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BBE/IEHUE

NuTencuBHOE pa3sBUTHUC  MCKAYHAPOJHBLIX KOHTAKTOB W  YKPCIIJICHUC

BHEIIIHEOKOHOMMYECKUX U  HAay4YHO-TEXHHUYECKMX CBsi3ed C  3apyOeKHbIMU
napTHepamH IMpernoyiaraeT MOCTOSHHBIA oOMeH uHpopManueil. BaxkHoil dacTbio
aroboro Ou3Heca B Hallle BpeMsl CTajla JeloBas MEepenucka ¢ HHOCTPAaHHBIMH
KOMITAHUSAMM, YYPEXKACHUAMU M OpraHusanusaMu. Kak ciencTtsue  BO3HHKIIA
HEO0OXOUMOCTD B MIEPEBO/IE JIETOBBIX MHCEM.

HacTodmmuil npakTUKyM MNOpeqHa3HaueH Uil OOydeHHus IEepeBOJy JAEJ0BOU
KOPPECIOHJEHIIMM Ha MpOJABUHYTHIX AdTamax oOydenus (IV — V  kypcsl
NepeBOYECKUX (HaKyIbTETOB U OTACIICHUN).

Ilenp mocoOusi — pa3BUTHE HABBIKOB YCTHOTO M IMCBMEHHOIO IEpPEBOAA
JEJOBBIX ITUCEM.

[Tocobue cocTonT U3 TpeX riaaB U MPUIOKESHHUS.

B nepeoii 2nase npuBeneHsl yNpaXHEHUs, HAIPABJICHHBIC HA IPEOJOJICHUE
JEKCUYECKUX TPYAHOCTEH IEPEBOJA JEJIOBBIX IMHCEM. YYaIlUMCS IPEIIIaracTcs
BBIMIOJIHUTh [E€PEBOJI AHIJIMICKUX AaHTPOIIOHUMOB, ASPrOHHMMOB, TeorpapuyecKux
Ha3BaHWM U KIMIIMPOBAHHOW JIEKCUKH.

VYipaxHeHus: 6mopou 21aevl MPEANOoJaraloT TPEHUPOBKY B NUCBMEHHOM U
YCTHOM IIEPEBOJE C JIMCTAa OCHOBHBIX BHUJOB JENOBbIX INUceM. [IockoybKy nensb
nocoOuss HE COCTOUT B 3HAKOMCTBE CTYAEHTOB CO BCEM MHOrooOpasuem
CYLIECTBYIOIUX KJIaCCU(PUKALMI AeT0OBOW KOPPECTIOHACHIINY, IPUBEIEHHBIE MMCbMA
CTPYNIHUPOBAHbI 110 BUJAM HCKIFOUUTEIBHO )i y100CTBa pabOThl C HUMM.

B mpemveu 2nase mpenmararorcs TEKCTbI ML CAMOCTOSTENBHOIO IIEPEBOJA.
OTO ayTeHTHYHbIE IKHCbMAa HAa AHIJIMHUCKOM $3bIKE, HAIMCAHHBIC HOCHUTEIIIMU
AHIJIMMCKOTO SI3bIKa U UHOCTPAHL[AMU, BJIAJCIOIIMMU ITUM S3BIKOM.

Ilpunosicenue HOCUT CIIPABOYHBIM XapakKTep U COCTOUT U3 JIONOIHUTEIBHBIX
MaTepUaIoB, KOTOPbIE MOTYT OBITH MIOJIE3HBI B padOTE NEPEBOJUHKA.

Opranuzanusi Marepuaia U CTPYKTypa IMOCOOUS TaKOBbI, YTO TMO3BOJISIOT
UCIIOJIB30BaTh €ro Kak Ul 3aHATHM B ayJIUTOPUM, TAK U JUII CAMOCTOSTEIbHOU

paboTHI.



