LESSON 3. Business letter.

The ordinary business letter comprises the following
principle parts:

1. The Date.

2. The Inside Address.

3. The Opening Situation.
4. The Subject Heading.

5. The Opening Paragraph.
6. The Body of the Letter.

7. The Closing Paragraph.

8. The Complimentary Closing.

9. The Signature.

10. Enclosures, Postscripts and copies sent.

THE MAIN PARTS OF A BUSINESS LETTER

BUSINESS INFORMATION CENTER Heading
LONDON WC 14 2TR BLOOMSBURY
WAY
Telephone 01242
Telex 436543
DA/MG Reference
The Polish Foreign Inside address

Trade Enterprise TOREX
00-356 Warszawa
ul. Asfaltowa 6
06/12/2021 | Date




Attention Mr. J. Gorski
Dear Gorski

PRISE LIST

Due to worsening rates of exchanges, we
are obliged to produce a new price list
for Publication on 1997/01/01.Therefore,
may we ask you if your Enterprise is
planning any price increase in the near

future.

Your prompt reply in this matter would
be appreciated

Yours sincerely,

For Business Information Center

(Ms) D. Anderson
Secretary

Attention line

Salutation

Subject line

Body

Close

Signature

Note the following points of writing business letters

Writer’s address or company
Letterhead—at the top or in the
top right hand corner. The
writer’s name is not at the top
of the letter.

Reader’s name, position and
address —on the left.

If you are writing to another
country, write the country in
the address.

Date is on the right. Various
forms of the date is possible.

Anpec aBTOpa WM HA3BAHHUE
KOMIIAHUM  pacroJiaraercs
CBEpXy WJIH B BEpPXHEM
npaBoMm yriy. Mims aBropa He
CTaBUTHCSA BBEPXY MUCHMA.

Nms azpecara, ero
JIOJPKHOCTD Y QJIPEC MUY TCH
CJIeBaA.

Ecnu Bel nuiiere B Apyryo
CTpaHy, Ha agpece gaBaunre eé
Ha3BaHME.




Opening salutation: use the
name of the reader, if you
know it, without the initial. If
you do not, write Dear Sirs,
Sir, and Madam and so on.

Body of the letter: start a
new paragraph for each new
idea or subject. Leave a line
space between each
paragraph. Do not break
words at the end of the line.

Block style is the modern
style —all paragraphs start at
the left hand margin.

Punctuation: in modern
business letter punctuation is
not used 1n the headings and
endings of a letter. Normal
punctuation is used in the
body of the letter.

Jlata mmmercs — crpasa.
Bo3MoxHBI pasjIMuyHbIC
dbopMbI €€ HanmucaHusl.
BerynurensHoe
oOpamieHue: eciau  3HaeTe
dammiuo  ajgpecara,  TO
IMAIIUTE €€ 0€3 HHUIIMAJIOB.
Eciu He 3Haere, NUILNATE
Dear Sirs, Sir, Madam u T. 1.

Texcm nucoma: Kaxmayro
HOBYIO MBIC/Ib HAUYMHAWTE C
HOBOro ab3ama. Jlenaiite
npoben  Mexay — KaKIbIM
a03aniem. He mnepeHocure
CJIOBAa B KOHIIE CTPOKH.

brnounblii  cTHIIL  SABISIETCA
COBPEMEHHBIM CTHJIEM — BCE
a03aIbl HAUMHAKOTCS CJICBA.

IHynkmyauyusn: B
COBPEMEHHOM JICJIOBOM
MUChbME 3HAKU TIPENTUHAHUS
HE UCMOIb3YIOTCS B
3aroJIOBKax U KOHIIOBKax.
OObIYHAs TyHKTYyAIUs
NPUCYTCTBYET B TEKCTE
NMchbMa.

Some rules of punctuation

Hexomopuie npasuna
RYHKmMyauuu

Comma is used before and /
or after somebody’s name
when you are writing to

3amsitTasi cTaBUTCS Tiepes u /
WJIU TI0CJIE UMEHHU YeJIOBEKa,




them; in a list of several
things:

—Hello, Jane.

—What are you doing, Ann.
—She has got long, dark,
curly hair.

Comma i1s used in numbers
over 999, before direct
speech, either side of a non
definite relative clause:

-1, 786, 000

— She said, “Hello”

—The invoice, which is a
request for payment, is out of
date.

