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.
Study the following words.
	business letter
	['bɪznɪs letə]
	деловое письмо

	correspondence
	[kɒrɪˈspɒnd(ə)ns] 
	переписка, корреспонденция

	introduce
	[ɪntrəˈdjuːs] 
	представлять, вводить

	offer
	[ˈɒfə] 
	предложение, предлагать

	deal
	[diːl] 
	сделка, дело, иметь дело

	deny
	[dɪˈnaɪ] 
	отрицать, отвергать

	customer
	[ˈkʌstəmə] 
	клиент, покупатель

	invoice
	[ˈɪnvɔɪs] 
	счет, накладная

	apologize
	[əˈpɒlədʒʌɪz] 
	приносить официальные извинения

	identification
	[ʌɪˌdɛntɪfɪˈkeɪʃ(ə)n] 
	идентификация

	reference
	[ˈrɛf(ə)r(ə)ns] 
	ссылка, ссылаться

	receiver
	[rɪˈsiːvə]
	получатель

	salutation
	[saljʊˈteɪʃ(ə)n] 
	обращение

	body
	[ˈbɒdi] 
	основная часть

	complimentary
	[kɒmplɪˈmɛnt(ə)ri] 
	приветственный, поздравительный

	statement
	[ˈsteɪtm(ə)nt] 
	заявление, утверждение, высказывание

	signature
	[ˈsɪɡnətʃə] 
	подпись

	enclosure
	[ɪnˈkləʊʒə] 
	приложение


Study the information about the structure of business letters.
 A business letter is a type of official correspondence between two companies or companies and customers, clients, etc. It is used for various purposes like introducing a business, offering a business deal to other companies, accepting an offer, denying an offer, introducing new schemes for customers, extending business contracts, canceling a deal, correcting mistakes in invoices, returning goods, offering help, giving good and bad news, apologizing, etc. 
The structure of a business letter includes:
- Source Identification (имя и адрес отправителя письма);
- reference (условное обозначение фамилии и имени секретаря, отпечатавшего данное письмо (обычно первые буквы фамилии и имени)); здесь же размещается исходный номер документа, если он ему присваивается, например, GBD/ ST; GBD /ST/ 134;
- letter date (дата исполнения документа), например, 12 July 2009; July 12, 2009;
- Receiver Identification (название компании, имя, адрес получателя письма), пишутся слева, например, 
Mr James Leighton
General Manager
Leighton Engineering Co Ltd
12 Bracken Hill
Manchester
M60 8AS;
- salutation (обращение), размещается слева, например, 
Dear Mr Nils – обращение к мужчине;
Dear Mrs Della – обращение к замужней женщине;
Dear Miss Jones – обращение к незамужней женщине;
Dear Ms Harrison – обращение к женщине, независимо от ее статуса;
Dear Sir or Madam – обращение к руководителю организации, если его/ее имя не известно;
Dear Sirs – обращение на имя организации.
If the person you are addressing has some special title, like professor, senator, reverend, etc., you can use the same in the salutation, например,
Dear Professor Davis 
Dear Senator Miller
Dear Reverend Walker.
If you are not sure about the gender of the person you are addressing, you can use their full name, without using Mr., Mrs., or Ms. (This is most likely to happen in case of gender-neutral or unisex names, and cases when only the initials are available.), например, 
Dear Ashley Wilson
Dear J. K. Anderson.
If you know the designation of the person you are addressing, but don't know his name, you can use the designation to address him, например, 
Dear Hiring Manager
Dear HR Manager.   
- body (текст письма);
- a complimentary closing statement (завершение текста), например,
Yours faithfully – используется в случаях неконкретного обращения;
Yours sincerely – используется в случаях персонального обращения ;
- signature (подпись). После заключительной формулы вежливости пропускается 4-5 строк, обозначая завершение текста, должность отправителя указывается сразу под его именем, например, 
George Freeman
Chairman;
- enclosure (приложение), например, Enc: Order #34 .
The Past Simple Tense.  Affirmative sentences
Время выражает завершенные действия в недавнем и далеком прошлом.
Утвердительная форма образуется следующим образом:
	Утвердительные предложения
	Правильные глаголы
	Неправильные глаголы

	S (подлежащее) + V (глагол) в прошедшем времени
	- ed
	II форма

	Примеры


	
	She decided to write a business letter to her partner yesterday. - Она решила написать деловое письмо своему партнеру вчера.
	They wrote several letters to their partners last year. - Они написали несколько писем своим партнерам   в прошлом году.