JIEKCUYECKHUE ACIHHEKTDBI IEPEBOJA
AEJIOBBLIX ITUCEM

I. IlepeBennte COOCTBEHHbIE HMMEHAa HAa PYCCKHH H3bIK, HCHOJIb3YH
TPAHCKPUIIMIO U/WIN TPAHCJIUTEPAIUIO.

Carl H. Lindner, James E. Evans, Keith A. Jensen, Thomas E. Mischell, Kathleen
J. Brown, Robert E.Dobbs, Karl J. Grafe, Sandra W. Heimann, James C.
Kennedy, Piyush K. Singh, Robert H. Ruffing, David J. Witzgall, Spencer
Schilling, Eugene van Rynbach, John Paulling, Colin Moore, Karl Briers, John
Zhang, Luca Letizia, Rick Thorpe, Peter Zink, Robert von Saal, Ying Mei, Ada
Cheung, Mary Stanton, George Pedrick, Diane Kerr, Paul Whittingham, Alan
Benton, George Hammond, Wilf Mulliner, Tina Atterbury, Mark Huskisson, Jude
Norris, Steven Welch, Nii Quaye, Jeffrey D. Pflaum, Richard B. Parran, Jr., Laura N.
Owen, Pat O'Brien, Steven G. Nemitz, Christopher Jurasek, Kimberly Hartwell,
James G. Mathews, Robert E. Switz.

II. BoinoJiHMTEe NMMCHMEHHBIH NEPeBOJ HA3BAHUN KOMIIAHMH, YYPEKACHUN M
OpPraHu3anMii Ha PyCCKMH SA3BIK.

Abbott Laboratories, Abercrombie & Fitch, ADC Telecommunications, Advanced
Processing & Imaging, Affiliated Computer Services, AGCO, Alexander & Baldwin,
American Family Insurance Group, Bank of New York Mellon Corp., Bath & Body
Works, Beazer Homes USA, BJ Services, Burlington Northern Santa Fe, C.H.
Robinson Worldwide, CKE Restaurants, Crowley Maritime Corporation, CVS
Pharmacy, The Dow Chemical Company, Emerson Electric Company, Express
Scripts Incorporated, Federal National Mortgage Association, Hilton Hotels
Corporation, H. J. Heinz Company, ION Media Networks, J. P. Morgan Chase and
Co., KPMG, Marsh & McLennan, Martha Stewart Living Omnimedia, Price
Waterhouse Coopers, Quantrix, Rockwell Automation, Russell Investment Group,

Sterling Ledet & Associates, Inc., Sunny Delight Beverages, United Services



Automobile Association, Whole Foods Market, YRC Worldwide Inc., Yum! Brands,
Inc., Zapata.

III. HaiiauTe pycckue COOTBETCTBUA AHIVIMMCKUM HA3BAHMAM J10JIKHOCTEH.

Chairman of the Board, Senior Vice President and General Counsel and Director,
Managing Director, Senior Associate, Chief Executive Officer, Chief Financial
Officer, Chief Technical Officer, Chief Information Officer, Commercial Director,
Director of Product Management, Operations Director, General Manager, Sales
Manager, Operations Manager, Business Support Manager, Business Development
Manager, Sales and Marketing Manager, Head of Customer Support, Service
Development Manager, Content Manager, Chief Information Officer, Project
Coordinator, Business Analyst, Senior Engineer, Head of Section Division, Deputy

Head of Division, Installation Engineer, Technical Support Engineer.

IV. IlepeBeaure peKBU3UTHI HA PYCCKUM A3BIK.

Mr. Benjamin Tenney Mr. Alan Rogers
Curriculum Design Department 1234 NW Springville Ct
InfoSoft Portland, OR 12345

732 Fifth Avenue

Kansas City, MO 64100

Mr. James Frank, Editor Mr. Mike Hernandez
NYT Express Alchemy Consulting
34 East 51st St. 123 Main Street
New York, NY 12345 Anytown, USA