Comma 1s used before some
clauses and conjunctions:
but, so, then, not before and,
or

Full stop is used at the end
of the sentence, in decimals,
money.

—She works at the office.
—562.3
- $25. 50

KOTOpOMY BEI uiere; npu
MepPeYUCIICHUMN:
—Hello, Jane.
—What are you doing, Ann.
—She has got long, dark,
curly hair.
3ansitas CTaBUTHCA B
qyuciax oosee 999, nepen
OpsIMOM pedblo, ¢ 00enX
CTOPOH MPUJATOYHOTO
MpPEJIOKCHHUS.
— 1, 786, 000
— She said, “Hello”
—The invoice, which i1s a
request for payment, 1s out of
date.
3ansiTasi CTaBUTHCS TIEpe]
HEKOTOPBIMU MTPUIATOYHBIMU
PEIJIOKEHUSIMU U COI03aMU
but, so, then, HO He nipen and,
or.
Touka cTaBUTHCS B KOHIIE
NpeaJIOKEeHUS, B
JNECATUYHBIX IpO0sX, B
HaIMMCAaHUM JICHEKHBIX CyMM.
—She works at the office.
—562. 3
—$25. 50




The Salutation

Oobpawenue

Below the address a double
space at least is left, and the
words “Dear Sirs” are typed.
This 1s the usual salutation in
British business letters
addressed to a company
rather than to an individual
within the company. Very
often comma is typed after a
salutation. There are no hard-
and-fast “rules”, but every
firm has its own policy. In
the USA the most common
salutation is “Gentlemen”.
Note, that the salutation is
typed against the left hand
margin.

When we write to a man,
we write: Mr. P. Watkins or
P. Watkins, Esq. (only in
England). When we write to
a woman, we write Miss J.
Harris, if the woman is not
married, Ms A. Lewis either
for married or unmarried
woman. When we write to a
man and his wife, we write:
Mr. and Mrs. J. Lewis. If we
don’t know the name of the

ITox anpecom aenaercs
JBOMHOM ITp00eJ1, U MULLIYTCS
cioBa “Dear Sirs”. 910
00BIYHOE OOIIIEHUE B
AHIJIMHMCKHUX JEJI0OBBIX
MUCbMax KOMIAHWHU, HO HE K
YACTHBIM JIMI]aM BHYTPHU
Komiaanu. O4eHpb 4acTo
moJjie 0OpaIieHus: CTaBUThCS
3araTas. He cymecrByer
YCTOMYUBBIX TTPABUII
HaIMMCaHUs 00palleHus, HO
Kaxk1ast (pupma UMEET CBOMU.
B CIIIA naunbonee
pacpoCcTpaHEHHBIM
oOpallieHUueM SBJIACTCS
“Gentlemen”. O6patute
Tak)Ke BHUMaHHUE Ha TO, YTO
oOpallieHue MUIIETCS C
neBoro kpas. Korjaa Msl
oOpamjaeMcst K My»X4UHE, MbI
numeM: Mr. P. Watkins or P.
Watkins, Esq. (Tonbko B
Anrmun). Koraa Mol
oOparaeMcs K KSHIIIUHE, MBI
nrmeM Miss J. Harris, ecim
JKEHIIIMHA HEe 3aMy>KeM. Miss
J. Harris, eciu >xeHIIIMHA HE
3amyxem. Mrs. S. Jankins,




person we are writing to, we
can write : The Personnel
Manager, Messrs. Lock,
Stock and Benet. Messrs. is
not used for partnerships
when there 1s no personal
element in the name (Utility
Furniture Co.) and for
limited companies which
should always be addressed
through an official (the
Secretary, H. Brown Co. 1td.)

When our correspondent
holds a special title such as
Doctor, Professor, Sir, he is
addressed by his title and Mr.
or Esq. must not be used.

Punctuation is not necessary
except for abbreviated
words: 1td., Esq., Co.

€CJIU YKEHIIMHA 3aMY>KEM.
Ms A. Lewis B o0oux
ciydasix. Eciiv Mbl He 3HaeM
MMCHH YeJIOBeKa, K
KOTOpPOMY OOpalaemcsi Mbl
MOxeM Hanucathb: The
Personnel Manager, Messrs.
Lock, Stock and Benet.
Messrs. HE UCIOJIB3YETCH,
€CJIM B Ha3BaHUM (DUPMBI HE
MIPUCYTCTBYET KaKOE-JIM0O0
ums (Utility Furniture Co.), a
TaKKe KOrjia K KOMIIaHUU
oOpamarTcs Jepes
odunmanbHoe auio (the
Secretary, H. Brown Co. Itd.)

