I'pynna: TOK 3/2
Hara nposenenusi:  09.02.2023r.

CneunajabHOCTh: 38.02.05 ToBapoBeAeHUE U FKCIIEPTH3a KaYeCTBA
MOTPEeOUTETHCKUX TOBAPOB

JAucnunuiuna: OI'C2.03 NHOoCTpaHHBI S3bIK

Tema 3ansaTHA: Henoas nepenucka. CTpyKTypa OCHOBHOTO TEKCTa

JICTIOBBIX MHUCEM.
Ienn 3anaTus:

Jluoakmuueckas.: - yrayOUTh U pACIIMPUTH 3HAHUS U TIPEJICTABICHUS CTYJIEHTOB IO TEME;
Pazeusaiowas: - pa3BUBaTh TBOPUECKUN MOTCHIMAI CTYICHTOB;
Bocnumamenvnas - BOCIUTHIBATH CTPEMIIEHUE K COBEPIICHCTBOBAHUIO aHITIMMCKOTO SI3bIKA;
- - BOCIIUTHIBATh YMEHHE padoTaTh CaMOCTOSTEILHO.

Buj 3aHATHS: IPAKTUYECKOE 3aHITHE

OcHoBHas JiuTEeparypa:

ArabekstH W.I1. AHIIIUICKUIN SI3BIK JIJIs1 CCY30B: yueOHoe mocooue. — Mockaa:

ITpocnekr, 2015. — 288 c.

JomosiHuTEIBHAS JIMTEpPaATypA:

HNnTepuer-pecypcesl.

JAOMAIIHEE 3AJIAHUE:
1. 3anuwiume u eviyuume cmpykmypy 0en06020 nucoma:

CTPYKTYPA JIEJOBOT'O IMCBMA

1. Aapec oTrpaBuTEeNs 1. The heading

2. Aapec nomyyarens 2. The inside address (to whom this
letter 1s sent)

3. IlpuBercTBHE (OOpaIIcHNE) 3. The salutation

4. Tema 4. The subject

5. OcHOBHas 4YacCTh NMHUChMaA 5. The body of the letter

6. 3aKIIOYUTENbHAS YaCTh 6. The complimentary close

7. Ilognuck 7. The signature

2. Ilpoyumaiime u nepesedume Ha pPYCCKUN A3bIK NPAGUIA HANUCAHUA
AH2UTICKUX RUCEM:

Rules for Writing Formal Letters in English

In English there are a number of conventions that should be used when
writing a formal or business letter. Furthermore, you try to write as simply and as
clearly as possible, and not to make the letter longer than necessary. Remember not
to use informal language like contractions.

Addresses:



1) Your Address
The return address should be written in the top right-hand corner of the letter.

2) The Address of the person you are writing to
The inside address should be written on the left, starting below your address.
Date:

Different people put the date on different sides of the page. You can write this on
the right or the left on the line after the address you are writing to. Write the month
as a word.

Salutation or greeting:

1) Dear Sir or Madam,
If you do not know the name of the person you are writing to, use this. It is always
advisable to try to find out a name.

2) Dear Mr Jenkins,

If you know the name, use the title (Mr, Mrs, Miss or Ms, Dr, etc.) and the
surname only. If you are writing to a woman and do not know if she uses Mrs or
Miss, you can use Ms, which is for married and single women.

Ending a letter:

1) Yours faithfully
If you do not know the name of the person, end the letter this way.

2) Yours sincerely
If you know the name of the person, end the letter this way.

3) Your signature

Sign your name, then print it underneath the signature. If you think the person you
are writing to might not know whether you are male of female, put you title in
brackets after your name.

Content of a Formal Letter
First paragraph

The first paragraph should be short and state the purpose of the letter- to make an

enquiry, complain, request something, etc.

The paragraph or paragraphs in the middle of the letter should contain the relevant
information behind the writing of the letter. Most letters in English are not very
long, so keep the information to the essentials and concentrate on organising it in a
clear and logical manner rather than expanding too much.



Last Paragraph
The last paragraph of a formal letter should state what action you expect the
recipient to take- to refund, send you information, etc.
Abbreviations Used in Letter Writing

3. 3anomuume ocnoeHble COKpaujeHus, UCRONb3YEMbLE 8 NEPENUCKE:
The following abbreviations are widely used in letters:
asap = as soon as possible
cc = carbon copy (when you send a copy of a letter to more than one person, you
use this abbreviation to let them know)
enc. = enclosure (when you include other papers with your letter)
pp = per procurationem (A Latin phrase meaning that you are signing the letter on
somebody else's behalf; if they are not there to sign it themselves, etc)
ps = postscript (when you want to add something after you've finished and signed
it)
pto (informal) = please turn over (to make sure that the other person knows the
letter continues on the other side of the page)
RSVP = please reply

4. Match each part of a letter with its name from the 1st column (Coeounume
Yyacmu nUCbMA C UX HA36AHUEM U3 NEPBOIl KONOHKW):

1. The heading a) Sue Chapman.

2. The inside address b) Yours truly,

3. The salutation ¢) Catalogue presentation

4. The subject d) April 18, 2016

5. The body of the letter e) Thank you for sending me your
catalogue. All the items presented in it
are suitable for my company. I will call
you next week so that we can
cooperate.

6. The complimentary close f) Dear Mr. Brown:

7. The signature g) Mr. William Brown 80 Broadway
New York, N.Y. 10030

5. Give the corresponding Russian equivalents. (Ilepesedoume cneodyroujue
¢pazvl Ha pyccKuil A3bIK):
- We are pleased to send you...;
- At the request of your....;
- We are glad to answer your inquiry...;
- We wish to inform you...;
- [ am writing to inquire if...;



- In accordance with your request...;
- Will you kindly inform us whether/if...

. Coenaitme cKpuH 6blnOIHEHHOU pabomwvl u npuwiaume (He 3advigaiime

yKazamo amunuio, 2pynny, 4UC/I0 34 KOmopoe cOenanu 0omauiHee
3a0anue):

https://vk.com/id34189235
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