Re: Liability insurance premiums

The Honorable Sarah Williams Mr. Bernie Segal

Representative Laboratory Technician

Government Offices Laten Chemical Corporation

9900 Ralston Way 1234 Trenton Street

Austin, TX 78603 Lakeland, VA 88898

Ms. Ruth Callahan Mr. Hiroshi Sakakawa

Barry Chemical Co. Manager, Sales Department

234 Victoria Street Electronics Equipment Motor Division

New Octavia, KS 12345 1-1-1 Ichikoen, Mina-ku, Tokyo, 105-xxxx
Japan




M.D. Easton Karen Gorman
Cranston County Democratic Chairman Box 67, R.R. 4
995 Rapid Run Rd. New Jerusalem, PA 18825
Marion, KY 41503

V. IlepeBeauTe BhIpaKeHHs], YACTO UCMOJIb3yeMble B HAUaje MUChMA.

1. Thank you for shopping with us. You are a valued customer. We appreciate
your business and know that you want to keep your account current with us.

2. We have not yet received your payments. This is to remind you that both your
first and second payments of $100 are now overdue.

3. You and your firm have been recommended by (name). (Name) indicated that
you may be interested in the line of products that we have.

4.1 am happy to introduce our new sales representative, (name), to you.

5. Just a reminder: I recently sent you a computer printout of a proposal of health
insurance for your employees.

6. I would like your help in solving a problem that people in businesses such as
yours have.

7. Congratulations on your outstanding sales during our recent winter campaign.

8. Thank you for your order of 200 Treasure Trunks from Mom’s Magic. I believe
you will be very satisfied with the quality of costume pieces included in each.

9. This is to confirm your phone order made March 14 for 10, 50-count cases of
mini-flying disks in fluorescent colors (green, yellow and pink) to be delivered no
later than May 1, 20XX.

10. (Company) is pleased to announce our new line of (product).

11. Your inquiry regarding our services is welcome.

12. Thank you for your interest in our (company name). I certainly enjoyed the
opportunity to visit with you Tuesday afternoon.

13. Congratulations on your promotion to general manager at Ryan Corporation.

You have excellent business skills and the drive to go far — keep up the good work!




14. It is my pleasure to announce that Warwick Manufacturing is offering a new
employee benefit plan starting January 1.
15. I regret to inform you that your order of boomerangs will be delayed by four

weeks because of a recent fire at Outback Boomerangs in Sydney, Australia.

VI. IlepeBeauTe Ha pycCkuil f3bIK (OpMYJbl BeKIMBOCTH, MCIOJIb3yeMble B
3aKJIIOYUTEIBLHOM YacTH MHChMA.

1. Doing business with your organization is a pleasure.

2. You may call me at 800-555-9875 if you have any questions or concerns. Your
continued patronage is important to us.

3. Thank you for your immediate/prompt attention.

4. Thank you for your patience, Mrs. Franklin. Please accept our warmest apology.

5. Thank you for your continued business.

6. I look forward to meeting you.

7. Please stop by and see us if you are in our area.

8. Please call us if there is anything we can do for you.

9. If there 1s any way that I can help you in making a decision, please call me at 800-
555-1309.

10. Thanks again for your efforts. We look forward to sharing future sales successes
with (company name).

11. We look forward to being of service to you in the future.

12. Thank you for your understanding in this matter. We hope you will let us know
immediately if there is any way we can serve you better.

13. Please let me know if [ may clarify anything for you.

14. T look forward to seeing your continued success in dealing with this important
new account.

15. We hope that you will be pleased with this new benefit package.

16. Thank you for your understanding and cooperation in this unfortunate matter.

17. Thank you for considering me. I appreciate your understanding.



OCHOBHBIE BUJbI AEJOBBIX ITUCEM

Request Letters

The letters in this section fall into the broad category of request letters. These are
commonly written by professionals to request everything from information and

assistance to reprints of articles.

Sample Letter
Carrington’s

38 E. 91st St. « Chicago, IL 60614
January 25, 20XX

Linda Montgomery, Manager
A-1 Cleaners

2903 Burresh St.

Lincoln, NE 68506

Dear Ms. Montgomery:

I will be in Lincoln on February 3 and would like to meet with you at your office to

discuss cleaning supplies you may need in the second half of the year.

