Раздел 4. MODULE 1
Деловые письма. BUSINESS LETTERS
ПР13. Business letters. Layout and structure (subject, salutation).
ПР13. Форма делового письма. Реквизиты. Исходные данные. Тема. Обращение.
Exercise 1. Put the parts of the business letter into the right order.
a) October 6, 2006
b) I received your quote for printing the book INTRODUCTION TO FILM. I am pleased to tell you we have accepted your bid and will be sending you copyboards by June 13.
c) Sincerely,
d) Smith and CO
PUBLISHING GROUP
4233 West Touhy Avenue (Chicago) Illinois 78905-347 * USA
Phone 1234567, tel. 76543d2d1, E-mail smithco@pt.com
e) We look forward to working with you on this book and others in the future. Your reputation among your clients for fast, reliable service is outstanding.
f) John Brown
Production Editor
g) We would like the job completed by July 12 as we have very tight deadlines to meet on this project.
h) Dear Mr. Ostin
i) Mr. Michael Ostin
Rightway Printers, Inc.
778 Pineton Road
Chicago, Ilinois 70899

1.___; 2__; 3__; 4.__; 5.__; 6.__; 7.__; 8.__; 9.__.
Exercise 2. Fill in the gaps with the words from the box.
	sincerely, dear, Vice President, thank, Fandell Avenue, Arthur B. Prero, August


1)____ 24, 2019
Ms. Karolyn
2)_____ , Marketing
667 north 3)_____
Pine Park, Il 99087
4)_____ Ms. Karolyn:
5)_____ you for agreeing to participate in our seminar “Strategic Market Planning for the Year 2020 and Beyond”. We have received a gratifying response from over thirty industry leaders so far.
We are very pleased you will be joining us in Geneva on December 12 to 30. You will receive detailed conference information in September.
6)_____ yours,
7)___________
Program Manager
Exercise 3. Put the verbs in brackets into the Past Simple.
1. I ______(to work) in a bank many years ago
2. He ______(to live) in Moscow five years ago
3. I _______(to like) this game in childhood.
4. Tom ______(to play) the piano yesterday.
5. I _______(to love) you many years ago.
6. They ______(to go) at work by bus last morning.
7. Cats ______(to drink) milk yesterday.
8. She ______(to get up) early last week.
9. You _____(to sleep) on a sofa last night.
10. They _____(to learn) this information a month ago.
ПР14. Business letter style. Business envelope format. Writing an e-mail. 
ПР14. Текст и стиль делового письма. Оформление конверта. Работа с электронной почтой.
Exercise 4. Match the business letter parts and put them in the right order.
	1) Smith and CO Realtors
3 West Touhy Avenue (Chicago) Illinois 78905-347 * USA
	a) 2019

	2)  Your proposal appears well within our budget, and
	b) we are pleased with your suggested security layout.

	3) November 7,
	c) Dubuque, IA 34568

	4) Dear Mr. Brown,
Thank you for your October 12 letter outlining your time and
	d) Phone 1234567, tel. 76543d2d1, E-mail smithco@pt.com

	5) Mr. Oliver Brown
Northern Security Systems
2345 South Lawndale
	e) cost an outside security system on our company grounds.

	6) I will discuss your proposal with
	f) so promptly.

	7)   Thank you for submitting your proposal
	g)  Andrea Caraon                                                                                Vice President

	8) Yours truly,  

	h) the Board of Directors on Friday, October 27.