Ecnu Ham KOppecrnoH/IeHT
uMeeT TUTyI Tuna J{oktop,
IIpodeccop, Cop, k HEMY
o0OpamarTcsi B COOTBETCTBUU
C 9TUM TUTYJIIOM, a Mr. uinu
Esq. He ymoTpebaseTcs.

B nyHkTyanuu HeT
HEOOXOIMMOCTH, KPOME

cokpamienuit Tuna: Itd., Esq.,
Co.

The address is written as follows:

Tak nuiercs ajapec




Mr. J. D. Barley
9, High Street

London

WIM 4AA

B. M. Campbell, Esq.
Managing Director
Watkins and Peters Itd

166, London Road

OXFORD OBM 6BYBBC Publications

35, Marylebone High Street
London

WIM 5YZ

The Date

Hama

In English business letters
the date is typed on the right
hand side. It is typed in full,
e. g. 2" April 2000 or 2
October 1997 without “nd”
after the day and without a
comma after the month. In
American letters the date is

written in the following way:

B aHTI0s3bIMHEBIX JEJIOBBIX
MUChbMax JiaTa MUIIETCS C
NpaBou CTOpOHEI Jincta. OHa
IMUIIETCS MTOJIHOCTHIO ¢ “‘nd”
I10CJIe yuciia U 0e3 Hero u
0e3 3angIToM 1ocjie Ha3BaHUSs
Mecsia. B aMmepukanckux
MUCbMax JiaTa IMIIETCs
CJIEAYIOIIMM 00pa3oM:




October 15, 1995. The name
of the month may be
abbreviated: January to Jan,
February to Feb, March to
Mar, April to Apr, June to
Jun, July to Jul, August to
Aug, September to Sept,
October to Oct, November to
Nov, December to Dec. If the
Date is written is figures, it
will look as follows: month /

date / year, e. g. 05/04/2021.

OKTsA0pB, 15, 1995. Ha3Banue
Mecsilla MOXKET OBITh
cokparueno. Ecimm nara
Hamucada 1nudpamMu, 3To
BBITJISIIAT CIAEAYHOIUM
oOpazoM: mecsll / yucio /
rona, Harpumep, 05/04/2021.

Inside Address

Aodpec nonyuamens

This is the address of the
person receiving the letter.
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. The
use of Messieurs (the French
word for Gentlemen) in front
of the name of a limited
company should be typed
mostly when a partnership is
being addressed, as in this
example:

Messrs. Hamilton and Jacobs
265 High Holborn

Anpec nostyqarenss — 3TO
azpec YenoBeka,
MOJTYYaKOIIEro MUCHMO.
HaszBanue u aapec
KOMIIAHUH, KOTOPOU
aJpecoBaHO MUCHMO, OOBIYHO
MUIIETCS CJIeBa OT Kpasi, BCE
CTPOKH HAaYUHAIOTCS C OHOM
nuHuK. Mlcnonp3oBanue
Messieurs(hpaHIly3cKuit
Bapuant Gentlemen) repen
Ha3BaHUEM KOMITAaHUHU
CleayeT yInoTpeOIsaTh npu
HAJIMYUU TAaPTHEPCTBA, KaK B
TOM MpPHUMEPE:

Messrs. Hamilton and Jacobs
265 High Holborn




London WC 1 765

London WC 1 765

LETTERS OF APPLICATION

Letters of application are
written to a prospective
employer or, sometimes, to
an employment agency.
Their primary purpose is to
obtain an interview, but the
letter also gives the employer
an example of your
communication skills and
creates the first impression.
Most applications are written
is response to an
advertisement for a specific
job. Make your letter the one
that will be remembered
when read. Be confident,
enthusiastic and show that
you have the qualifications
necessary for the position.
Your letter should be neat,
well spaced and free of
mistakes.

