E.JI. Konerosa

JAEJIOBASA IMTEPEITUCKA B MEXJIYHAPOJTHOM
COTPYTHHYECTBE

Jlenosoe 1IMCBMO IO CHX MOP OCTACTCs BaXXHBIM 3EMEHTOM COTPYIHHYECITBa,
HECMOTPS HA IUMPOKHC BO3MOXHOCTH COBPEMEHHBIX TEXHUYECKHX CPELCTB KOMMY-
HUKaluu. be3 nepenucky BeCTH HCIOBBIE OTHOIICHHS IPOCTO HEBO3MOXHO. [Tpak-
THYECKH Bce TesleQOHHbIE H TederpadHble TOIOBOPEHHOCTH TPEOYIOT HHCHEMEHHOIO
noxTBepkaeHHs. TIpH ycTaHOBNEHMM e HeNOBLIX KOHTAKTOB XOPOLIO COCTaBJIEH-
HOe, IPaBHIBbHO CHPOPMYJIHPOBAHHOE MHCHMO MOXET HAHTy4LINM 00pa3oM npeacta-
BHUTH OpPraHM3allMIoO U CO3AaTh caMoe GJIaronpHATHOEe O Hell BHedaTieHHWe y Baulero
MOTCHIMANBHOTO MapTHEpa.

IIpaBuna opopMIIEHHS NMHUCEM OTEYECTBEHHBIM MapTHEPAM OINpE/EseHbl rocy-
JIapCTBEHHBIMH HOPMATHBHBIMH aKTdMH, B KOTOPbIX 11€PEYHCIIEHbl OCHOBHBIE PEKBH-
3UTHI MTACEMa H TpcOoBaHHA K uUX odopmrenuto. TIpH cOCTaBNeHHM NHMCEM HHO-
CTpPaHHEIM IIApTHEPaM HeOOXOAMMO YYHTBIBATH, YTO OHH COCTABJISIOTCH MO APYIHUM
NpaBHIaM.

Kax mucats nenoBble nucbMa? Uto noHuMaercs NOA XOPOIIHM 3¢ (deKTHBHBIM
TIMCHMOM M Kak 3To gocrturaercs? OTBeTbI Ha 3TH BONPOCH! OBLIH TEMOW NpakTHue-
cxoro 3anatua «Official Letter Writing», koTopoe B pamkax mporpamMmel OCTOPUSI
nmpoBomuna r-xa C. Bau ne ITyn - npenoaaBarelb S3bIKOBOrO LIEHTPAa YHUBEPCUTETA
AHTBeprieHa.

JenoBbic nuchbMa pa3HbIX CTpaH MO CBOed GOpMe He OTIHYAIOTCH OONBIIUM
pasHOOOpa3sHeM, UMEIOT YETKYK CTPYKTYpY, ONpeJieNieHHbl Habop peKBU3HTOB H
cTabWIBHOE pacnoyioXKeHHe KaXA0ro U3 HUX (cM. puc. 1). OHM nevyaTaroTcs Ha CTaH-
JapTHOM Gnanke, BKIIOYaloeM B ce6s sMOlieMy, HaHMEHOBaHHe H MOYTOBBLIH ajipec
ydpexuenns, 0aHKOBCKHEC PEKBM3MTHI, HOMepa TenedoHa, (akca; 3NeKTPOHHBIH
NOYTOBBIA ajpec.

Kak npaBumo, kaxoe npaBHiIbHO 0HOPMICHHOE NHCBMO COCTOMT M3 CleXyIo-
KX JEMEHTOB: 1) JaTa — YUCIO, MecAl, TOX; 2) BHYTPEHHHIl agpec — UMs ¥ aJipec
JMI@, KOTOPOMY aJpecyeTcsi MUCbMO; 3) BCTYNHTENIbHOE ofpalneHre  BeXIMBOE
NpHUBETCTBHE; 4) TEKCT MHCbMAa — U3JOXKEHWe CYTH BONPOCa; S5)3aKiIOYUTENbHAs
topMya BEeXCIMBOCTH — BEXCGIMBOE "HO CBHIAHUA"; 6) MOMIUCE; 7) cityxebHble o1-
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MeTkH. Ha nucre 3TH 3j1eMeHTh pacnojiararoTcs OT IpaHHLEB! J€BOro IoJ. Ion-
YEPKHEM HEKOTOPBIE OTIHYHTEILHBIC 0COOEHHOCTH KaXI0ro U3 HUX.