ПР14. Business letter style. Business envelope format. Writing an e-mail. 
ПР14. Текст и стиль делового письма. Оформление конверта. Работа с электронной почтой.
Study the following words.
	sender
	[ˈsendə]
	отправитель

	recipient
	[rɪˈsɪpɪənt]
	получатель

	topic
	[ˈtɒpɪk] 
	тема

	purpose
	[ˈpəːpəs] 
	цель

	relevant
	[ˈrelɪv(ə)nt] 
	актуальный, относящийся к делу

	cover
	[ˈkʌvə] 
	охватывать, покрывать

	header
	[ˈhɛdə] 
	колонтитул, шапка

	straightforward
	[streɪtˈfɔːwəd] 
	прямой, непосредственный

	clarity
	[ˈklærəti] 
	ясность, четкость

	request
	[rɪˈkwɛst] 
	просьба, просить


Study the information about the style of business letters and their body.
In business letters formal language is used and situations discussed are work-related. The main features (особенности) of formal language are:
- contractions (сокращения) are not used, e.g.  I cannot give you this information now (but not:  I can’t give you this information now);
- numbers less than one hundred must be spelt out, e.g. We are going to order twenty printers (but not: We are going to order 20 printers);
- the third person point of view is used, e.g. One can purchase a car for $10,000 (but not: I can purchase a car for $10,000);
- an active voice is preferable, e.g. The group offers customers new products (but not: New products are offered to customers);
- slang, idioms, exaggeration (hyperboles), clichés, abbreviations, acronyms are not used, e.g. National Aeronautics and Space Administration (but not: NASA);
- complete and longer sentences are more common.
Context Paragraph 
The first paragraph of the letter will define the context, providing a clear statement of the letter’s topic and purpose. Business people generally prefer to find out right away why the letter has been written. 
Content Paragraphs 
The typical letter uses one to three paragraphs to provide the information relevant to its purpose. Each paragraph should cover a single topic or point. In the case of a long letter that covers multiple pages, it is appropriate to break the information into sections with internal headers or bullets to provide clarity. 
Action Paragraph 
The final paragraph of the letter provides a clear, straightforward statement of the action that will be taken be the writer, requested of the reader, or expected by a third party. 
Study the information about e-mails.
E-mails are widely used these days in business. They have two styles: a semi-formal business style and more informal personal style. In semi-formal e-mails a likely ending is Best wishes rather than Yours sincerely. Informal style is suitable within a company and for people a writer knows well. 
Most people are busy and don't have a lot of time to read emails/letters. For many people, if they see that an email is long when they open it, they won't read it or only read the beginning. So when writing, you should only include the essential information and write it in a short and direct way.
If you are writing to a friend: 
Start: Use the person's first name. 
Ending: "Best wishes", or "Yours", or "Take care". 
Signature: Your first name.  
When you are writing to someone in your own company: 
Start: Use the person's first name . 
Ending: "Regards", or "Best wishes". 
Signature: Your first name and last name, and below this your job title and department, and phone number (or extension). 
While writing to someone in another organisation or someone in a formal position of responsibility, you: 
Start: Use the person's title (eg: Mr, Mrs, Ms, Dr) and surname (eg: Smith), or just "Sir/Madam" if you don't know the name. 
End: "Regards" 
Signature: Your first name and last name (you might add your title after this in brackets if you want to make it clear if you are a man or woman). Below this your job title (if appropriate) and contact details (you may want to include your telephone number or address). 
The Past Simple Tense.  Interrogative and negative sentences
Вопросительная и отрицательная формы простого прошедшего времени образуются следующим образом:
	Утвердительная форма
	Вопросительная форма
	Отрицательная форма

	
	Did + S (подлежащее)+ V (глагол) без окончания?

	S (подлежащее) + didn’t +V (глагол) без окончания

	Примеры

	He decided to write a letter to his partner yesterday.
	Did he decide to write a letter to his partner yesterday?
	He didn’t decide to write a letter to his partner yesterday.

	She wrote a letter to this company a day ago.
	Did she write a letter to this company a day ago?
	She didn’t write a letter to this company a day ago.


