Otherwise "For" is used before the name of the firm or person.

A letter having a per pro signature, i.e. when on behalf of a company, should be written in the plural number.

Or if you write the letter in the first-person plural, after the complimentary closing the name of the company (v/o) should be included. For example, Yours faithfully,

                                                                                                     for v/o "Prodintorg"

                                                                                                                (I.Pavlov)

                                                                                                                Director

Or Yours faithfully,

       perpro. The ORIENTAL TRADING CO.LTD

        F. Howard

        Secretary

(11) Enclosures and Postscripts

If there is an enclosure/enclosures to the letter, it should be clearly indicated by typing the word "Enclosures" or  "Enc" in the bottom left-hand corner of the page below the signature. It may be preceded or followed by a figure indicating the number of enclosures if there is more than one, and the names of the documents in them, and the number of pages.

For example:

Enc: Specification No 13/45(5 pages)

Enc: (3) Invoice

              Bill of Lading

              Insurance Policy (6 pages)

If there are copies of the letter to be sent to other addresses it is indicated under the Enclosure: Copy: Ukrainian Trade Delegation

                  c.c. Kiev Narodny Bank

                  Ukrainian Trade Delegation

Postscript should be used as an emergency when information to be conveyed comes to hand after the letter proper has been completed. Otherwise it is a sign of bad construction of the letter. Postscript is abbreviated to PS (not P.S.) An additional postscript is tabled PPS.(11) 

A sample of the layout of a business letter and all its parts is given on the next pages.

The Secretary,                                                        2nd Feb, 20…
The Western Wheat  Co.PLc,                                 (The Date)

64, Darrwin Road,

LIVERPOOL, 16

England

               (The Inside Address)

  Dear Sir,

               (The Opening Salutation)

                  Abt: ORDER No 1367

               (The Subject Heading)

         We thank you for your letter of 23rd of January and are writing to inform you that...

          (The Opening Paragraph)

---------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------

(The Body of the Letter)

         We hope that these alterations will be acceptable to you and expect your reply as soon as possible.

           (The Closing Paragraph) 

                                                                        Yours faithfully,

                                                                  (The Complimentary Closing)

                                                                  per pro. THE ORIENTAL TRADING.LTD

                                                                            J.Brown

                                                                            Manager

                                                                      The Signature)

Enc: Above alterations (1 page)

         (Enclosures and Postscripts)

The American business letter

The Sales Manager,                                     Feb 2,20…
The Eagle Press Inc., 

24 South Bank,

BOSTON,

Mass 02110

USA

   Gentlemen:

---------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------

                                                                        Yours truly, Mrs J.Brown

THE ENVELOPE

The address on the envelope should be written in full in order to ensure  correct delivery. The whole address of the recipient should begin from the middle of the envelope.

The Layout of the Envelope:
1. Letters addressed to institutions, organisations or firms:

   - name of the institution, organization or firm,

   - house number and name of the street,

   - name of the city, postal district,

   - name of the country (usually underlined).

2. Letters addressed to official persons:

   - name of the person,

   - title or position,

   - name of organization or institution,

   - house number and name of the street,

   - name of the city, postal district,

  - name of the country (underlined)

3. Letters addressed to private persons at their homes:

  - name of the person,

  - house number, name of the street and apartment number preceded by a comma,

  - name of the city, postal district,

  - name of the country (underlined).

Note: If the address is an American one it is necessary to indicate the name of the state, usually abbreviated and preceded by a comma.

The sender's (return) address is written in the upper or lower  left-hand corner of the envelope or sometimes on the flap of the envelope (if it is a private letter).

In Great Britain each line is usually stepped ans set off by commas. In the US the lines are blocked and without commas.

Layout of envelopes

---------------------------------------------------------------------------------------------------------------

      Sender's address                                                                            Stamp   

                     Postal remark

                                                                                   Recipient address

--------------------------------------------------------------------------------------------------------------

---------------------------------------------------------------------------------------------------------------

                                Postal remark                                                       Stamp

                                                                                  Recipient address

     Sender's address

---------------------------------------------------------------------------------------------------------------

Examples of envelope addresses

GREAT BRITAIN

---------------------------------------------------------------------------------------------------------------

    Dr. E.S.Galkin,                                                                                  Stamp

    Ukrainian Academy of Sciences,

    Gagarin Prospect 14,

    Кiev, Ukraine.

                                                                                 Prof. R. Calvert,

                                                                                  14 Stand Street,

                                                                                    Nottingham,

                                                                                        England

---------------------------------------------------------------------------------------------------------------

USA

---------------------------------------------------------------------------------------------------------------

   Columbia University                                                                        Stamp

 in the City of New York

 Lamont Geological Observatory

 Torrey Cliff, Palisades, New York.

                                                                                    Academy of Sciences, Russia,

                                                                                    14 Leninskii Prospect,

                                                                                    Moscow,

                                                                                    Russia

---------------------------------------------------------------------------------------------------------------

EXERCISES

Ex.1. Answer the questions.

1. What are the parts of the Business letter?

2. What months are written in full form?

3. What is the difference between the English and American  ways of writing the date?

4. How do the English and the Americans write the opening salutation and the complimentary closing?

5. When is the phrase "For the attention of..." used?

6. What is the opening paragraph intended for?

7. What phrases do you know that may be used in the opening paragraph?

8. What is the main principle of diving the letter into paragraphs?

9. What words are used to fit the paragraphs together smoothly?

10.What is the closing paragraphs intended for?

11.What phrases do you know that may be used in closing paragraphs?

12.Why should the writing of the signature be consistent?

13.What should you remember about enclosures and why?

14.Why do you think writing of postscript is considered to be bad?

15.What is proper opening salutation for a partnership?

16.If you want a letter addressed to a firm to reach a certain person, how would you indicate this?
Ex.2. Correct the following mistakes in the dates written in the headings.

1. 2nd April,1993                            5. 11.2.93

2. 24th June, 1994                          6. July,14,1991

3. 10th August,1992                      7. August 12 2016
4. 23rd of July,2009                        8. July 15th, nineteen eighty-nine
Ex.3. Correct the following letter layout.                                             Feb29,2016
Dr. A.B.Johnson                            Lesnoy prospect 23,

15 Gate St.                                          Kiev,

New Jersey,                                         Ukraine
      USA                                          Enc: Symposium Circular!

                                                                                Dear Dr Johnson,

           I am happy to inform you that A have completed the first volume of my book.

           As soon as it is published I will send you a complimentary copy. I am very grateful to you for the statistical data that you have prepared for me the material proved to be very useful.

           In my letter dated 3rd January,1997 I informed you about the 12th International Symposium on "Low Temperature Properties of Solids" to be held in Moscow July 5 - 11, 19... . We are looking forward to your participation in the work of the Symposium.

           Please confirm your consent to present an invited paper. Hoping to hear from you soon.

     I remain                                                                             e.g./MSS

     Sincerely yours,

     Chairman of the Organising Committee,

     Smirnov M.S.
Ex.4. Correct the following envelope layout.

---------------------------------------------------------------------------------------------------------------

       Stamp

          Mrs.H.G.Brown, Managing editor,

          112 Fifth Ave., New York, 23,N.Y.,USA.

          Moscow 125 445

          Leningradskoye Shosse 114, apt.73, S.R.Kuzmin

---------------------------------------------------------------------------------------------------------------

Ex.5. How many mistakes can you find in this letter? (There are 10 mistakes)

---------------------------------------------------------------------------------------------------------------

                                                                            Mr O Jones

                                                                            Household Designs @Co Ltd

                                                                            22 High Street

    A.Bell                                                              Manchester M I 2BL

    Transworld Freight plc                                   England

    74 Dockside

    Manchester                                                                     24th March 1997

    Our ref: AB/ts

    Dear Sirs,

                Further to our meeting of yesterday, I would like to place an order for 10 chairs (type C405678). Can you supply them in blue or green and can you offer a discount?

                I look forward to hearing from you.

                                                                         Yours sincerely

Enc                                                                   A.Bell
Ex.6. Make up the letter models.

---------------------------------------------------------------------------------------------------------------

  Sender's address                Inside address               Supplement              Date

---------------------------------------------------------------------------------------------------------------

The Royal Society              Academy of Sciences     PAM/a:b                 3rd June,20…
Berlington House               of Ukraine, Lesnoy        (typist's reference)

London, W.I.England        Prospect 14,Kiev,

                                            Ukraine
---------------------------------------------------------------------------------------------------------------

Elsevier Publishing             Journal of Biological     Attention: Mr          15th April,20…
Company, 110-112              Chemistry UI.                K.B.Belov,

Spuistraat,  Amsterdam C.   Svetlaya Str., 23, Kiev,

The Netherlands                  Ukraine
---------------------------------------------------------------------------------------------------------------

Prof. S.P.Spirin                   Mr. A.N. Joyce,            Subject:                      March,10,

Lomonosov Ave.3,              associate-professor       Diffraction                  20...

apt.36 Kiev, Ukraine             Cornell University        wave

                                              Ithaca, N.Y. USA                                                                

---------------------------------------------------------------------------------------------------------------

Dr. R.A.Kotenko                Dr. R.S.Reese                                                  25th May,

Kiev State University           12 Aberdeen ST,                                              20...

Department of History,       Liverpool, C.4

Kiev, Ukraine                       England               

---------------------------------------------------------------------------------------------------------------

Miss Doris Smith                 Dr. S.V.Pavlova           Re: Symposium         October 12,

11 05 Lexington Ave.           Pulkovo Observatory   on "The Moon"          20...