1. Ccouka (Homep) dokymenma. Moxet GbITh 11HpOBO#H, OykBeHHOIM HiIH OY-
KBeHHO-UH(poBoi. Hanpumep:

Reference: 101;

Ref: DB;

Ref: DB/101;

Ref: DB/AP/101,

rae Reference (Ref) - ccpuka; DB — mHunmans aBtopa; AP — HHHIIMAIIBL Cek-
petaps W ucrioysuTend; 101 — nopsakoBEIi HoMep TOKyMeHTa (HoMep NOKYMEHTa
MOXET coepXarh ApPyrHe yCJIOBHhIE 0003HayeHUA, HalIPHMEDP, CTPYKTYPHOTO IOJ-
paszeneHus, aeia, daiina v T.1.

Our ref: RBN/ST Your reference: GB/jk/12
13 November 1997

Mrs Ethel Wright

25 Imperial Road

LEEDS

LS4 8JT

Dear Mrs Wright

RE: The Style of Setting up a letter

This letter layout has become firmly established as the recommended way of setting
out letters. Its main features is that all typing lines begin at the left-hand margin.

Open punctuation is usually adopted with this letter layout; that is to say no
punctuation marks are necessary except in the body of the letter. You will notice, for
example, an absence of punctuation marks from the date, the inside address, the
salutation and the complimentary close.

With equal spacing between all sections of the letter (one clear line space), most
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people agree that this layout is very attractive and easy to type as well as business-
like.

Yours sincerely

P JDREW
Correspondence Chief
Accounting
Department

Enclosure: Order Ne 34

cc M Pryor, Accounts Manager

Puc.1. Ipumep odopMiteHns JenoBoro NUCbMa

Ecin muceMO ABISETCA OTBETOM, TO YKa3bIBac€TCa HCXOXHEIA HOMEp HHHIINa-
THBHOI'O INMHCHMa, HAIIpUMEp:

Your reference 12.

2. Jama. Yxa3uBaercs GYKBeHHO-LMQPOBEIM CIIOCOGOM B CleXyIOMEM I10-
paake: dens / Mecsu / rox (6e3 nobasnesns "th" k unciy). Hazsanue Mecana nmumer-
c4 ¢ 6onsmoi 6yxsel. Hanpumep:

26 June 1997

3. Aodpec nonyvamens. COCTOHT M3 PacroNOXEHHbIX TOCTPOYHO:

- WMEHH ¥ QaMWIHHK OTydaTells;

- HaMMeHOBaHHUI OpPraHM3alMH;

- HOMepa JoMa WM YITHIIE,

- ropopna;

- CTpaHBhL

Ilpn HanmucaHMM ajpeca B HAcTOsLNEe BpeMs 4allle BCEro UCIONb3yercs "oT-
KphITas MyHKTyarus", T.. 6e3 3anaTelx ¥ TOUeK. AJpec Ha MHChbME HOJDKEeH ObITh
TOYHO TaKHM e, KaKk ¥ Ha KOHBEPTE, W MMIIETCS OT Hadana nons ciaeba. Hanpumep:

4
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Mr James Leighton

General Manager

Leighton Engineering Co Ltd
12 Bracken Hill
MANCHESTER

M 60 8AS

4. Bcmynumenvroe obpawenue. Tlpeamectsyer TeKCTy NUCbMa, NeyaTaeTcs
ucpe3 2 — 4 MEXCTPOYHBIX HHTEpBala OT BUYTPeHHero ajpeca. Jlenoroe mHChbMO Ha-
quHaeTcs co cnoB "Dear...". B 3aBUCUMOCTH OT TOro, KOMy MHCHMO aJpecoBaHO, MO-
I'yT MCIIONB30BATRCA ClieNyonue Gpasbl:

Dear Sir / Madam - ecnu UMs noiyyarens HEM3RECTHO,

Dear Mr Neit — uenoBeKy, WMst KOTOPOTO H3BECTHO,

Dear Mrs Fella — 3aMyHei xeHILMHE,

Dear Miss Jones — nezaMy>HeH >XCHIIHUHE,

Dear Ms Morrison  3amy>He# UM He3aMyXHeH XeHIIUHe,

Dear James — X0po1110 3HaKOMOMY Y€JIOBEKY.