I have enclosed our latest catalog. Please note the items in yellow highlight. They are

special values or new products that A-1 Cleaners will want to take advantage of now.

I will contact you later this week to schedule an appointment. If you need to get in
touch with me, call me at 800-555-9047. I look forward to talking with you. Thank

you for your continued business.

10



Sincerely yours,

Douglas James

Sales Representative

P.S. See page 68 of our catalog for a great value on our most-ordered product choice!

I. IlepeBenuTe NMpeaI0KeHUsA HA PYCCKUH A3BIK.

1. Would you please send me last quarter’s sales statements?

2. Would you mind sharing a copy of the proposal you wrote?

3. We’d appreciate it if you could take a few moments to fill out the attached
questionnaire.

4.1 know you’re busy and appreciate your time.

5. Thank you, in advance for helping us with this.

6. It would be invaluable to meet with you.

7. 1 would enjoy the opportunity to speak with you.

8. I would like to share your experience with my audience/organization.
9. (Name) indicated that you may be able to help us/me.

10. Your assistance would be invaluable.

11. We’d love to get your opinion.

II. BbinmosiHMTE YCTHBIN NepeBOA ¢ JMCTa NPUBEAEHHbIX HUXKE (PPparMeHTOB

A€CJTOBBIX ITUCEM.

Hokk

I read your article on the “Intellectual Property Protection Restoration Act” on the

Web and was quite impressed.

I would like to reprint it in my company newsletter. (I’ve attached a copy of the
newsletter for your review.) We’ll be sure to send you several copies of the

newsletter for your files.

11



If this is okay with you, would you please sign this note and fax it back to me at xxx-
xxx-xxxx? If there are any changes, please let me know. Also, we will credit the
article as it is bylined on the Web site, unless you have an alternate credit line that
you’d like us to use.

skkook
I am very glad to acknowledge receipt of your letter dated. 12th December enclosing
the newspaper cutting. It was very interesting news indeed and I enjoyed reading it

immensely.

I am making use of this opportunity to approach you with a request. Would you be so
kind as to send me the Statistical Year-Book for 19xx, if it is available? I need it
badly for my research in economic development in African countries.

I shall be very grateful to you if you can oblige.

skkook

New Day Life Insurance Company is committed to providing the small employer
with the best service and group insurance products. Although your group health
insurance policy is no longer in effect, it is important to us that we obtain your

feedback about the quality of service and products.

By completing the enclosed questionnaire you will provide us with the ideas
and suggestions necessary to better serve small employers like you. Your
opinions and comments are especially important to us.

skeksk
The purpose of this letter is to request your organization to assist Coleridge Ship,
Inc., in fulfilling its obligation to the Department of Defense by completing the
enclosed Representation and Certification Form.
As prime contractor for the U.S. Government, Coleridge Ship, Inc., requires that this
information be obtained on an annual basis. Failure to respond may be detrimental to

the future business between our companies.

12



kokk

We have been receiving a handful of requests for the puppet sock assembly kit that
your company manufactures. While we are primarily a bookstore catering to children,
we have begun to expand our offerings to include products that are complementary to

our books.

Please send me some material on your product as well as any additional material that
will help us decide if it’s the type of product that will interest children who generally

range in age from pre-school to 12 years old. Thank you very much.

II1. BeinosiHuTe NMpeanepeBoaYecKril aHaIu3 TeKcToB. IlucbMeHHO nepeBeaure

HUX HA PYCCKMH A3BIK.

Letter 1

GERSON ACCOUNTING SERVICES
P.O.Box 514

San Francisco, CA 94133

September 10, 20XX

John L. Hoffman

United Services Bank
P.O. Box 8976

San Francisco, CA 94133

Dear Mr. Hoffman:

This afternoon I spoke with Don Smith at the United Services Bank in Berkeley.
During our conversation, Don mentioned that the bank uses a local CPA firm to

maintain its book depreciation records.

13



Since we prepare the tax return for United Services Bank, it would seem to make
sense for us to maintain both systems. We would incur some set-up cost; however,
this would be recouped over a relatively short period through efficiencies in running

both depreciation systems through one software package.