New York 25, N.Y.              Petersburg,

USA                                       Russia

---------------------------------------------------------------------------------------------------------------

English and American Forms of Salutation
Here are some forms of salutations used in letters by Englishmen and Americans:
	Personal letters
	Formal
	English
	American

	
	
	Dear Mr Brown, Dear Miss Smith, Dear Mis Stockwcll,
	My dear Mr Brown, My dear Miss Smith, My dear Mrs Stockwcl),

	
	Informal
	Dear John, Dear Mary,

	
	To close friends
	My dear Jane, My dear Max, My dear Miss Brook,
	Dear Jane, Dear Max, Dear Miss Brook,


You should not use a form such as 'Dear friend' or 'Friend George'. The use of 'My dear Bob' would be considered more formal and less affectionate than 'Dear Bob'. In a friendly letter always use a comma after the salutation.
SECTION II "Specimen Letters" (Зразки листів)

LETTERS of GRATITUDE - Лист - подяка
Letter 1

                                                                 Richardson, Smallest @ Co.Ltd.,

                                                                  4, Boswell Way, Nagstead, Kent,

                                                                    NA24 PJ

The Secretary,                                                                    12th May 20...

Brown @ Smith Ltd.,

1304 Sherman Ave.,

Madison, Wisconsin

              Dear Sir,

       We thank you for your letter of 10th May, enclosing invitation  to the official opening of the exhibition next month.

                                                                            Yours faithfully,

                                                                             ****

                                                                             R. Hendrics

                                                                              Marketing Manager

RH/AS

NOTES:

- The reference RH/AS represents the writer and the secretary who typed the letter - in this case Richard Hendrics and Anna Smith. 

- Note the use of the present participle: "We thank you for your letter of 10th May, enclosing (offering, requesting, etc.)"

- Thank you for your letter..." is often used (especially when writing to one person), but "We thank you for your letter" is more formal.

The letter is used when the letter is addressed to a company and not one person within the company.
Exercise. Compose letters out of the following:

1). We thank you /letter/16 March/enclosing/copy/contract/Enc/.

2). We thank you/letter/24 October/enclosing/draft/new agreement.

3). .../Agenda/next meeting/Board of Directors.

4). .../Draft/proposal/for the reorganisation.

5). .../Invitation/reception/new branch office/next week.

Letter 2

                                                                          12th November, 20...

Messrs S.Brown@Smith Ltd.,

1304 Sherman Ave.,

Madison, Wisconsin

           Dear Sirs,

 We have pleasure in enclosing a copy of our latest catalogue.

                                                                          Yours faithfully,

                                                                           ****

                                                                           R. Johnson

                                                                           Sales Manager

Enc.

NOTES:

- Note the use of gerund after a preposition: "We have pleasure in enclosing (offering, etc.)..."
Exercise. Compose letters out of the following:

1). We/pleasure/enclosing/copy/latest Catalogue.

2). We/pleasure/enclosing/draft proposals/calling the conferences.

3). .../two invitations/official opening/exhibition/next month.

4). .../Copy/revised agenda/Board meeting.

5). .../Catalogue/product information/current year.

Letter 3

                                                                               September 16, 20...

Sales Manager,

Brown@Smith Ltd.,

1304 Sherman Ave.,

Madison, Wisconsin.

               Dear Mr Johnson,

     This is to acknowledge with thanks receipt of the latest catalogue for 20....

                                                                                  Yours sincerely, 

                                                                                   ****

                                                                                   R. Hendrics

                                                                                   Marketing Manager

Letter 4

                                                                            2nd February 20...

Messrs S.Brown@Smith Ltd.,

16 Willow Road,

Backchester, 

 Barsetshire,BC3 OKK
         Dear Sirs,

    Thank you very much for your letter of 3rd June 20..., the contents of which we have noted.*

                                                                                   Yours faithfully,

                                                                                   Secretary

· - to note the contents of the letter - принять к сведению содержание письма/
Letter 5

                                                                            6th May 20...

The Manager,

Cook@Hunter Ltd.,

8, High Street, 
Newcastle         
             Dear Sirs,

     We thank you for the letter of 3rd May, requesting details of our new product.

      We have pleasure in enclosing a copy of our illustrated catalogue together with the latest price list.

                                                                                          Yours faithfully,

                                                                                           ****

                                                                                           L. Harrods

                                                                                           Sales Manager

NOTES:

Note how "together with" emphasises that these are two separate items. Compare the following:

- "... a copy of our catalogue and the price list."

- "... a copy of our catalogue, together with the price list."

It is particularly used when there is little connection between the two items:

- "... a copy of  our catalogue, together with two invitations to the official opening ceremony."

Exercise. Compose letters out of the following:

1) We thank you/letter/9 October/requesting/details/latest proposals. We/pleasure/enclosing/price list/together/invitations/exhibition/new products.

2) We thank you/letter/1 March/inquiring about/Seminar. We/pleasure/enclosing/details/agenda/together/programme of events/next month.

 3) ... 2 June/inquiring/stand/Trade Fair. We... copy/prospectus... reservation form.

 4) ... 11 October. We ... copy/latest price amendments.

SUPPLEMENTARY EXERCISES

Phrases acknowledging receipt of letters and expressing gratitude for them
Ex.1. Give Russian/Ukrainian equivalents for the following:

- We are pleased to receive ... .

- We acknowledge (confirm) receipt of ... .

- This is to acknowledge your letter dated Sept 6 ... .

- It is (was) a great pleasure to receive your letter of ... .

- This is to inform you that I have received your letter of ... .

- I wish to thank you most sincerely for your kind letter ... .

- I very much appreciate having a reply from you ... .

- Thank you (Many thanks) for  your prompt reply of Oct 17.

- I am most grateful to you for ... .

- I confirm receipt of document ... .

- I am in receipt of  your letter ... .

- I am grateful to you for ... .
Ex.2. Give Russian/Ukrainian equivalents for the following phrases used at the beginning of the letter:

- We are sending  you herewith ... .

- I enclose herein ... .

- You will find enclosed ... .

- Attached to this letter you will find ... .

- I have  pleasure in sending you... .

- This is to inform you ... .

- I am happy to supply you with ... .

- I am sending you under separate cover ... .
Ex.3. Translate into English:

          - Шановний містер,

Підтверджую з вдячністю отримання Вашого листа від 6 жовтня ц.р. з додатком про порядок  засідання Ради директорів (the Board of Directors = the Board)
          - Шановний містер Сміт:

Дякую Вам за лист від 27 листопада, у якому Ви повідомляєте, що Ви  також зацікавлені цією проблемою (цим питанням)... .

          - З задоволенням повідомляю, що Ваш номер у готелі заброньовано і ми будемо зустрічати Вас в аеропорті... .

          - Мені дуже приємно надати всі дані (інформацію) щодо цього контракту.

          - З задоволенням надсилаю Вам запрошення на засідання Ради директорів.

          - Надсилаю Вам листа з метою повідомити, що засідання Ради відбудеться 26 листопада ц.р.

          -  Мені дуже приємно надати Вам усю необхідну інформацію.

          - Повідомляю Вас, что наступне засідання відбудеться у Києві.

          - З цим листом надсилаемо Вам попередній порядок денний.

          - Окремим листом надсилаю Вам останній каталог.

          - З цим листом надсилаю Вам запрошення на засідання Ради директорів, яке відбудеться у травні.

          - До цього листа додаємо протокол і порядок денний засідання Ради директорів.
Ex.4. Make up sentences using component parts of each column:

I very much appreciate          to return                                        your diagrams in the very near future

I shall be very grateful         if you send me                                 the date of your arrival

I would be very grateful        the attention you have given             my chairs by March 3rd   

I wonder if you would          the fine time we had together            in convening the conference

   be so kind as                                                                
Thank you very much          if you accept from me                       during my stay in Kiev                                            
I wish to express                 if you would inform me                      to my request

  my sincere gratitude           
I shall be much obliged        for your help                                     in this matter

I am greatly indebted           for your advice                                 this modest present

   to you
Ex.5. Add introductory phrases according to the pattern:

... for your reply. - I am grateful to you for your reply.

1) ... inviting me to visit your country. 2) ... publishing my paper in your magazine. 3) ... contributing to our journal. 4) ... supplying me with the computations. 5) ... the films. 6) ... the colour plates. 7) ... the spectrograms. 8) ... the examples. 9) ... you call me up on Friday.
Ex.6. Complete the lines according to the pattern:

I would appreciate it very much... - I would appreciate very much if you would ring   me up on Monday, June 10th at 2 o'clock.
1) I shall be very grateful if ...  2) I shall be much obliged if ... 3) Thank you so much for... 4) We shall appreciate it very much if ... 5) Will you be so kind as to ... 6) We shall be most happy to ... 7) I have much pleasure in ... 
Ex.7. Build up the sentences by arranging the words in proper order.

1) You, the, drawings, letter, much, I, enclosing, very, kind, your, thank, for. 2) Grateful, remark, for, I, you, your, extremely, am to. 3) You, kindness, exhibition, thank, in, the, for, us, helping, your, arrange, to. 4) Before, the, reply, to, would, thankful, if, be, would, letter, the, conference, opening, this, you, we, of.
Ex.8. Read the following letter, paying attention to the underlined phrases.

              Dear John,

      I am writing to thank you for a most enjoyable party last Saturday. You made me feel most welcome and I was able to meet a lot of interesting people. I hope I'll have a chance to invite you to my place some time next month.

      Thank you again for an enjoyable time.

                                                                                  Yours sincerely,

                                                                                   ****

                                                                                    Samuel Brown

     And now write a letter of thanks to your host using the standard phrases of gratitude and mention what  you specially liked about the visit, the party, etc.

      Write a letter of gratitude for the warm reception you were given during you recent visit to your correspondent.

      Specify what exactly impressed you most.

LETTERS - REPLIES  - Відповідь на запит
Letter 6

                                                                                 April 5, 20...

The Executive Director,

Brown@Smith Ltd.,

1304 Sherman Ave.,

Madison, Wisconsin

               Dear Sir,

     We are interested in buying your new product and would be pleased to receive a copy of your latest catalogue and the price list.

                                                                                Yours faithfully,

                                                                                 ****

                                                                                 R.Smith

                                                                                 Marketing Manager

NOTES:

   -Note again the use of the gerund following  a preposition: «We are interested in buying (receiving, etc.)"

   - "Would be pleased" is the same as "should be pleased". "Should" is preferred when immediately preceded by "We".

     Compare the following:

"We should be pleased to receive ...".

"We are interested ... and would be pleased to receive ...".