ПР15. Types of business letters. A letter of inquiry.  A letter of counter inquiry.
ПР15. Виды деловых писем. Письмо-запрос. Встречный (повторный запрос)
Study the following words.
	inquiry
	[ɪnˈkwʌɪri] 
	запрос

	inquire
	[ɪnˈkwʌɪə] 
	запрашивать

	regret
	[rɪˈɡret] 
	сожаление, сожалеть

	heading
	[ˈhedɪŋ] 
	заглавие, заголовок

	objective
	[əbˈdʒektɪv] 
	цель, задача

	scope
	[skəʊp] 
	границы, основная идея, масштаб

	grateful
	[ˈɡreɪtfʊl] 
	благодарный

	look forward to
	[lʊk ˈfɔːwəd ˈtə]
	ждать с нетерпением

	appreciate
	[əˈpriːʃɪeɪt] 
	оценивать, ценить


Study the information about types of business letters and a letter of inquiry.
There are the following types of business letters:
- a letter of inquiry (письмо-запрос);
- a letter of complaint (письмо-жалоба);
- a cover letter (сопроводительное письмо);
- a letter of apology (письмо-извинение);
- a letter of offer (письмо-предложение);
- a letter of acknowledgement (письмо-подтверждение);
- a letter of reference (письмо-рекомендация);
- a letter of termination (письмо, информирующее об освобождении от занимаемой должности);
- a letter of appointment (письмо о назначении на должность);
- a letter of appreciation (благодарственное письмо);
- a letter of order (письмо-заказ).
A letter of inquiry is a letter written for communication between two companies or persons belonging to two different companies inquiring about some business they are doing together or hoping to do in future. It is a request for information that the writer believes the reader can provide. Regardless of its subject, the objective is to get the reader to respond with an action that satisfies the inquiry. 
The action taken can benefit either the writer or the reader, and sometimes both. That being the case, the scope must include enough information to help the reader determine how to respond best. 
An inquiry letter should be addressed to the person who is most likely to respond in a positive and helpful manner. That person's name should be placed in the inside heading and the salutation of your inquiry. It should also be included on the top line of your envelope. 
The objective in an inquiry letter is to make a request. It will either ask the reader to provide something beneficial to the writer, or take advantage of something the writer has to offer. 
Your inquiry should be specific and brief. If you are asking more than one question you might consider highlighting them in a bulleted list. 
The scope of an inquiry letter should provide enough information for the reader grasp your objective, make an informed decision and respond in a timely manner. 
Consider your reader and get to the point. Do they have what you want? Can they do what you ask? Think about what your reader will need to know in order before making a decision and sending you a response. 
If you are to receive some benefit, it may help to explain for what purpose the benefit will be used. If the reader is to receive some benefit, it may help to offer an incentive to respond. 
STRUCTURE OF AN ENQUIRY LETTER 
Subject Heading 
This should inform the reader that this is an enquiry or request.
First Paragraph 
This should tell the reader what you want; e.g. 
· Please send me... (for things that the organization offers to send) 
· I would be grateful if you could tell me... (for things that are not normally offered) 
· I am writing to inquire whether... (to see if something is possible) 
· I would especially like to know... (+ a more detailed request) 
· Could you also... (+ an additional enquiry or request) 
       Second Paragraph 
This paragraph tells the reader why you are contacting his or her organization, and gives further details of the enquiry. 
There are two reasons why you may contact an organization: 
1. You have contacted this organization before, and want to again. 
2. You have not contacted this organization before, but you have heard about them. You should describe from where, such as from an advert or a recommendation; e.g. 
· I saw your advert in …..
Final Paragraph 
This paragraph should contain a polite expression of thanks to the reader. The degree of politeness (and therefore the length), depends on how unusual or difficult your request is. Possible language includes: 
· Thanks. (For a very informal and normal enquiry or request) 
· I look forward to hearing from you. 
· I am looking forward to hearing from you. 
· Thank you for your assistance. 
· Thank you very much for your kind assistance. 
· I appreciate that this is an unusual request, but I would be very grateful for any help you could provide. I look forward to hearing from you. 
If you think the reader might have further questions, you can suggest that he or she contact you; e.g. "If you have any questions, please do not hesitate to contact me". 
A counter inquiry letter is a letter written on the basis of changes in business. In this letter one should thank another company for the order or inquiry, inform it about changes in business and offer ways to solve the problem.
The Past Simple Tense.  Affirmative, interrogative and negative sentences with the verb “to be”
Утвердительная, вопросительная и отрицательная формы простого прошедшего времени с глаголом “to be” образуются следующим образом:
	Утвердительная форма
	Вопросительная форма
	Отрицательная форма

	S (подлежащее) + was/were 
	Was/were + S (подлежащее)?