If you are interested in this idea, I will put together an estimate of the set-up cost for
you. For your information, since the bank’s book depreciation system is in very good
shape, I would anticipate our set-up time on this account to be less than what we have

encountered in setting up other clients.

Sincerely,

Steve Brooks

Vice President

Letter 2

Mr. Edward Coleman

Special Sales Director

Prestige Clipboards and Folders, Inc.
Jonesboro, New Jersey 09007

Dear Mr. Coleman:

Every summer we run a series of soccer clinics at our college for coaches of high
school soccer teams. When they arrive we like to give each attendee a clipboard or
folder that contains the week’s agenda and gives them a pad on which to take notes

and pockets in which to store handouts they receive during the week.

A colleague showed me a catalog featuring your Abundant Series of folders

that also act as clipboards. The catalog price was $12 for each clipboard. We

14



would be ordering at least 75 of these at once. Do you offer a volume discount
for bulk orders? I’d also be interested in how much the unit price would be on

additional orders of 10 or more clipboards.

Please send me the pricing information and any other relevant material.

Sincerely,

Paul Caldor

Program Director

Letter 3

Salina Community College

45 Cottonwood Dr. * Salina, KS 67401

October 14, 20XX

Carl L. Meyerhoff
Director of Grants
Salina Area Grant Office
350 First Street

Salina, KS 67401

Dear Mr. Meyerhoff:

We would like to request a $15,000 grant for Salina Community College to improve

access for the handicapped. I have enclosed our grant application.

The majority of the buildings on the Salina Community College campus were built

prior to 1953. Those built after 1945 are accessible to the handicapped.

15



Unfortunately, Atkinson Auditorium, where we hold graduation, monthly
convocations and other major events, was built in 1932 and is not accessible to the
handicapped. The $15,000 grant would allow us to install ramps at each entrance and
remove a row of seats for wheelchairs, making the entire campus accessible

to the handicapped.

Thank you for your prompt action on this grant. We shall look forward to hearing

from you.

Sincerely yours,

Signature

Mary Ellen Feldman

Director of Physical Facilities

Letter 4
251 rue des Raimoni&res F-86000 Poitiers Cidex
Tel: (33) 99681031 Teltcopie: (33) 102163

Ref: PG/AL 12 May 2005
The Sales Dept.

R.G. Electronics AG
Havmart 601

D-5000 KélIn 1

Dear Sirs,
We are a large record store in the centre of Poitiers and would like to know more
about the tapes and cassettes you advertised in this month's edition of 'Hi Fi News'.

16



Could you tell us if the cassettes are leading brand names, or made by small
independent companies, and whether they would be suitable for recording classical
music or only dictations and messages? It would also be helpful if you could send us
some samples and if they are of the standard we require, we will place a substantial

order. We would also like to know if you are offering any trade discounts.

Thank you.

Yours faithfully,

P. Gerard

Letter 5
F. Lynch & Co. Ltd.
(Head Office), Nesson House, Newell Street, Birmingham B3 3EL
Telephone No.: 021 2366571 Fax: 0212368592 Telex: 341641

SateX S.p.A Your ref:
Via di Pietra Papa Our ref: Inq. C351
00146 Roma 6 February 2005

Dear Sirs,

We were impressed by the selection of sweaters that were displayed on your stand at

the 'Menswear Exhibition' that was held in Hamburg last month.

We are a large chain of retailers and are looking for a manufacturer who could supply

us with a wide range of sweaters for the teenage market.

17



As we usually place very large orders, we would expect a quantity discount in
addition to a 20% trade discount off net list prices, and our terms of payment are

normally 30-day bill of exchange, documents against acceptance.

If these conditions interest you, and you can meet orders of over 500 garments at one
time, please send us your current catalogue and price-list. We hope to hear from you

S001.

Yours faithfully,

L. Crane
Chief Buyer

18



Letters of Confirmation and Acknowledgment

As its name implies, the letter of acknowledgment acknowledges a fact, situation, or
action that has taken place, usually involving the recipient.