Exercise. Compose letters out of the following:

1) We/interested/attending/the exhibition/this month/pleased/receive/invitations/our representatives.

2) We/interested/opening/branch office/London/pleased/receive/details/suitable conditions.

3) ...arranging/seminar/early next month/.../your suggestions/agenda/possible site.

4) ... exporting/office equipment/latest design... your offer/your terms/price list.

5) ... having/stand/this year's exhibition.../copy/prospectus/application forms.

Letter 7

                                                                                  11th April 20...

The Secretary,

Spenlow@Jorkens Ltd.,

10-14 Pegotty Street Tiplort,

Loamshire

             Dear Sir,

     We should be obliged if you would kindly send us details of the proposed meeting on recent developments in the market.

      We look forward to hearing from you.

                                                                              Yours faithfully,

                                                                               ****

                                                                               T. Harrows

                                                                                Marketing Manager

NOTES:

   - Note the additional courtesy of "kindly" and the modal verb "would" used after conjunction "if".

     "We should be obliged if you would send us ...".

     "We should be obliged if you kindly send us ...".

   - Note once again the use of the gerund after a preposition in the phrase that is normally used to end letters:

      "We look forward to hearing from you".

      "We look forward to meeting (receiving, reading) ...".
Exercise. Compose letters out of the following:

1) We/obliged/kindly/sign/enclosed contract/return/as soon as possible.

2) We/obliged/kindly/send/us/latest data/.

3) ../answer/questions/included/enclosed/return/this office.

4) .../check/addresses of customers/enclosed list/return/this office/soon/possible.

5) ... Read/enclosed report/send/us/your comments.

Letter 8

                                                                    4th June 20...

The Director,

Sherman Ltd.,

21 Bramshil Gardens,

Liverpool

                       Dear Sir,

          We should be obliged if you would kindly confirm the date and time of your arrival in London next week, and state whether you would like us to book hotel accommodation.

          We look forward to your reply.

                                                                          Yours faithfully,

                                                                           ****

                                                                           S.Brown

NOTES:

     "Whether" implies an alternative. Compare the following:

- "State, please, whether you wish to wait."

- "State, please, whether you wish to wait or not."

- "State, please, whether you wish to wait until the next delivery or cancel the order."

     In the first two examples "or not" is either implied or included for emphasis; in the third example the alternative "cancel the order" is stated.

Exercise. Compose letters out of the following:

1) We/obliged/you/confirm/date/time/arrival/New York/state/whether/you/like/us/book/hotel accommodation. We/look/reply.

2) We/obliged/you/confirm/date/next meeting/state/whether/you/like/us/bring/our latest proposals. We/look/reply.

3) .../Your time/arrival/state...like/us/book/table for lunch. We..reply

4) ... Date/you/wish/leave/state...like/us/book/flight. We...reply.

5) ... Date/time/place/next display/state...like/us/notify/our clients. We...reply.

Letter 9

                                                                              10th June 20...

Brown@Smith Ltd.,

1304 Sherman Ave.,

Madison, Wisconsin

                 Gentlemen:

      In receipt of your letter of 4th June, we write to confirm that Mr R.Simpson  will arrive in London on Wednesday 17th June at 12.15-flight P.A. 365.

      We should be obliged if you would kindly book hotel accommodation for him for two nights.

                                                                              Yours faithfully,

                                                                               ****

                                                                               R.Hendricks.

NOTES:

     It is not necessary to say "thank you" for every written communication received. One of the common alternatives is "in receipt of".

     E.g.: "In receipt of your letter of 5th May, we write...". or more formal: "We are in receipt of your letter of 5th May, and write...".

Exercise. Compose letters out of the following:

1) In receipt/letter/25 February/we/write/confirm/our delegation/arrive/Stokholm/2nd March/6.40/flight P.A. 316. We/obliged/you/book/accommodation/them/four nights.

2) In receipt/enquiry/3 July/we/write/notify/our exhibition/to be held/ 5 August/exhibition grounds/London. We/obliged/you/let us/know/your intentions.

3) ... Export Manager/attend/seminar/held/Headquarters. We...obliged/you/see to/arranging/stay/London/3 days.

4) ... all four members/delegation/leave/Bonn/5 January. We... book/them/seats/train/Frankfurt..

Letter 10

                                                                                  14th April 20...

Simpsons PLC,

220-230 Thackeray Street,

Barchester, Barsetshire,

            BC3 OKK

                        Dear Sirs,

     With reference to your enquiry of 2nd April we are pleased to advise you that the seminar will be held at our premises, and we shall be able to accommodate your representatives.

     We enclose invitations for your convenience.

                                                                                  Yours truly,

                                                                                   ****

                                                                                   the Secretary

Enc
NOTES:

     "Enquiry" and "inquiry" are the same.

     Compare the following:

"We write to advise you" (formal notification);

"We are pleased to advise you" (for news)

     Note that while "to advise" and "to inform" both mean "to notify", "advise" is normally used in business letters while "inform" - in official letters,

     When "inform" is used in business letters, it is often used with "regret". Compare the following:

"We are pleased to advise you...".

"We regret to inform you...".

Exercise. Compose letters out of the following:

1) With reference/enquiry/5 August/we/pleased/advise/you/exhibition/be held/later/month/. We/pleasure/enclosing/prospectus/convenience/.

2) With reference/letter/15 February/we/pleased/inform/you/we/able/grant/you/credit/period/two years.

3) .../letter/...pleased/advise/...goods/arrived/good condition. We enclose/order/further deliveries.

4) .../letter/...pleased/inform... your proposal/been accepted. We enclosed/suggestions/your convenience.

5) .../enquiry/...pleased/inform/terms and conditions/acceptable. We/pleasure enclosing/provisional agenda/meeting/discuss/details/contract.
                       SUPPLEMENTARY EXERCISES

Phrases which  are commonly used regarding reference and reply (at the beginning of the letter).
Ex.1. Give Russian equivalents for the following:

- In reply to your letter of March 10 ... .

- This is in reply to your enquiry of ... .

- Replying to your kind letter ... .

- Further to our letter of April 6 ... .

- In conformity with your request of ... .

- In accordance with your letter dated June 8 ... .

- With reference to your letter of 2nd July ... .

- This is in reply (answer, response) to your request about (concerning, regarding) ... .
Ex.2. Translate the following:

     - У відповідь на Ваш лист від 6 березня повідомляю, що ми готові обговорити Вашу пропозицію наступного тижня.

     - Підтверджуемо отримання Вашого листаа від 3 січня ц.р., копія угоди додається.

     - Відповідно до Вашого запиту ми раді повідомити Вам, що умови контракту були розглянуті на засіданні Ради, і копя протоколу додається.

     - Додатком до нашого листа від 17 липня надсилаємо Вам попередній порядок денний конференції, яка відбудеться на початку травня цього року.

     - У відповідь на Ваш лист  надсилаємоВам усі необхідні материали.

     - Просимо Вас підтвердити одержання нашого листа від 6 березня ц.р. і надати Ваши пропозиції до семинару.

     - У відповідь на Ваш запит повідомляю, що заперечерь з нашого боку не буде, і цим листом ми зможемо надіслати всі необхідні Вам материали.

     - Підтверждуемо отримання Вашого листа від 16 липня і повідомляемо, що наша делегація прибуде до Лондона рейсом 675 другого червня.
Ex.3. Make up sentences using components  parts of each column.

I am sending you                    receipt of                            the samples

Please acknowledge                under separate cover          dated 2nd April

With further reference            to your letter                       of June 12,19...

I am happy                             to thanking you for             the reprints

In reply                                   to your request                     the material

I am looking forward             to send you                          the tables

It was a great pleasure           for sending me                     the data

Thank you                              to receive                             the results
Ex.4. Add introductory phrases according to the pattern:

...We have received your book. - We have pleasure to inform you we have received your book.

1) ... we have sent you the material. 2) ... with keen interest. 3) ... I remain, yours sincerely, P... . 4) ... to the opportunity of meeting you. 5) ... I inform you that your request is being studied by the Commission.
Ex.5. Complete the lines according to the pattern:

Referring to your letter of ... - Referring to your letter of 20th June I have sent you 3 copies of my paper.

1) In reply to your letter ... . 2) I am looking forward to ... . 3) Please acknowledge ... . 4) In accordance with.. . 5) I have the pleasure of ... . 6) Thanking you in advance ... . 7) I trust ... . 
Ex.6. Build up sentences by arranging the words in proper order.

1) Forward, to, from, eagerly, a message, am, you, I, looking, receiving. 2) Sending, separate, latest, "Who's  Who", the, am, you, under, edition, I, of, cover. 3) The, of, seeds, acknowledge, we, thanks, with, receipt,. 4) Regards, your, and, please, wife, best, children, my, give, to.
Ex.7. Read the following letter, paying attention to the underlined phrases.

                       Dear Mr Crown,

     Thank you for your letter of April 2nd, in which you ask us to suggest a convenient date for our meeting next month.

     Might we suggest next Tuesday...

     Please feel free to choose whichever day suits you best.

     We would appreciate if you could let us know your decision as promptly as you can.
     Finally we need your consideration on the agenda of the proposed meeting.

     I look forward to hearing from you soon.

                                                                         Yours sincerely,

                                                                          ****

                                                                          Bryan Ferry
     Write a letter to your correspondent offering the date and place for a meeting, enquire what suits him most and ask him what other information he thinks you should bring.

     Use the standard phrases of enquiry.
Ex.8. Translate the following letters:

                                                                     5th May 20...

                  Dear Mr Brown,

     Further to my letter of April 21 I have the  pleasure of sending you under separate cover the data  and tables you are so much in need of. I hope you will find them interesting and useful in your work.

     I should be obliged if you would confirm receipt of this letter. If I can be of any help to you in the future, please do not hesitate to write me.

                                                                                    Yours sincerely,

                                                                                     ****

                                                                                     Tom Williams

                                                                                      Board Chairman

                             -------------------------------

                                                                             September 6, 20...

                Dear Mr Smith,

      In reply to your letter of August 25 we have the pleasure of informing you that we have considered your request and found it valid and convincing. Attached to this letter you will find all the data on the subject you are interested in.