	S (подлежащее) + wasn’t/weren’t

	Примеры

	He/she/I was in Rome last week.
	Was he/she/I in Rome last week?
	He/she/I wasn’t in Rome last week.

	They/we/you were at home yesterday.
	Were they/we/you at home yesterday?
	They/we/you weren’t at home yesterday.


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.
Study the following words.
	resume
	[‘rezjumei]
	резюме

	position
	[pəˈzɪʃ(ə)n] 
	должность

	reason
	[ˈriːz(ə)n] 
	причина

	skill
	[skɪl] 
	навык

	candidate
	[ˈkændɪdət] 
	кандидат, претендент

	experience
	[ɪkˈspɪərɪəns] 
	опыт

	application
	[aplɪˈkeɪʃ(ə)n] 
	заявление, заявка

	complement
	[ˈkɒmplɪment] 
	дополнение, дополнять

	identify
	[aɪˈdentɪfaɪ] 
	устанавливать, идентифицировать

	accompany
	[əˈkʌmpəni] 
	сопровождать


Study the information about writing a cover letter.
A cover letters makes some sort of a request - whether for an interview or more information - and are generally addressed to someone you haven't met before. A cover letter typically accompanies each resume you send out. A cover letter should complement, not duplicate, your resume. Its purpose is to interpret the data-oriented, factual resume and add a personal touch. A cover letter is often your earliest written contact with a potential employer, creating a critical first impression. 
Your cover letter should be designed specifically for each position you seek. Do not design a form letter and send it to every potential employer.
Effective cover letters explain the reasons for your interest in the specific organization and identify your most relevant skills or experiences (remember, relevance is determined by the employer's self-interest).
The letter should express a high level of interest and knowledge about the position. 
A well-written cover letter will help you secure an interview and get your application noticed. Take the time to personalize it so it shows the employer why you're a solid candidate for the job. Keep in mind that your cover letter doesn't need to be long - a page is plenty. 
Study the information about writing a reply to a job offer letter.
When you accept a job, a brief acceptance letter is expected. It serves as an added record of job requirements and expectations. Include the following:
· Your gratitude (благодарность) for the offer
· A summary of the employment package as you understand it
· Formal acceptance (официальное согласие) of the job
· Confirmation (подтверждение) of your start date
Send your letter, along with any signed documentation from the company. Address it to the person who made the offer when mailing it. Keep your acceptance letter brief and professional to maintain the positive impression you made when interviewing.
Study the information about writing a refusal letter to job applicants.
When an employer cannot offer a job to some applicant due to some reasons, it is necessary to write a refusal letter. It must include the following:
- Your gratitude for the application.
- Reasons according to which an employer cannot offer the job to the applicant.
- Wishes for a successful job search.
The Modal verbs.  Can, must, have to
          MODAL VERBS are a small group of verbs that are used with other verbs to change their meaning in the sentence in various ways.
MODAL VERBS are used with other verbs (in front of a verb) to express the speaker’s opinion at the time of speaking. They express the speaker’s attitude towards an event, a situation or  the person they are speaking to.
	Can
	Must
	Have to

	It is used:
1) to express the ability to do something;
2) the possibility to do something;
3) the permission to do something.
	It expresses the necessity to do something or an order.

	It expresses the obligation to do something (according to some rules, laws, instructions).

	Примеры

	1) He can play tennis.
2) We can go to the mountains.
3) Why not? You can go there.
	You must come in time.
	They/we/you/I have to use safe materials for the production of goods.
He/she/it has to follow the rules of safety.


Interrogative and negative sentences
	Can + S?
S + can’t
	Must +S?
S + mustn’t
	Do/does +S + have to?
S + don’t/doesn’t + have to

	Примеры

	Can you play tennis?
I can’t play tennis.
	Must we come in time?
You mustn’t smoke here.
	Do you have to use safe materials?
Does he have to use safe materials?
He doesn’t have to use safe materials.
We don’t have to follow these rules.