[IrncpMa — 3asBKM NULIYTCS
Oynyiemy paboTOoaaTeIIo,
WJTH, MHOT' /14, B ar€HTCTBO 110
HauMy. MIX nnepBru4YHas Lelb
— MOJYYUTh UHTEPBbIO, HO
[TUCbMO TAKMXKe J1aeT
HAaHUMATEIIIO TIPE/ICTABICHUE
0 KOMMYHHUKATUBHBIX
HABBIKAX COMCKATEJIS U
CO3/1a€T O HEM TIEPBOE
BHeyatTieHue. bonbIIMHCTBO
3a51BOK IHUILIETCS B OTBET HA
oOBsiBIIEHHE O padoTe.
JlaHHOE MUCBbMO HYXKHO
o(OpMUTH TaK, YTOOBI OHO
3aIIOMHUJIOCH YATAIOIIEMY.
bynpte KOHpUICHIIUATBHBI,
BOCTOP>KEHHBI U MOKAKUTE,
yTo BbI 00amaere
HEOOXOIMMOH
KBayTM(pUKaImen 171 3Ton
JNOJDKHOCTH. Bartie nucemo
JOJKHO OBITh YETKHUM,
paBUJILHO O(POPMIICHHBIM U
HE JOJKHO COJIEPKATh
OImMO0K
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SOME EXAMPLES OF APPLICATION LETTER

Mr. Graham Davis 30 Empire Drive
Assistant Manager Manchester M6 2 PQ
Transworld Freight plc.

74 Dockside

Manchester M 15 7BJ

8 March 2021

Dear Mr. Davis

I saw your advertisement for an Export Manager in the Davis
Herald of 7 March and I would like to apply for the position.

[ would be grateful if you could send me an application form
and further information about salary and working conditions.

I look forward to hearing from you in the near future.
Y ours sincerely
(signature)

Geoffrey Andrews

19" January, 2021

Dear Sirs

[ am writing to ask you if you have a vacancy of your staff
for an assistant accountant.

I am twenty two years of age and have been working in the
costing department of the Bedford Furnishing Company,
Bedford House, London, E. C. 1., for the past two year.

[ am studying Accountancy and Business Management at the
Polytechnic and wish to complete my course there, which has
another two years to run.

11



The only reason for me seeking new employment is that
Bedford Furnishing is moving shortly to a development area
in the north - west, where its main word is already located.

[f there 1s some chance of a vacancy occurring in the near
future, I would greatly appreciate being given an interview.
My present employers would greatly give a reference.

RESUMES / CURRICULA VITAE (CV)

This kind of letters
summarizes work
experience and
qualifications. They
allow the employer to
see at. A glance the
extent of the
applicant’s education,
training and practical
experience. Like
letters of application
they are designed to
arouse the employer's
interest and

to lead to an

DTOT THN TIIMChbMA

(pe3tome/kpaTkas ouorpadus)
CYMMHUPYET OIBIT PadOTHI U
KBaTu(UKaIuoo. 3TO TMO3BOJISET
HAaHUMATEII0 CPa3y YBUJETh CTENEHb
00pa30BaHHOCTU COMCKATENsA, €ro
pakTuye ckuil onwIT. Kak u nucbma-
3asIBKH, ATH NMUCbMA JIOJIKHBI
BBI3BIBATh MHTEPEC Y HAHUMATEIS U
PUBECTH K HHTEPBBIO.

interview.
ADDRESSING OPOPMJIEHUE
ENVELOPES KOHBEPTA

There are three important
requirements in addressing

CymiecTByeT Tpy OCHOBHBIX
TpeOOoBaHUs K
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envelopes: accuracy.
legibility and good
appearance. Begin the first
line about half-way down the
envelope, leaving at least 3
cm of clear for the postmark.
Type the address in double
line-spacing, using capitals
for name of the town. When
it 1s know, add the Postcode
on a separate line at the end.
Such words as
Confidential or Personal
should be typed in the
bottom left-hand corner or in
the upper left-hand corner.

MOANMCHIBAHUIO KOHBEPTA:
AKKypaTHOCTb, YETKOCTb U
pa3zbopuuBocts. IlepByto
CTPOKY HAYMHAWTE MMUCATh
NPUOIU3UTEIIHHO C
CepeIMHbl KOHBEPTA,
OCTaBJISIA HE MEHEe 3 ¢M
CBOOO/THBIMH JIJIS1 [TIOYTOBOM
orMmeTku. HaszBanue ropoja
MMUIIUTE OOJILIIUMU
oykBamu. Eciiu 3HaeTe
IMOYTOBBIM MHJIEKC,
HAITUIIINATE €ro Ha OTIAEIbHOMN
JIMHUM, B KOHIlE. Takue
CJIOBa, KaK
KonduaeHnuaabHO WiIN
JIN4HO JTOJKHBI OBITH
HAITMCAaHbl B HIKHEM WU
BEPXHEM JICBOM YIIIY.