     I look forward to seeing you soon here.

                                                                              Yours truly,

                                                                               ****

                                                                               N. Simpson

                                                                              Executive Director

                             -----------------------------

                                                                                6 травня 20...

               Шановний Містер,

     Підтверждую отримання Вашого листа від 25 квітня ц.р. з додатком до нього - повісткою дня засідання Ради директорів.

     Надсилаю Вам окремим листом свою доповідь, щоб внести її до порядку денного.

     Будь ласка, підтвердіть отримання.

                                                                              Искренне Ваш...

                        -----------------------------------

                                                                              20 сентября 20...

                  Шановний містер Сміт,

       Вдячний Вам за лист від 15 вересня ц.р. з додатком до нього - списком питань, які Ви  хотіли б обговорити на нашій зустрічі. На Ваше прохання я з задоволенням відповідаю на питання і окремим листом надсилаю Вам наші пропозиції. Ми будемо вдячні, якщо Ви зможете відповісти нам не пізніше середини жовтня ц.р.

                                                          З найкращими побажаннями,

                                                           Щиро Ваш...

LETTERS - REQUEST -      Лист-прохання
Letter 11

                                                 Thomas@Cook Ltd.,

                                                  116 Orchid Garden,

                                                  London

                                                                              17 May 20...

T.B./B.C.

Mr.C.Evans,

Executive Director

Collins Travel Ltd.,

10 High Street,
 Kent
              Dear Sir,

     We thank you for your letter of 10th May, in which you request the details of our new proposals. We should be pleased to represent you here, and have pleasure in enclosing a full account of our activities, together with the new terms and conditions.

     We look forward to receiving the draft agreement setting out your proposals and attitude to the contract.

                                                                    Yours faithfully,

                                                                     ****

                                                                     Thomas Brown

Enc.

NOTE:

     Compare "your letter of 10th May, in which you request..." with "your letter of 10th May, requesting...". The first example is very formal and is less common than the second.

Exercise. Compose letters out of the following:

1) ... letter ... expressing interest/setting up/ joint venture. We ... meet/you/discuss/details/your offer. We look... .

2) ... letter.../which you/propose/two-way representation. We...represent/you/here/return/being represented/Britain/pleasure/enclosing/account Of our activities. We look...your suggestion/such a meeting.

3) ...letter/which you/invite us/visit/premises/to get acquainted/new facilities. We...accept/offer/suggest/visit/our Group of experts/3 February. We...look...your confirmation/about visit.

4) ..letter.../which you/express interest/sending members/team/our company/regular refresher course. We...take into consideration/your needs/suggest/meeting/our Director of Refresher Course. We look...your date/time/such/interview. 
5) ...fax/confirming/receipt/draft programme. We...arrange/seminar/issues of interest/pleasure/enclosing/schedule/...the names/experts/taking part/such a seminar. We look...your suggestions/most convenient time/this seminar.

Letter 12

                                                           Midland Bank

                                                           135 Cannon Street

                                                           London

                                                                                    2nd April 20...

Citibank,N.A.

399 Park Avenue

New York,N.Y.

                           attn. Director of Refresher Course

                 Dear Sir,

     We refer to your letter of 24th March in which you offered us to receive a group of our trainees for a refresher course.

     As we are particularly interested in having our trainees at your course, we are writing to ask you if you would send up a more detailed curriculum, your conditions, time and fees.
    As soon as we get the above, we are willing to send at least two groups of our trainees on the proposed by you terms.
    We look forward to hearing from you.

                                                                 Yours faithfully,

                                                                  ****

                                                                  Ron Clark

NOTES:

     - By using "particularly" we give emphasis to the phrase "we are interested in...". Compare the following:

     "We are (particularly) anxious to buy...".

     "We are (particularly) concerned over...".

     - Conjunction "as" is much used in business letters because it is short, but at the same time effective. "Since", which is a synonym, is more formal and has more force. Compare the  following:

     "As most of our customers are interested, we have...".

     "Since none of our customers are interested...".

In the second example "since" may express the writer's annoyance that none of the customers are interested. "Since we haven't got your reply to our letters, we conclude that you are not interested in our proposal.

     - Comparing "We are writing to ask" and "We write to ask we can see that the letter is more formal. Similarly "We look forward" is more formal than "We are looking forward to...".

     - "The above" or "The above mentioned..." is used to avoid unnecessary repetition.

Exercise. Compose letters out of the following:

1) As/we/particularly/interested/taking part/display/new products/we/writing/you/enquire/you/willing/inform/us/time and requirements./. We look forward/receiving/prompt reply.

2) ...anxious/begin/production/this spring/we/writing...you/prepared/grant/us/credit/period/twelve  months. In return...we/willing/pay/higher/rate/interest. We look... .

3) ...keen/open/new branch/June.../writing...willing.../begin/work/office/at once. In return...we/prepared/settle/account/within 24 hours/completion/work. We look... .

Letter 13

a)                                                                        October 13, 19...

Prof. R.Johnson,

Wayne State University,

Law School,

Detroit, Michigan 48202

USA

             Dear Mr.Johnson,

     Recently I have read an abstract of your article published in the Euromoney (February 20…). I would be very grateful to you if you could supply me with a reprint of this article.

     I shall very much appreciate if you would comply with my request as I am in great need of your data and conclusions in my work.

     Thanking you in advance, I remain,

                                                                       Sincerely Yours,

                                                                       ****

                                                                        S.Tiffin

b) ****

                                                                November 2, 20...

             Dear Mr.Tiffin,

      In reply to your request I am writing to you to say that I am very glad that you have approached me with your request. It gives me great pleasure to meet it and I shall be happy if my findings will be of any use in your work.

                                                         With best wishes,

                                                                            Sincerely Yours,

                                                                            ****

                                                                            R.Johnson

                 SUPPLEMENTARY EXERCISES

Pattern and phrases which are commonly used in presenting a request and replying to it.
Ex.1. Translate the following:

- I would like very  much to hear... .

- We would greatly appreciate your telling us... .

- I am writing to inquire if... .

- I wish to make some inquiries about... .

- Will you kindly inform us whether / if... .

- May we ask you for... .

- Would you be kind enough to... .

- I am making use of this opportunity to approach you with a request... .

- We hope you will... .

- I avail myself of the opportunity to... .

- We trust you will... .

- I would be very grateful if you could... .

- I'd ask you to attend kindly to my request.

- According to your request... .

- In accordance with your request... .

- As requested by you... .

- At the request of your... .

- We are glad to answer your inquiry... .

- We are pleased to send to... .

- As you requested in your letter... .

- Here is the information you requested... .

- We shall be pleased to send you... .

- We wish to inform you... .
Ex.2. Give the corresponding English equivalents.

- задовольнити прохання
- виконати прохання
- відповідно до прохання
- займатися проханням
- скористатися нагодою звернутися до когось
- звернутися до когось з проханням
- зробити все можливе
Ex.3. Translate the following:

     - Відповідно до Вашого прохання я переглянула  матеріал і вважаю, що Ваши висновки правильні.

     - Користуюсь нагодою звернутися до Вас з проханням.

     - Я буду Вам вдячна, якщо Ви розгляните моє прохання.

     - Я вдячна Вам за те, що Ви задовольнили моє прохання.

     - Для мене буде великим задоволенням задовольнити Ваше прохання.
Ex.4. Make up sentences using component parts of each column.

We request                    under consideration                to investigate the phenomenon

I should appreciate       with a  request                        about my article

The proposal                 your attention                         our request

Kindly take                   your consideration                  to the following matter

I approach you             your request                             will have our prompt attention

With regard to              into consideration                    I inform you of the following
Ex.5. Add introductory phrases according to the pattern:

...I am sending you the journal.- At the request of Dr.Novikov I am sending you the journal.

1)  ...I have arranged for you a meeting with Dr.Samsonov. 2) ...we have not received the legends to the drawings yet. 3) ...to my request. 4)  ...you to be an honorary member of our editorial board. 5) ...to this important matter. 6) ...I wish to inform you that the reprint was sent to Mr.Camping. 7) ...during my scientific tour in your country. 8) ...about delivering a speech at the ceremonial opening of a new monument to Academician Ivan Pavlov.
Ex.6. Complete the lines according to the pattern:

In reply to your request... - In reply to your request I am sending you the tables and diagrams.

I feel sorry that I cannot comply with your request as ... 2) I am very glad of the  opportunity to give my attention to... 3) It was very kind of you to show me so much attention during... 4) Please inform us of your considerations concerning... 5) I should be thankful if you would give your consideration to ... 6) As far as your request is concerned I have the pleasure of ... .
Ex.7. Build up sentences by arranging the words in their proper order.

1) Matter, will, most, attention, appreciable, your, be, this, to. 2) Consideration, your, to, perhaps, would, to, proposal, this, able, you, be, give. 3) Should, comply, find, a, great, to, pleasure, with, your, request, I, it, certainly. 4) Accordance, request, in, sent, you, latest, have, I, with, the, edition, your.
Ex.8. Read the following letter paying attention to the underlined phrases:

                     Dear Mr.Clark,

     I shall be arriving in Kiev on Wednesday 14th, and would be grateful if you could book accommodation at the Ukraine Hotel. Could you also reserve return tickets for me for Tuesday 20th.

     I would appreciate if you could arrange for a visit to the Opera Theatre.

     Would it be also possible to include a visit to the Bulgakov Museum into our itinerary.
     Your co-operation would be most appreciated.

                                                                               Yours sincerely,

                                                                                ****

                                                                                Norman Gotsby

     Write a similar letter informing your correspondent of your arrival and asking him for a few favours.
Ex.9. Translate the following letters:

Mr.George J.Clark

Executive Vice President,

Citibank, N.A.

399 Park Avenue

New York,N.Y.1003

                      Dear Mr Clark,

     I would like to thank you on behalf of my colleagues and myself for the organization and participation in the Banking Seminar held in Kiev on April 24-25, 20... .

     We have found the presentation by the members of the Citibank team at the Seminar quite interesting and educational.