1.___; 2.___; 3.____; 4.___; 5.___; 6.___; 7._____; 8._____.
Exercise 5. Answer the questions.
1. What country is the sender from?
2. What region is he from?
3. What is the sender’s postal code?
4. Does the sender live in Chekhov Street?
5. What is the recipient’s name?
6. Is she from Canada?
7. Does she live in an apartment or house?
Exercise 6. Complete the dialogue making up interrogative sentences.
Kim: What (1)__________ (you do) last night, Lisa?
Lisa: I went to the cinema.
Kim: What film (2)_____________ (you see)?
Lisa: Shrek.
Kim: Who (3)_____________ (you go) with?
Lisa: Pete and Zoe.
Kim: (4)_________ (you enjoy) it?
Lisa: Well, the special effects were brilliant, but the story wasn't very good.
Kim: What time (5)____________ (it finish)?
Lisa: At ten o'clock.
Kim: What (6)______ (you do) after the film?
Lisa: We went for a pizza.
Exercise 7. Put the parts of sentences in the right order to make up negative sentences.
1. he / ride/ a/ bicycle/ didn’t/ 
2. mushrooms/ pick/ she/ didn’t/ 
3. didn’t / book/ a/ open/ I/ 
4. game/ didn’t/ they/ any/ play/ 
5. by/ sit/ we/ didn’t/ river/ the/ 
6. I / letters/ write/ didn’t/ 
ПР15. Types of business letters. A letter of inquiry.  A letter of counter inquiry.
ПР15. Виды деловых писем. Письмо-запрос. Встречный (повторный запрос)
Exercise 8. Match the inquiry letter parts.
	1) Dear Sir or 
	a) Monday, 13 July 2020, and the Quality Control Training Course (Ref.: QC 101 ) mentioned in the advert might be suitable for us.

	2) I am writing to inquire whether your company
	b) to offer a 3-month training course starting before or, at the latest, on Monday, 3 August 2020, for a group of 20.

	3)  I saw your advert in the HK Daily on
	c) could offer a course on Quality Control for our managers.

	4)  I would like to know if it is possible for you
	d) Madam

	5)  Could you send us some information about
	e) receiving your reply.

	6)  I am looking forward to
	f) the teaching staff and the possible schedule for this course?


Exercise 9. Read the letter of inquiry and answer the questions.
1. Who is the letter from?
2. Where does the person study?
3. What course is she doing?
4. What does Maria want?
5. Is she also interested in accommodation?
6. Who recommended her this college?
Dear Madam
I am a Spanish student at the University of Barcelona doing a Master Course in Business studies and I intend to spend six months in England, from January next year, preparing for the Cambridge First Certificate.
Your college was recommended to me by a fellow student and I would like details about the First Certificate course, including fees and dates. Could you also let me know if you can provide accommodation for me in Brighton with an English family.
Thank you for your attention, and I look forward to hearing from you soon.
Yours faithfully
Maria Ortega 
Exercise 10. Fill in the gaps to complete a letter of counter inquiry. Use the words from the box.
	expect, owing to,  to resume, inconvenience, inquiry, regret


Dear Sir
Thank you for your 1)_______ of 15 March about electric shavers. We 2)_______ that we cannot send you our catalogues with them immediately 3) _______ fire in our factory.
Every effort is being made 4)_____ production and we fully 5)______ to be able to send catalogues by the end of this month.
We apologise for the delay and trust it will not cause you serious 6)________.
Yours sincerely
Exercise 11. Fill in the gaps with was, were, did.
1. When________ Mother's Day last year?
— It _______ in April.
2. What ____ you do?
— We made a cake and cards for Mum.
3. ________ Mum happy?
— Yes, she _________.
4. Who _______ you invite?
— Our grandparents.
5. What _______ you give to your granny?
- Flowers.
6. ________ you tired?
— No, we weren't.
ПР16.  A cover letter. Accepting a job offer. Employer job application refusal.
ПР16. Сопроводительное письмо. Принятие предложения о работе. Отказ работодателя на заявление о работе.
Exercise 12. Choose the most appropriate heading a- for each part of the cover letter.
a) Reference
b) The recipient’s address
c) Signature
d) The sender’s address
e) The purpose of the letter
f) Date
g) The candidate’s interest in the company
h) The present position
i) Salutation
1) ____________
26 Windsor Road
CHINGFORD
CH4 6PY
2) _________
15 May 2015
3)______________
Mrs W R Jenkinson
Personnel Manager
Leyland & Bailey Ltd
Nelson Works
CLAPTON
CH5 8HA
4) _____________
Dear Mrs Jenkinsen
5) _________________
PRIVATE SECRETARY TO MANAGING DIRECTOR
6) _________________
I was interested to see your advertisement in today’s DAILY TELEGRAPH and would like to be considered for this post.
7) __________________
I am presently working as Private Secretary to the General Manager at a manufacturing company and have a wide range of responsibilities. These include attending and taking minutes of meetings and interviews, dealing with callers and correspondence in my employer’s absence, and supervising junior staff, as well as the usual secretarial duties.
8) ___________________
The kind of work in which your company is engaged particularly interests me, and I would welcome the opportunity it would afford to use my language abilities which are not utilized in my present post.
A copy of my curriculum vitae is enclosed with copies of previous testimonials.
I hope to hear from you soon and to be given the opportunity to present myself at an interview.
Yours sincerely
9) ________________
Jean Carson (Miss)
Exercise 13. Fill in the gaps with the words from the box.
	candidate, resume, experience, reasons, position, skills