ITociie BcTynuTenbHOro OoOpallleHHs CTaBHTCA 3amsiTas UM JBOETOYHE, HO HC
BOCKJIHIIATENLHBIH 3HAK.

5. 3azonosox nucvma. YKa3sBaeTICs Tocie BCTyNMHTENbHOIo obpatnenus. 3a-
roJIOBOK 00603HaYaeTcs:

RE: — coxparuenue cioBa "regarding" (OTHOCHTENBHO);

In re: - coxpamenne cogeranus "In regard to" (kacaTensHo);

Subject: - (mpeameT, TeMa, BOIpOC),

3aroyioBoK AaeT KpaTKyro HHGOpMAlLHMIO O COAEPXKAaHHMH MHCbMA M Medaraercs
Yepe3 ONH MeXCTPOYHBIH HHTepBal nocie npuseTcTBUs. Hanpumep:

Dear Mr Leighton
ORDER NUMBER 4546

"Dear Mrs Jackson
INTERNATIONAL CONFERENCE - 24 AUGUST 1997

3aronoBok HeoOs3aTeNbHBIM PEKBU3HUT, Cro yKasaHue sSBISETCS CKOpee HpaBu-
JIOM XOpOIIEero ToHa.
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6. 3axmouumenvuas gopmyna sexcirusocmu. TledataeTcs depes nBa Mex-
CTPOYHbIX MHTEpBala fnocne Tekcra NuckMa. OHa 0MKHa COOTBETCTBOBATH 1O Gop-
Me ITPUBETCTBHIO ¥ NOJIOKEHHIO NMoTyyaTens nmuceMa. Hanpumep:

Dear Sir
Dear Madam Yours faithfully
Dear Madam/Sir (npenannsii Bam)
Dear Mr Neit Yours sincerely
Dear Mrs Fella (uckpenHe Bamr)
Dear Jacqueline Best regards, Best wishes, Warm
Dear Steven regards
U T.I.

Tlocaeanue coueTaHus HCIIOJIB3YlU1cs 8 11€pEeNUCKe ¢ TEMH NApTHEpAaMH, C KO-
TOPBLIMH YCTAHOBHJIHCH JPYXKECKHE OTHOLIEHU.

7. Hoodnuce. Ilocne 3aKiOIHTENBHOA HOPMYJIbI BEXUIHBOCTH NENaeTcs He Me-
Hee IATH MEXCTPOYHBIX MHTEPBAIOB VIS JIMYHOMA MOAImMICH aBTOpa muchMa. Hinke
HOAMKCH YKA3bIBaeTcs ee pacmopoBka: UMsA U GaMHIMd, HA cleqyloueil CTpoke —
JOJDKHOCTH JIMLIA, TIOIIHCaBIIero JokyMeHT. Hanmpumep:

Yours faithfully

GEORGE RAINE
Chairman

Bce nenoBsle NHCBMa JOMKHBI MOMIIMCHIBATECSA OT PYKH TEM JIHIOM, KOTOPOE
numet nmucekMo. IToamuce qomkna 66IT NOJHOM M Beeraa oadHakoBoi. Ecnu oaHa-
b1 IMCbMO 6B110 noanucaro "Igor A. Kolobkov", To 1 Bce nocnemyromue cinenyer
HoANHCHBaTh Tak xe (He "I. Kolobkov").

45




[NpH nounucayuy MUcLMa OT HMEHH PYKOBOMUHTE!S, HEOOXOAMMO cAaeliaTh Io-
metky "for", "pp" mwin"per pro".

IMoanucek 10ipKHA ObITb pa3bOPYMBON, OCOOCHHO eciiv NOJA Hel HC HalleYyaTaHo
uMs pacnMcasuicrocs. Henpustho nonyyars NHCLMO, 110ANHCAHHOE "Kproykamu',

H3-3a 3TOro TAaKHC MHCHMA 9acTo OCTaloTCH 0e3 OTBeTa.