     As it had been already mentioned during the Seminar we consider it to be a part of the overall development of our mutually beneficial business relationship.

     We would appreciate if you pass our best regards to all of your colleagues who participated and organised the Seminar.

                                                                Sincerely Yours,

                                                                 ****

                                                                 S.B.Semenov

                                                                  General Manager

                                    -----------------------                            

                                                                        18th October 20...

      Dear Mr Colins,

     The Organising Committee officially invites you to participate in the work of the seminar to be held from 10th November this year.

     We would very much appreciate an early reply to this invitation and hope we shall have the pleasure of seeing you here.

     We should be very grateful to you if you would let us know of the date of your arrival.

                                                                           Yours truly,

                                                                            ****

                                                                            S.Johnson

                                       -----------------------

                   Dear Mr.Johnson,

     It gives me great pleasure to accept your kind invitation to participate in the work of seminar.

     I shall be able to inform you the date of my arrival at my earliest convenience.

                                                                           Yours sincerely,

                                                                            ****

                                                                            T.Collins
Ex.10. Write a business letter observing the set rules:

     а) Подякуйте за люб’язне запрошення взяти участь у роботі семинару. Попросіть надіслати Вам попередній порядок денний.

     b) Повідомте, що ви ознайомлені зі звітом про стан ринку, який було зроблено  експертами. Поцікавтесь про внесення  цього звіту до порядку денного засідання.

    c) Повідомте, що Ви одержали лист і були раді виконати його прохання. Ви надсилаєте йому всі необхідні матеріали і сподіваєтесь, що вони йому допоможуть.

     d) Підтвердіть отримання листа. Напишіть, що надсилаете окремим листом свої пропозиції до організації конференції. Попросіть підтвердити отримання.

     е) Зверніться з проханням вислати Вам останні дані положення рынку. Подякуйте заздалагіть. Запропонуйте свою допомогу.  

       LETTERS of APPOLOGY  -  Лист- вибачення
  Letter 14                                              Cook @ Brothers Ltd.,

                                                              17 High Street

                                                               Somersetville, Kent

                                                                                                  5th March 20...

Messrs Bryan@Co.,

16 Kensington Gardens,

London

            Dear Sirs,

     We thank you for your order  B-67, dated 10th January, which is receiving our attention.

     With regard to the terms of delivery we regret that owning to a flow of orders and great demand for our product we have been obliged, temporarily, to extend the previously arranged schedule, which will mean a delay in delivery. We apologise for the delay.

     We trust that this will not unduly inconvenience.

                                                                                  Yours faithfully,

                                                                                   ****

                                                                                    T.Kelvin

                                                                                    Marketing Manager

NOTES:

     - "With regard to" - with reference to. "Regard" is generally preferred for paragraphs following the opening line.

     - "Owning to" - because of, in view of. Note that "owning to" is usually used to introduce less happy news.

Compare:

     "In view of the success of our project, we ...".

     "Owning to the falling sales, we...".

     - "We have been obliged to" and the more emphatic form "We have been forced to" are both much more formal than "We have had to".

    - "We trust" - We hope very much ("trust" is more formal).
Exercise. Compose letters out of the following:

1) We/thank/order.../which/attention. With regard/spare parts/we/regret/owning/disruption of deliveries/not our fault/obliged/suspend/temporarily/our shipments/mean/delay/2-3 weeks. We trust/this/not inconvenience/you.

2) We regret/owning/inflow/tourists/this weekend we unable/accept/more booking. We trust/you understand/position/not be unduly inconvenienced.

3) Owning/rapid increase/demand/our/computers/we regret/unable/supply/on time. We trust/inconvenienced/by having to wait/2-3/weeks/more.

4) ...letter...alteration/time/next meeting. The contract/not agreed upon/result/we/obliged/postpone/the holding/the interview. We/apologise/inconvenience/caused. We trust/arrangements/be over/end/month.

Letter 15

                                                               Bryan @ Co.,

                                                                16 Kensington Gardens,

                                                                London

                                                                                             10th April 20...

The Marketing Manager

Messrs Cook@Brothers Ltd.,

17 High Street

Somersetvill, Kent

                  Dear Sirs,

                                     Re: our order B-67

     It is now over 6 weeks since we sent in the above order, and we are still awaiting delivery.

     We regret that unless you are able to give us an assurance of delivery within the next two weeks, we shall be obliged to cancel the order.

     Please treat this matter as urgent.

                                                               Yours faithfully,

                                                                ****

                                                                T.Kelvin

                                                                 Marketing Manager

NOTES:

     - The opening "It is now over (more than) 6 weeks since we..." emphasises the time the writer has been waiting.

"More than" and "almost" are more formal than "over" and "nearly".

     - "We are awaiting delivery" is more formal than "We are waiting for delivery".

     - "Unless you are able" - if you are not able the former is more emphatic.

     - The final sentence "Please treat this matter as urgent" combines politeness with urgency and slight annoyance.
Exercise. Compose letters out of the following:

1) It/now/almost/month/since/you agreed/install/the equipment/we/purchased/you/ April. We regret/unless/the equipment/installed/two weeks/we/obliged /report /Head Office. Please/treat/matter/urgent.

2) ...more/three months...you/expressed/interest/setting up/joint venture /we ... awaiting/your comments/draft scheme. We...you/prepare /let us know these / near future/we/obliged/seek/other arrangements. Please treat... .

3) ...more/nine months/you became/our agents/we not yet received/one good  order.

Unless/you/able/sell/more/our goods/we/obliged/seek/services/another agent. Please

treat ... .

4) ...more/four weeks/we sent/final reminder/outstanding account. We regret ... this /

settled at once/we/obliged/take legal action. Please/treat/matter/urgent/.

5) ...letter...regret/delay/enclosed contract. Our Board Director/ill/number of days/result/we/been/unable/get a approval/until now. We apologise ... .

              SUPPLEMENTARY EXERCISES

Pattern and phrases used to express regret, apology, refusal.
Ex.1. Give Russian equivalents for the following:

- We very much regret to say (inform you) that... .

- I regret that it has not been possible to... .

- I am awfully sorry not to have replied to.. .

- Please forgive me for my late reply... .

- I apologise for... .

- I regret very much that I am not in a position to.. .

- I am sorry to have caused you so much trouble... .

- Please accept my apologises for... .

- It is my great regret that I have to... .

Ex.2. Translate the following letters.

                                                                                      June 6, 20...

                  Dear MrBrown,

    Please forgive me for not replying sooner to your kind letter of May 20. When your letter arrived I was on a business trip and only returned a week ago.

     I am very grateful to you for sending me the catalogue I requested.

     I look forward to meeting you soon.

                                                                      Yours sincerely,

                                                                       ****

                                                                       F.D.Collins

                                         -------------------------

                                                                                       February 10, 20...

                  Dear Prof.Collins,

     First of all I must apologise for the delay in answering your letter of 23rd December. Unfortunately I could not attend to your request as I was away for more than 2 weeks.

     I still request that I am not a position to comply with your request at present as I am leaving for another week.

     I wish to assure you that I shall do my best to supply you with the material you need as soon as I return.

     With best wishes,

                                                                        Yours faith fully,

                                                                         ****

                                                                        C.D.Brown

                                   ---------------------

                                                                                        April 5, 20...

                 Dear Sirs,

     I refer to the fаx of Mr.Francis dated March 19th, 20..., and write personally to apologise for the last minute postponement of our visit to Moscow on March 21st. It was considered by my colleagues in Frankfurt to be more appreciate if I took part in the discussions.

    I look forward now to our meeting on the revised date of Wednesday April 18th, again at 11.30 a.m.

     With best regards,

                                                                           Yours faithfully,

                                                                            ****

                                                                            R.M.Smith

Ex.3. Write a business letter:

     a) Попросить вибачення за те, що затримались з відповідью, пояснить причину. Переконайте отримувача, що,  займетесь його проханням при першій нагоді.

     в) Напішить, що ви досі  не отримали підтверждення щодо  отримання вашого запиту. Попросить вибачення і дайте зрозуміти, що це підтверждення необхідне для вашого обліку.

     с) Подякуйте за  повідомлення і  вкажить причину вашої помилки у  попередньому повідомленні. Вибачтесь за завданий клопіт і переконайте отримувача, що таких помилок більше не буде.
Ex.4. Make up sentences using component parts of each column.

I must apologise to you                  for having missed the                               for spring

We are very sorry                           for not including your name                     to the conference                                               
I must express my regret                to inform you about                                  our invitation

We very much regret to hear          for not contributing                                  to London

It is with regret                                that you have put off your visit               in the list                                               
I trust you will forgive                   we learn that you have declined               this sad news                                           
Will you please accept         that you were not one of the members of the   
     my apologies                            delegation                                                of seeing you at the exhibition                               I was sorry                                     for not having seen you off                       to our journal
Ex.5. Complete the lines according to the pattern:

Please convey my apologies... - Please convey my apologies to Dr.S. for not sending him my reprint.

     1) Please convey my apologies to Dr.Jones for... . 2) I am very sorry to decline... . 3) It is with deep regret... . 4) I ask you to forgive me for... . 5) I regret very much that... . 6) Excuse me for... . 7) I must apologise... .
Ex.6. Build up sentences by arranging the words in their proper order.

     1) Awfully, I, not, position, a, I, am, you, help, to, am, in, sorry, matter, this, that, in. 2) Paper, of, excuse, delay, the, my, me, with, please. 3) Sorry, have, you, occasioned, am, all, very, request, I, my, with, the, inconvenience, I, for. 4) Regret, no,  laboratories, time, during, that, had, I, your, new, see, your, to, visit, country, to, I, my.
Ex.7. Rewrite this information using standard business phrases according to whether the information is good or bad for the reader, like this:

      We will arrange insurance for you.

      I am pleased to inform you that we will arrange insurance for you.

      We cannot arrange insurance for you.

      I am sorry to inform you that we cannot arrange insurance for you.

1) The consignment was damaged.

2) We will pay the compensation in full.

3) Your insurance policy is out of date.

4) The goods were stolen.

5) The ship arrived late.