1. He sent his _________ to this company yesterday.
2. She wrote about her __________ in the cover letter.
3. My __________ can give me a chance to work in such a company.
4. What are your _________ for joining our organization?
5. What is your present _________?
6. You are an ideal __________ for our company.
Exercise 14. Fill in the gaps of the job acceptance letter with the most appropriate words.
Dear Sir,
It is my great pleasure to receive your letter offering me sales manager (1)_______ with your company. Thanks for honoring me with this opportunity.
I am writing this (2) ______ to acknowledge your offer, keeping complete understanding of your terms and conditions. Even during interview I realized that my (3) _______ fully matched with post requirements. I strongly believe that my strong academic background and (4) ________ in the field allows me to execute all delegated tasks. I am confident to prove my capability not only in good favor of your clients but also for the Company.
I will be able to finalize my decision regarding your offer within 2 days and my decision will surely be in best (5) _________ of my career and your Institution.
Many thanks for this opportunity
Regards
Yours sincerely
1. a) position
b) experience
c) resume
2. a) resume
b) letter

c) cover letter
3. a) interests
b) position
c) skills
4. a) skills
b) experience
c) interests
5. a) interests
b) skills

c) experience
Exercise 15. Match the parts of the refusal letter.
	1) Dear Mr. Green,
Thank you for your application for
	a) we received a large number of applications.

	2) As you can imagine,
	b) applying for the shipping coordinator position.

	3)  I am sorry to inform you that you
	c) the position of shipping coordinator at DLT Industries.

	4) The DLT selection committee thanks you for the time you invested in
	d) your interest in our company.
Best regards

	5)  We encourage you to apply for
	e) have not been selected for an interview for this position.

	6) Best wishes for a successful job search. Thank you, again, for
	f) future openings for which you qualify.


Exercise 16. Choose the most appropriate modal verb to complete the sentences.
1. Nadal ______play volleyball very well.
2. If Richard wants to become a professional musician, he ______________ practise every day.
3. When a police officer asks to see your driver's license, you ___________show it to him/her.
4. ________you swim?
5. You _______repeat this experiment. It’s dangerous.
6. Friend: _______________your sister______ pay to see the doctor?
                      Brother: No, she ________________ because she has medical insurance.
7. My brother ______cook very well. He is a chef in a French restaurant.
8. You ______ eat less sweets.
1. a) can;



b) must;


c) has to;
2. a) can;



b) must;


c) has to;
3. a) must;


b) have to;


c) has to;
4. a) must;


b) can;



c) have to;
5. a) mustn’t;


b) must;


c) don’t have to;
6. a) can/can’t;


b) does...have to/doesn’t

c) must/mustn’t
7. a) must;


b) has to;


c) can
8. a) must;


b) can;



c) have to.