8. Texcm. CaMblif BAXXHEIH 3IEMEHT J1e10BOT0 MUchMa. [IpH HanucaHuM IHCEM
HKeNATCIIBHO I10JI630BaThCA CIENYIOIMMH PEKOMEH TaLHAMH.

Ipesxue 9eM HHEcaTh 1IMCbMO, ClIeyeT ONpPeNeInTh ero Leib ¥ CIIoco0bl JOCTH-
xcHus. [IpooyMaTh, Kakue CICIyeT MCMONB30BaTh VIS ITOI0 (JaKThl H BHICKA3alDh
HJICH, YTOOBI TOOHUTHCS XKEIACMOI'0 pe3yJihTaTa.

ITucema cnexyeT mucaTh ¢ 1I03MLMM Baliero koppecnonaedTa. YroGsl MHCEMO
656110 3¢ (HEKTHBHBIM, BOXHO BHUAETH BELIH HE TONBKO CBOMMMU IJIa3aMHU, HO M Iia3a-
MH ApYroro JHla, 03TOMY H IIMCbMO clieqyeT MUcaTh ¢ No3NIMH "you", a He "we"
wm "1".

[TucsMO JOJKHO 3BYYaTh HCKPEHHE, YUTAIOMMH JIODKEH BEPUTh TOMY, YTO Bbl
[MLIETE, HIYETO He MOJBEPraTh COMHEHHIO.

B nmenosoM muckMe He DOIDKHO GBITH 06mMX ¢pa3s, kaxias ¢pasa NODKHA pa-
60TaTh Ha JOCTHXKEHHE [OCTABJIEHHOM IIENH, TO3TOMY OHa JOJDKHA ObITh KOPOTKOM U
JIerko 9uTathes. HoByXo MBICIIB, KOTOPYIO BBl XOTHTE BBLIENHTh, HAYHHANTE C HOBO-
ro ab3aua, pacronaras X B JOrH4e€CKOM TMOpAIKe, NONB3YACh PEKOMCHIALMAMY, 3a-
JIOXeHHBIMH B ab0peBuarype SCRAP:

Situation — usioxenre ¢pakToB (PpakTa), KOTOPHIX KacaeTcs JaHHOE NUChMO.

Complication —

Resolution — npeuioxkeHne BO3MOXHBIX ITyTeH pelueHHs npoGIeMsl.
Action — 37ech aBTOp NMUChMa MOXET CKa3aTh, KakuM oOpa3oM OH cobupaercs
paspewuTh mpobiemy.

Politeness — kako# Obl HU GBI TOH MHCHMa, BAXKHO 3aBEPUIMTH €O BEXUIMBOMH

¢paszoii. OHa JOMKHA OCTABHTH YHTAaTeNd C IOJHEIM IOHMMaHUEM
npo6J1eMbl, BBI3BaTh Y HEro GBICTPYIO OTBETHYIO peakIHio.
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Hanpumep:

Dear Sears,

I am writing to you about our order dated May 21* for twenty five new
telephone handsets.

Although delivery was promised in June, it is now August and we need them
urgently.

I am sorry if this seems somewhat abrupt, but our increasing difficulties leave
me no alternative.

I am afraid we have no choice but to insist on delivery by the end of the month
or to cancel the order and find another supplier.

Please let me know by next Monday if you can guarantee delivery within this
period or if we should go elsewhere.

Yours faithfully,

H3beraiite ucnons3osars "if" B 3akmountensHoM a63aue. He oTkpriBaiite B0O3-
MOXHOCTb YMTaTeJI0 BHIOOpa MeX]y JByMs BapHaHTaMH, €CJIH Bac BIOJNHE YCTpau-
BatoT 06a. Bmecto Toro, yro6n mucath: "Please let me know if you can see me",
numwate "Please let me know when you can see me" u T.x.

Xopoline MaHephl BaXKHBI HC TONBKO B JIHYHBIX KOHTAaKTaX, OHH BaXHbl H B
mucbMe. [To3ToMy yBa)keHHMe NpaB M YYBCTB JOJKHBI [IPOHU3EIBATH BAmIe€ MHCHMO.
He o6BHHs#Te, a MPUBOAUTE TONBKO (PAKTHI, HE KPUTHKYHTE U HC BRICMEHBAiiTE JIH-
110, KOTOpOMY BbI IHINETe. 3110¢, pa3sApaKeHHOE IIMCbMO HE NMpPUBENET K XKeNlaeMoMy
pe3ybTary. Jl;o6as MEICIH MOXKeT ORITH BBIpaXKeHa BEXIIHBO, CACPIKAHHO U C AOCTO-
HHCTBOM.