6) We are placing an order with you.

Letter 16

                                                       Midland Bank Aval Ltd.,

                                                       135-141 Cannon Street,

 London                                                                                 16th October 20...

E.R.Frederics,

Brown@Smith Ltd.,

79 Park Avenue,

London

                    Dear Sir,

     We write to draw your attention to the fact that our statement of account dated 5th October is still awaiting settlement. As payment is now considerably overdue, we must ask you to remit the sum in question without delay.

                                                                Yours faithfully,

                                                                ****

                                                                S.Johnson

                                                                Manager, Accounts Dept.

NOTES:

     - "Draw your attention to the fact that" is more emphatic than simply "draw your attention to smth."

     - "Overdue" - the time allowed for settlement has passed.

     - Possible variations of "to remit the sum in question" are: "to remit the above sum", "to send (forward) your remittance for the above sum".

     - "Without delay" conveys more urgency than "as soon as possible" and sounds less like an order than "immediately".
Exercise. Compose letters out of the following:

     1) We/write/draw/attention/fact/we still/awaiting/delivery/order. As/goods/ urgently /required/we/must/ask you/arrange/delivery/without delay.

     2) ...attention/fact...above account/awaiting settlement. As/we/not able /extend / credit/longer/we must...remit/sum/...delay.

    3) ...fact/above order/awaiting confirmation. As/we/unable/despatch/it/until / this / received/we must...confirm/delay.

     4) ...fact/it/now/more/two months/above order/placed/we/...awaiting delivery. As / present stocks/in sufficient/we must.../arrange/delivery/delay.

     5) ...fact...repeated requests/above order/remains unconfirmed. We stress / urgency / matter/and/attend to/request/...delay.

Letter 17

                                                        Midland Bank Aval Ltd.,

                                                        135-141 Cannon Street,

                                                        London

                                                                                          24 February 20...

S.P.Ivanov,

Deputy Chairman,

Bank for Foreign Economic Affairs,

17 Kirovsky Prospect,

Moscow

                     Dear Mr.Ivanov,

                                        Re: Outstanding Collections

     It is some time since we met and I hope you are well. I am writing to you now requesting your help in bringing to a conclusion certain long outstanding obligations to the Ministry of ... which have arisen as a result of contractual obligations between our UK client and your Foreign Trade Organization.

    Naturally these delays are  extremely damaging to both our clients and to the Russia's international credit standing. Accordingly I am urgently seeking your support to try and resolve this matter.

     Thank you in advance for your co-operation.

     A prompt reply would be appreciated.

                                                                           Yours sincerely,

                                                                           Midland Bank Aval Ltd.

                                                                           ****

                                                                           D.I.Guild

                                                                           Chief Executive
Exercise. Compose letters out of the allowing:

     1) We/writing/enquire/be possible/to resolve/remaining question/arisen/in the course of/recent negotiations. Obviously/such problems/delaying/this matter.

     2) We/writing/request/assistance/resolving/outstanding matters/arisen/as a result / final analysis/proposed terms. Naturally,/this situation/cannot/put up with. We / seeking /support/try/resolve/matters/.

     3) We/writing/request/your help/arranging/seminar/discuss/up-to-date/methodolo-

gy/arisen/result/evolution/markets. Naturally,/such seminars/extremely helpful / finding ways/new approaches/resolving outstanding problems. Thank ... advance ... co-operation. Assistance...co-operation...appreciated.

     4) ...writing...request/willingness/revise/terms/agreement/present conditions / arisen /result/government intervention/markets. Evidently/actions/damaging/interests / both / buyers/sellers. Urgently/seeking/support/readiness To understand. Thanking / advance /co-operation. Prompt/reply/appreciated.

Letter 18

                                                                                October 16th, 20…
The Executive Manager,

Richardson, Smollet@Co Ltd.,

4,Boswell Way, Nagstead, Kent,

NA 24PJ

                     Dear Sir,

     We thank you for your letter of 2nd June, together with the enclosed draft which we have studied carefully. We are pleased to advise you that we are prepared to support your proposals in accordance with your latest suggestions.

     Since the above draft resolves all the outstanding issues we urge you to enter into official negotiations at your earliest convenience.

     Kindly note that we are ready to enter into the talks as soon as you request it.

     We are willing to offer you every assistance and look forward to hearing from you soon.

                                                                         Yours faithfully,

                                                                          ****

                                                                          R.Thompson,

                                                                          Marketing Manager

NOTES:

     - "With the enclosed draft" is the same as more formal "enclosed herewith". Another very common phrase used to indicate that there is an addition to the letter is "under separate cover", which means that the article refereed to is not enclosed but has been sent off in a separate envelope, parcel, box, etc.("the materials you request are sent under separate cover").

     - "We are pleased to advise you" is less formal than "we have the pleasure of advising (informing) you...".

     - "In accordance" - "in agreement with", a much used phrase in business correspondence.

    When the matter is urgent, we "urge": "We urge you to place your order now".

· "Please (kindly) note that..." is a phrase much used to draw attention to some point.
Exercise. Compose letters out of the following:

     1) We/thank/letter... together/enclosed/programme of events/which/ studied carefully. We/pleased/advise/you/we/prepared/accept/proposed Agenda. Since / our delegation/leaving/next Tuesday/urge/you/reserve accommodation and/ let / us /know/soon/possible. Kindly/note/length of stay/be/5 days/instead of / previously / arranged/4.

     2) ...letter...enclosed amended programme/seminar/be held/next month. We/pleased...after careful study/we/agree/follow/plan. ... note, sending / under separate cover / suggestions / list of questions. Awaiting/prompt reply.

     3) ...letter...enclosed draft/new agreement/...studied... . We / pleased ... accept / terms/look forward/signing/near future. Please/note... although/new agreement / not signed/we/willing/do/business/accordance/new/agreement.

     4) ...letter...together/enclosed plan of  actions/...studied carefully. We pleased / advise/prepared/accept/proposals. Since/changes you recommended / very necessary / we/like/them/carried out/soon/possible. We look... .

Letter 19

                                                                               26th November 20...

The Sales Manager,

Spenlow@Jorkens Ltd.,

10-14 Pegotty Street

                           Dear Sir,

      Further to our letter of 14th November, we write to advise you of the results of the market research.

     The findings of the report, a copy of which we enclose herewith, are favourable and clearly indicate that there is a market here for your produce. It will, however, take a little time to introduce your goods  to the market.

     If you are prepared to accept recommendations in the report, we are willing to begin negotiations with a view to rendering you assistance in the above. Your co-operation here will be much appreciated.

     As to your request of 10th November, in which you ask for more favourable terms, we regret, therefore, that at present we are unable to offer more than the terms agreed last year.

     Apart from this fact, we are, nevertheless, willing to consider your case in the future, provided that you are prepared to order a little more.

     We trust that our proposals will be acknowledged with a substantial order.

                                                                   Yours faithfully,

                                                                    ****

                                                                    R.Folkner

                                                                    Executive Director

NOTES:

     "Further to our letter" - a frequent opening to refer to a previous letter.

     - Placing "however" at the head of the sentence we achieve more emphasis.

     Compare: "However, it will take a little time..."

                       "It will, however, take a little time..."

     - "Nevertheless" - a more emphatic form of "however".

     "With a view to" - means "with the intention of", which shows the intention of the writer.

     "Your co-operation will be much appreciated". A commonly used phrase to invite co-operation. Note that when "co-operation" is followed by the  preposition "in" it calls for the use of the gerund. "Your co-operation in resolving the outstanding issues would be much appreciated".

     The construction "apart from the fact" is very useful for emphasising two points the writer wishes to make. "Apart from the fact that we have not got your confirmation yet, we are prepared to...".

     "provided that" - "on condition that". Note that both are much stronger than "if".
Exercise. Compose letters out of the following:

     1) Further/letter...we/write/advise/results/meeting/partners. The conclusions / reach /enclosed/report/indicate/not at all problems/resolved. It/however/require/more / efforts/settle/remaining issues.

     If/you/prepared/revise/certain/items/we/willing/resume The talks/with a view / reach /consensus. Your/prompt/reply/appreciate. As to/request establish/contacts with Brown@Co/we/regret/therefor/that/at present/it impossible/since/the company / undergo/radical restructioning. Nevertheless/we/willing/assist/you/arranging/contracts/provided/you/prepared/wait /  little longer. We/trust/delay/cause/inconvenience.

     2) Further/letter...we/write/advise/decisions/taken/last meeting. The general opinion / in favour/opening/our branch/London. It/be/a few months/however/before/it/be ope-

rative. If/therefore/you/prepared/accept/our Representation/on/a temporary basis/we/willing/do our best/represent/interests/with a view/expanding/your clientele. We/look forward/receiving your comments/above proposal.

     3) Further/letter...we/write/advise/revised/programme/seminar/to be held / Head Office/the copy of which/enclosed herewith. We regret/therefore/we/unable/meet/all/you request/nevertheless/we/willing/consult/your interests/provided/you/let us know/your requirements/at least/2 weeks/advance. We

trust/revision/programme/not/inconvenience/you/much.

     4) ...letter...write...results/exhibition/held/these/two weeks. Most contracts / comments/which/we/enclose/herewith/signify/recognition of your product. It take / a longer time/however/meet the demand/since/market/vast and fluctuating. Nevertheless, if/you/prepared/accept/our recommendation/we/willing / continue / 

studying the market/and/supplying/data on the conditions and trends. We look...

                         SUPPLEMENTARY EXERCISES

Ex.1. Give equivalents for the following patterns dealing with attention and consideration:

- Please note / Kindly note...

- Please be advised that...

- Please pay attention to...

- I would like to bring to your attention...

- I wish to (May I) call your attention to...

- We regret your consideration of...

- You will obliged us if you will (would, could) give your consideration(attention) to...

- I should like very much to hear your consideration concerning...
Ex.2. Give  equivalents for the commonly used patterns:

- We would appreciate a prompt teply...

- In anticipation of (awaiting) your reply...

- A prompt reply would be appreciated...

- With best wishes (regards)...

- Please give(convey, send) my best regards to...