EXAMPLES OF CORRECTLY ADDRESSED
ENVELOPES.

Confidential

The Secretary

The Eastern Paint Co.,
18, King's Avenue,
COOKHAM, Berks
SL. 6 9SJ

Mrs. D.J. Hopkins
IPC Magazines Ltd
Carlton house

60, Queen Street
LONDON

WC2 7GD

USEFUL PHRASES AND SENTENCES




Your name has been given us by...— Baie ums 0b110 gaHO
HaM. ..

The Asier Co.has adviced us to — The Asier Co. mocoBeToBaia
HaM
get 1 touch with you concerning...— oOpatutbcsi k Bawm
OTHOCHTEIBHO. ..
We saw your products demonstrated at the exhibition and would
like
to know if ... — MBI BuAean Bamny MpoayKIIHIO Ha BEICTABKE
M XOTEeJIU ObI 3HATh. ..
....nform us that you may be able to supply us ... — .
IpOUH(POPMUPYHUTE HAC
0 BO3MOKHOCTH ITOCTAaBKH HaM ...
We have seen your advertisement in Daily Herald and would be
grate —
full if you would let us have details of ... — Mp#bI yBueIH
Bame o0bsiBienue B Daily Herald, u Obumn 661 Bam
OJ1aroapHeI 32 BO3MOXKHOCTh HMETh JACTANH ...
Your advertisement in month s issue of the Shoemaker states
that you can
offer ... — Bamre o0bsBacHME B BeITycke Shoemaker 3a aToT
MECsIl YTBEpPKIaeT, 4To Bbl MOXKETE MPEITIOXKUTD ...
Will you please send us ... — He npunuiere au Bel Hawm ...
We would be glad to receive ... — MblI Obu1H OBI pagbl MOJIYUUTH

We are also interested in ... — MBI TOXe 3aHHTEPECOBAHEI B ...

We would appreciate ... — MbI ObI OIICHHIH ...

Many thanks for your enquiry of 3 April ... — BosbItioe crmacu6o
3a 3aIpoc OT 3 anpens

We are pleased to have your enquiry about ... — Mbl pajsl
noJiyuuTs Bam 3armpoc Ha ...
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We thank you for your letter of 6 January ... — Mbl
osmarogapum Bac 3a nucbmo ot 6 stHBapA ...

In reply to your letter today ... — B orBet Ha Bame
CEroHSAIIHEE MUCHMO ...

Replying to your enquiry for 2 June ... — OTBeuas Ha Bam
3aIpocC OT 2 UIOHSA ...

We are pleased to inform you that ... — Ms1 pajs1 cooOIIUTH
Bawm, uto ...

We have pleasure in confirming that...- Ml ¢ yI10BOJIECTBUEM
MOATBEPKIAEM, UTO...

We can offer you...- MbI MoxeM nipeijioxkuTh Bam. ..

In reply to your enquiry of 8 March we are enclosing: the
brochures you requested, full particulars of our export models,
our pricelist. — B orBeT Ha Bamr 3ampoc ot 8 mapTa MbI
npujaaraeM MHTepecyromue Bac Opoiitopsl, MOJHOE ONMUCAHNE
HaIIUX — KCIOPTHBIX MOJIEJIEH, TPANCIINCT.

We are looking forward to... - MbI ¢ HeTepIIEHHEM XKOCM. ..
We hope you will be able to... - MsI Hafgeemcs, Bl cmoxkere. ..
We hope to hear from you shortly...- Msl Hageemcs Bckope
MOJIYYUTh OT Bac U3BECTHE. ..

We ask you to reply by the end of this month, since...- Msi
npocuM Bac OTBETHTH K KOHILY 3TOT'O MECSIIa, TOCKOJIbKY. ..

Another type of letters is Jpyroit Tumn nucem —
informal or personal letters. | HeopmanbHBIE UM YaCTHBIC
Here is the difference in nucbMa. OOpaTuTe BHUMAHUE

writing these two types of | Ha pa3uuily nucem.
letters.
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