He MeHee BaXXHO cepbe3HO OTHECTHCh K BHEILHEMY BHIY IMCbMa. Bee nejtoBeic
NKChMa CICAYET meyarath 4eTKuM mpHdToM. Texcr MoxkeT nedaTaThes Kax OT rpa-
HHIIBI IEBOT'O 10JIS, TaK H C OTCTYILICHHEM Hayana Kaxaoro ab3ala Ha S HHTepBaloB
(c xpacHO# CTpPOKH).

A63anBl MOTYT OTAENATHCA APYr OT IPYra JOMONHHMTENBHBIM MEKCTPOIHBIM
nHTepBanoM. TekcT mucbMa OOKIYHO HE NMpPEBBIIAET OJHOH CTPAHHIL, MPU 3TOM OH
IOJIKEH pacrionararthes Tak, 4ToObl COOTBETCTBOBaTh pasmepy 6yMarn. OH He gon-
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JKEH Ie4aTaThCs CKarto M ObITh NPUNOTHATHIM BBEPX I OMYLICHHBIM A0 CaMoro
KOHIA THucTa Gymarn.

CrapaiiTech U3naraTb CBOIO MBICTH KOPOTKHMH ()pasaMH M HCIVIMHHBIMM ab3a-
[aMH.

HemanoBaxHbiM GakTopoM 1ist gocTrkeHHs 3¢PEKTHBHOCTH ITHCHMa SRISETCS
€ro rpamoTHOCTb. ['paMmaTHdeckue U opdorpadudeckre omUOKH WM OMHOKHM B
ITyHKTYyal{y MOTYT MPUBECTH K IIOTEPE YBaXKeHHs M JOBEpHs, a TUCEMO cAenaTh ab-
CONIOTHO Heh(EKTHBHBIM.

KpoMe Toro, mpaBHIIbHAS IYHKTYalHs NOAYCPKUBACT H YTOYHAET CMBICT NHChH-
Ma, [ie1acT ero 6olec MOHATHLIM.

Cap xon JI. Poxdemrep ograxip ckasan: "YMceHHe KOHTaKTHPOBATh C JIHO/Th-
MH MOXHO MPHOGPECTH NOXOOHO TOMY, Kak Mbl puobpeTaeM caxap unu kode. 1 s
rOTOB IUIATATH 33 JTO YMEHHE 3HAYHMTENLHO JOPOXe, YeM 3a 4YTo-THbo apyroe Ha
cBete". YMeHHE KOHTaKTHPOBATh C JIIOJIBMH MOXXHO Pa3BUTh MOCPEICTBOM yMEHHS
MUcaTh XOpompe muchMa. ECTecTBeHHO, OHO MPUXOAHUT C ONBITOM. TeM He MeHee,
€Cnu TpY HAUCAaHWH ITHCBMA BBl BOCIOJB3yeTeCh BCEMH IMEPEYHCIIEHHBIMH PEKO-
MEHIAIMAME, TO 3TO MOXKHO PacCMaTpHBaTh Kak MepBBIi LIar K yCIexy.

Mr James Leighton
General Manager
Leighton Engineering Co Ltd

12 Bracken Hill
MANCHESTER
M 60 8AS
Dear Sir Yours faithfully
Dear Madam (npenmanHbIi Bam)
Dear Madam/Sir )

. Yours sincerely
Dear Mr Neit (nckpenne Bamr)
Dear Mrs Fella

Best regards, Best wishes, Warm regards

Dear Jacqueline T

Dear Steven
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Dear Sears, ]

I am writing to you about our order dated May 21* for twenty five new
telephone handsets.

Although delivery was promised in June, it is now August and we need them
urgently.

1 am sorry if this seems somewhat abrupt, but our increasing difficulties leave
me no alternative.

I am afraid we have no choice but to insist on delivery by the end of the month
or to cancel the order and find another supplier.

Please let me know by next Monday if you can guarantee delivery within this
period or if we should go elscwhere.

Yours faithfully,
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