- My best wishes to...

- With compliments...

- Meanwhile I remain...

- I remain...

- We trust you will...

- We look forward to the pleasure of (meeting, welcoming, etc.)...

- We look forward to(seeing, hearing, meeting, etc.)...
Ex.3. Translate into English giving all possible variants:

- Будемо вдячні, якщо Ви зможете відповісти нам якнайшвидше. Зважаючи на терміновість питання, ми будемо вдячні якомога швидше отримати від Вас звіт.

- Користуючись нагодою, ми дякуємо Вам  за сприяння і  сподіваємося на подальшу співпрацю.

- Будемо раді максимально допомогти Вам.

- Якщо у Вас є запитання, будь ласка, зв’яжіться з нами і ми зробимо все можливе для  розв’язання всіх проблем.

- Вдячні Вам за лист від 14 травня і повідомляємо, що всі питання врегульовані. До нашого листа додаємо план заходів.

- Додатком до листа від 18 серпня повідомляємо, що необхідні Вам матеріали надіслані окремим пакетом. Сподіваємось, що вони будуть Вам у нагоді. З нетерпінням чекаємо підтверждення про їх надходження(отримання).

- Просимо звернути увагу на перенесення строків семінару. Вибачте за завдану незручність і сподіваємось, що це не призведе до яких ускладнень.

- На жаль, ми повинні повідомити, що ми досі не одержали Вашого підтверждення. Просимо звернути увагу на те, що останній строк для відповіді не повинен перевищувати 5 діб. Зважаючи на терміновість питання просимо Вас повідомити нас про одержання нашого листа не пізніше вівторка 27 листопада.

- Підтверждуемо отримання Вашого факсу і повідомляємо, що відповідно до с досягнутої раніше домовленості підписання контракту відбудеться 17 листопада. Чекаємо на Ваш приїзд. З повагою...

- Вибачте, але, на жаль, вимушені попередити Вас, що ми не в змозі задовольнити Ваше прохання найближчий час. Будемо вдячні, якщо Ви дасте нам ще 2 тижні на проведення додаткових консультацій з кліентами. Вибачте і сподіваємося найближчим часом отримати Вашого листа. З повагою...
Ex.4. Insert prepositions where necessary.

                  Dear Sirs,

     I refer...the telex of Mr.Francis dated...March 19th, 1997, and write personally to apologise...the last minute postponement...our visit...Moscow...March 21st. Given the member and relative importance...the topics which we wished to discuss...you, it was considered...my collegues in Vienna to be more appreciate if I were party...the discussions.

     I liik... ... our meeting ... the revised date ... Wednesday April 18th, again... 11.30 a.m.

    One... the major topics we had ... discussion was your telex dated January 5th, 1997 ... our Head Office instructing ... us ... the new procedures. You are aware that ...  date we have not been complying ... this instruction and Mr.Francis ... his recent telex indicated I would write ... you ... this subject.

     I look forward ... discussing this further ... you when we meet ... Moscow ... April 18th.

                                                                   Best regards,

                                                                   Yours faithfully,

                                                                    ****

                    Dear Mr ...,

     ... my return ... London I am writing ... behalf ... Mr. ... and myself to thank your ... you kind reception when we visited you ... last month. As we told ... you we were extremely pleased to have noted greater activity ... our two institutions ... the field ... Euro-currency deposits, although you very kindly explained that ... view ... the fact that there is ... present a two hour difference ... time between Moscow and London difficulties are sometimes encountered .. obtaining ... quotations. ...  order to assist you further we are arranging ... your office to call us ... time ... time approximately ... 10 a.m. London time and we trust that this will be helpful ... you.

     Finally, I should like to thank you ... your kind hospitality ... luncheon which we greatly enjoyed and should be most grateful if you would also convey ... Mr. ... my personal thanks ... his kindness ... accompanying me ... my visit ... the Dental Clinic.

                                                              Kindest regards,

                                                              Yours sincerely,

                                                               ****
                   Dear Mr. ...,

     I am writing to thank you and your collegues .. the stimulating meeting you chaired ... Mr.Smith and myself ... last week, and to say how much we enjoyed ... your company... lunch afterwards.

     I was very conscious ... your remarks ... the level ... business between our two institutions. While I have already brought this comment ... the attention ... my Head Office, I should be happy to discuss this topic ... you ... greater detail ... a future occasion.

     I look forward ... the pleasure ... seeing you ... the near future, and ... broadening my acquaintance ... your collegues ... the Bank ... Foreign Trade.

                                                                  Best personal regards,

                                                                  ****
Ex.5. Complete this letter by finding suitable words for each space(from the words in the margin):

                      Dear Mr. ...,

     Having recently ... to Tokyo, I take this first ...                     to call on

to thank you for the ... you ... to Mr.Brown and me                   to assist

when we were ... to ... your institution.                                       fruitful

     I ... our meeting and discussion to be ... and interesting,       opportunity

certainly ... us to achieve the ... of our trip.                                 to extend

     I very much ... your ... suggestion on our providing              fine

additional services. As I explained during our meeting, we       to be honoured

shall ... this suggestion ... . At the same time, we ... ask  you     hospitality

to ... our ... proposal that you open a US Dollar account            objective

with our bank.                                                                              to find                   

                                                                                                     to return

     I have heard that Mr.Smith, your Deputy Chairman,               sincere

will be ... Japan this autumn. I ... to ... him again, and to              kind

discussing subjects of ... interest.

     In .. personal regards, I look forward to ... of expanding        appreciate 

business activities we are ... to enjoy with your bank.
       respectfully                                     

     Please ... on my best ... to Mr.Colins, your Deputy 

General Manager.                                                                                                           

                                Yours faithfully,                                            keep in mind                           

                                 ****                                                             to consider

                                                                                                      to look forward

                                                                                                      to visit

                                                                                                      mutual

                                                                                                      to see

                                                                                                      esteemed

                                                                                                      kindest

                                                                                                      way

                                                                                                      to be privileged

                                                                                                      to offer

                                                                                                      wish

  FRIENDLY  LETTERS
All correspondence can be divided into several types the main of which are friendly letters, social and business correspondence.
Letters to relatives, friends and acquaintances are most popular among the people.
Rules to be Followed in Writing Friendly Letters
Here are some rules you should follow in writing interesting letters to your friends.
1. Consider  your  recipient.  Consideration  of your  recipient  is  the first  principle  of a  good letter.  Everything in the letter-the content, the style, the form of the complimentary close, your signature - should
revolve about the person who is to receive the letter. This first princi- ple​ is the basic factor of good letter writing.
2. Reflect your personality. The most important fact about a letter is that  it reveals you  as  the writer  of it,  reflecting your  appearance,  your intellect, your taste, and your character. The letter is 'you' in ev​ery way. If the letter is sloppy in appearance, for example, written with two colours of ink, a blot here and there, with bad grammar and spelling, and on ruled paper, the reader can easily see that you are a careless person. When you write a friendly letter, you should write as you talk, informally and pleasantly. Be yourself at your best in every letter that you write.
3.
Include interesting content. If you are bursting with news to tell your friend, your letter will probably be interesting to him, but if you are merely writing because you feel it is your duty your letter will be
dull.  Whenever  you write  a  letter   to  a  person,  you  should  have  in front of you his last letter to be sure that you will answer any ques​tions that might have been asked. Ignoring such questions is considered
to be a breach of etiquette.
To please the recipient of your letter, you should write about mu​tual friends and common interests. You should share your thoughts and ideas. Write about the books and newspaper articles that you have read, the movies and plays that you have seen, interesting people you have talked to. You may tell interesting stories or jokes that you have heard which you think your friend will enjoy.
A friendly letter should not be limited to information about your​self. It should show a friendly interest in what the recipient of the letter is doing and thinking. Whenever possible, say all the good things that you can about your correspondent, but do so sincerely and natu​rally. Everyone likes to be patted on the back occasionally and to be given encouragement.
4. Have an interesting beginning. The first paragraph of your letter is especially important, since it sets the spirit for the rest of the letter. The first paragraph should convey the impression that you are eager to
write  the  letter.  It   should  not be  an  apology  for  not  having written sooner nor should it say that, since you have nothing else to do, you decided to write a letter. Instead, the accent should be on the positive
by declaring how glad you were to receive his recent letter, for exam​ple, or by beginning to tell of the most interesting thing that has happened to you recently.
5. Have a good ending. Since first and last impressions are important, thought should be given to the last sentence of your letter. You might close by wishing your friend best of luck on his trip, for exam-​
ple, or by hoping he will enjoy the book that you are recommending him to read. You should never write a sentence like "Since I have no more news to write, I had better close" or "Well, I must close now".
When you  have  finished  the  last  topic  about  which  you  are writing, you need only write the omplimentary close and sign your name.
6.
Write in  an  interesting  style. The best style for letter to your friend is an informal style, just as you were talking to him. The degree of informality will naturally depend upon the person to whom you are
writing a letter. You should write with good spirit and a touch of enthusiasm. If you are tired and do not feel like writing, you should not write until you feel in the mood. Otherwise, you will bore your friend
with a dull letter.
Use good humour, and never use sarcasm or write in anger. In fact, do not write at all when you are angry because a letter written in such a mood will bring only regret.
7. Write clearly  and  correctly.  Very often  a person is careless in writing to his friends, thinking that the friends will understand and for​ give  badly  constructed  sentences   and  grammatical   errors.   You   should always  take  much  care  in  the  preparation  of a  letter  to  the  people whom you consider to be your best friends.
8. Write  neatly   and  attractively.  Reading  a  neat,  attractive  letter
leaves the same general satisfaction as does eating a delicious dinner
which has-been attractively served.
To have a neat letter, be consistent in your handwriting by holding your pen in the same position and writing with the same movement throughout the letter.
You should write straight across the page. If necessary, you may insert lined paper under your stationary. Write with equal margins on both sides.

  SOCIAL CORRESPONDENCE
Social correspondence is an exchange of letters by the people in their everyday life which reflects the relations existing among them.
Social correspondence may be represented by letters of different nature: invitations and thank-you letters, introduction letters, letters of congratulation and condolence.
LETTERS OF INVITATION AND REPLIES
There are three types of written invitations: formal, semiformal and informal invitations.
Formal and semiformal invitations are usually used for formal din​ners to honour the presence of some distinguished or special guest, or to celebrate an important anniversary.
In the wording of formal and semiformal invitations specific names in the third person are used instead of pronouns “I” and 'We'.
Formal Letter of Invitation
Mr and Mrs William Reginald Bates
request the pleasure of Mr and Mrs Veniamin D. Kaminski's
company at dinner on Wednesday, December the seventh
at eight o'clock
125 Emden Park. R.S.V.P.
to request npocити
R.S.V.P. (Fr. Repondez s'il vous plait) – Дайте відповідь, будь ласка.
Formal invitations must be mailed at least two weeks in advance. An invitation may be accepted  or  refused.  In  any case  the hosts should be informed in good time about the decision of those who re-
ceived the invitation. A formal invitation is usually acknowledged within twenty-four hours which gives the hostess enough time to make some other arrangements in case you send your regrets.
Acceptance
Mr and Mrs Veniamin D. Kaminski
accept with pleasure Mr and Mrs William Reginald Bates'
kind invitation for dinner
 on Wednesday, December the seventh
at eight o'clock.
acceptance прийняття запрошення
to accept with pleasure прийняти з задоволенням
If you cannot accept a dinner invitation, it is always courteous to give the reason why in your response. The regrets to a formal dinner invitation are written by hand.
Refusal
Mr and Mrs Veniamin D. Kaminski
                            much regret that a previous engagement
prevents their accepting
Mr and Mrs William Reginald Bates'
kind invitation for dinner
 on Wednesday, December the seventh.
refusal відмова 

previous engagement раніше отримане запрошення
to prevent перешкоджати
An acceptance always requires the repetition of both the date and the hour to prevent the possibility of a misunderstanding. But a refusal requires the repetition of the date only.
Semiformal Letter of Invitation
Semiformal letter of invitation is a less formal invitation. An invita​tion for dinner is always written by the hostess for her husband and herself. It is written in the third person and is addressed to “Mrs” only, not to”'Mr” and “Mrs”, but the letter should include mention of the husband, otherwise it will show a discourtesy to him. Friendliness and cordiality may be expressed even though the more intimate forms “You” and “ I” are not used.
Semiformal Letter of Invitation
Mrs Vera Zonov
requests the pleasure of
Mr and Mrs Robert J. Brunton's
company at dinner
on Friday, January the eighteenth
at nine o'clock.
The following examples illustrate  the  form  and wording  that  may be used in a semiformal reply:
Acceptance
Mr and Mrs Robert J. Brunton
accept the kind invitation
of Mrs Vera Zonov for
Friday, January 18
9 p.m.
Refusal
Mr and Mrs Robert J. Brunton
regret that Mrs Brunton's illness
prevents their acceptance
of the kind invitation
of Mrs Vera Zonov for
Friday, January 18.
illness хвороба
Semiformal Tea Invitation
A semiformal tea invitation generally requires  no reply other than attendance. Many guests, however, follow the practice of informing the hostess if they cannot come. It helps her in making her plans, espe​cially if the guest list is not large. When this is done, a personal regret card is sent. Here is an example of the semiformal card of regret: 
Miss Frances Hibbs
Regrets
Tea and Show of Paintings

 Tuesday, March the tenth.
show of paintings виставка картин
Informal Invitations for Lunches and Dinners
Informal invitations for lunches, dinners or tea parties are usually sent to relatives, friends and colleagues. They are written in a friendly unconventional language, but in correct English. These are examples of written informal invitations and replies:
Dear Mrs Orlov,
Will you and Mr Orlov have dinner with us on Friday, the tenth of April, at eight o'clock?
It is a long time since we have had the pleasure of seeing you, and we do hope that you will be able to come.
Sincerely yours,
Catherine H. Marsh.
Mrs Orlov, who received such a note should answer promptly, and with a definite acceptance or refusal.
Acceptance
Dear Mrs  Marsh,
Mr Orlov and I will be delighted to dine with you on Friday, the tenth of April, at eight o'clock. How very nice of you to invite us!
We are both looking forward with great pleasure to seeing you and Mr Marsh again.
Sincerely yours,
 Natalia Orlov.
lo look forward lo see smb мати велике бажання побачити когось 
Refusal
Dear Mrs Marsh,
I cannot tell you how sorry I am that we cannot dine with you on Friday, the tenth of April. Unfortunately my husband is on a business mission now, and he will be back only on Sunday, too late for your dinner party. That is why we are unable to accept your kind invitation.
It was very kind of you to ask us; and I know Mr Orlov will be as sorry as I am to miss an evening with you and Mr Marsh.
Sincerely yours,
 Natalia Orlov,
to miss an evening nponyстити можливість провести вечір
Another Informal Invitation
Dear Margaret,
I shall be pleased to have lunch with you this Saturday afternoon at Selfridges. It will give me a grand opportunity to hear all about your trip to London. I hope you haven't forgotten a single derail.
Your friend,
  Luclla.
grand opportunity чудова нагода
Acceptance
Dear Luella,
Thank you for your invitation for lunch this Saturday afternoon. Of course, I accept it with pleasure. I'm bursting to tell you about my trip to London.
With love, Margaret.
I am bursting to tell you я повна бажання розповісти тобі
 RESUME
Chronological resume of a student attending a four-year college
KEVIN DONOVAN
643 Eagle Drive
Dubuque, Iowa 52001
(319)555-6789
JOB OBJECTIVE: Customer Service Management Trainee QUALIFICATIONS IN BRIEF:
Learn job routine quickly. Possess ability to deal effectively with the public and flexible enough to work alone or in a team effort. Good driving record. Not afraid of hard, routine work. Primarily interested in a swing shift to allow time to further my educational goals.
WORK EXPERIENCE:
K-MART, Dubuque, IA
Customer Service/Bagger
1992 to present
Help customers with merchandise, stock shelves in warehouse, maintain appear​ance of the store, bring carts from parking lot into building, and bag merchandise from checkslands.
DUBUQUE GYMNASTIC ASSOCIATION, Dubuque, IA
Gym Instructor
1991
Sold memberships and equipment, outlined programs for participants, gave tours of the facilities lo potential customers and guests, balanced accounts daily, an​swered phones, and took responsibility for maintaining a smooth operation of the gym facilities, adding a professional tone.
S & S WELDING, East Dubuque, IL
1990
VAN'S FURNITURE AND MATTRESS CO., Dubuque, IA       1989 Warehouse Worker
Moved furniture, paint, and equipment; helped with inventory control; assisted customers in making proper selections.
EDUCATION:
LORAS COLLEGE, Dubuque, IA
Major: Business/Liberal Arts
1991 to present
DUBUQUE HIGH SCHOOL, Dubuque. IA
College Preparatory-
                  1987-1991
REFERENCES: Provided upon request.
Functional resume: of a teacher in transition to industry
                                             Betty A. Bug
5403 W. Monroe Street
Chicago, Illinois 60644
(312)555-9829
POSITION OBJECTIVE: Industrial Employee Trainer QUALIFICATIONS IN BRIEF:
BA in English, Mundelein College, Chicago, 1984; eight years' elementary teach​ing; fluent in Spanish; demonstrated skills in instruction, supervision, communica-
lions, human relations.
EXPERIENCE SUMMARY:
INSTRUCTION Planned, organized, presented language and mathematics in​struction material to elementary students; developed instructional modules to solve specific learning problems; developed computer programs for instruction and in​structional audiovisual material; used equipment such as Apple lie and Macintosh computers, overhead and movie projectors, audio and video cassettes; did exten​sive research in various curricula; member of curriculum development committee; introduced new motivational techniques for students. Conducted staff in-service workshops, including installation of a teleconference downlink.
SUPERVISION: Supervised student groups, teacher interns, and a classroom aide; evaluated students, peers, and programs; moderated student activities Inter​viewed. trained, and evaluated support personnel, volunteers, and teacher interns
HUMAN RELATIONS: Did effective problem solving/conflict resolution be​tween individual students and between student groups; initiated program oof stu​dent self-governance; acted as a liaisonrew between families of diverse cultural, ethnic, and economic backgrounds and school personnel services; conducted indi​vidual and group conferences to establish rapport with parents and to discuss stu​dent progress. Represented school to the community
COMMUNICATIONS: Presented new curriculum plans to parent groups; sent pe​riodic progress reports to parents; developed class newsletter.
CURRENTLY EMPLOYED: Austin Elementary School, Chicago, Illinois REFERENCES: Provided upon request.
Functional/chronological resume of a senior citizen/housewife re- turning to the job market
HELEN H. BLI.L
432 Spruce .Street
Junction City, Kanas 66441
(913)555-7035
POSITION OBJECTIVE: Office Manager with Accounting Responsibilities
EXPERIENCE:
Successful Accounting Work; Managed payroll, payroll taxes, accounts receiv- able, accounts payable, bank reconciliation, and executive credit card expense ac -count; handled data entry. Acted as full-charge bookkeeper through monthly and annual profit and loss statements.
Supervision and Management: Directed office functions such as secretarial, ac- counting, customer relations, sales, employee performance, and schedules.
EMPLOYERS:
KINDERGARTEN SUPPLIER, USA, INC., Wichita. KS
2 years
Accountant
ELECTRA CORPORATION. Wichita, KS
I year
Receptionist
R1DGEWAY COMPANY, Topeka, KS
I year
Accountant/Secretary
ROD'S VAN AND STORAGE COMPANY. Topeka. KS
2 years
Accountant/Secretary
HUMPHREY MOTOR COMPANY, Junction City, KS
9 years
Accountant/Secretary
SCOTT STORES. Junction City, KS
I year
Bookkeeper
PERSONAL PARAGRAPH:
The accounting Held with Its attendant and complex problems is fascinating and thoroughly Involving for me. I am Interested In ensuring smooth How, efficiency and accuracy of accounts In a moderately sized, growing company.
REFERENCES: Provided upon request.
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