Letters of confirmation are acknowledgment letters sent primarily to confirm details
or to put any oral agreements in writing. Other reasons for confirmation letters vary
from acknowledging: an invitation, a resignation, the receipt of a report, a résumé, a
suggestion, the anniversary of a customer’s company, or to respond to feedback

(negative or positive).

Sample Letter
JJT: Heavy Equipment
1288 E. U.S. 63 « Sioux City, IA 50585

April 25, 20XX

William J. Buchheit
President

Sanders and Thoms

348 Lincolnway Drive
South Sioux City, A 50585

Dear Mr. Buchheit:
The United Benefit for Community Improvement would like to thank you and your
employees for your generous contribution to this year’s fund drive. Your contribution

of $99,751 is the largest corporate/employee contribution so far.

Donna Truemper, your UBCI chairperson, will let the employees of Sanders and

Thoms know of their accomplishment. This year they gave an average of 2.75 percent
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of their income to the fund. Their contribution and yours will definitely help us meet

our goal of $2 million.

All of you at Sanders and Thoms are to be commended for your generosity. Thank

you again for your contribution.

Sincerely yours,

Lannie Miller

Campaign Chairperson

IIpuBenuTe pycckue cCOOTBETCTBUA IS CJIeAYIOIMX (ppa3s.
. Thank you for providing...

. I was pleased to receive...

. In confirmation of your participation...

. Am happy to confirm...

. We will count on seeing you...

. I agree that there is a need to...

. We are attempting to resolve...

. If you have any other concerns...

© © U N U A W N = -

. Thanks for bringing this to my attention.

I1. IlepeBeauTe ciaeayouMe NPeII0KEHUSA HA PYCCKUH A3BIK.

1. We acknowledge (confirm) receipt of your' letter of 7th April 20xx.

2. Receipt is acknowledged of your letter of 10th June 20xx.

3. We have pleasure in acknowledging receipt of your reprint.

4. We are in receipt of your letter of 24th April.

5. We are pleased (very glad) to receive (have) your kind letter of January 14th.
6. It is (was) a great pleasure to receive your letter of 10th April.

7. This is to inform you that I have received your paper for publication.

20



11. Your letter of April 12th to Dr. M. has been received here during his absence.
12. T am delighted to receive your letter of 6th February.

III. BeinmoyiHMTEe YCTHBIM IepeBOA C JIMCTA NMPUBEJICHHBIX HUKe (PparMeHTOB
J1eJIOBbIX MHCEM.

Kk%
Thank you for your recent registration to the Independent Wholesalers Trade
Exposition at the Elmira Inn. This letter will confirm our receipt of your registration

form and fee.

The Wholesalers Trade Society registration desk will open at 10:00 A.M. on
Thurdsay, April 28, 20X5 followed by the opening general session. The national
exposition will conclude at 5:30 P.M. on Saturday, April 30. Please note the enclosed
general information.

skekosk
On behalf of the management at King’s Court Auto, I would like to thank you for
your recent participation in the United Way Campaign as Region 7’s Unit Leader.

Your leadership in the United Way not only helps the community but also reflects
well on King’s Court Auto. Civic participation is important, and we are proud of our
employees when they take part in the community.

skeksk
KJZ is proud to have the new Twin Cities Corporate 10K Marathon winner on its
staff. Your performance in Saturday’s run was impressive.
It was most thrilling to see you cross the finish line wearing your KJZ T-shirt and
then watch the performance again on the evening news. Your hard work and training
have paid off. The corporate trophy was the result of your accomplishment.

skeksk
I appreciate you bringing to my attention the problem of our Colden Beer and its

introductory flyer. I understand your confusion perfectly.
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When we sent you the letter introducing our new beer, our marketing department
mistakenly sent a mock-up of an ad for Eagle’s Wings Ale. Naturally, you would be
confused because we were referring to the blue eagle on Colden Beer while giving
you the bald eagle label of Eagle’s Wings Ale. We are most sorry for this error and

have enclosed a corrected flyer.

III. BeinmosinuTe NMpeanepeBoI4ecKuil aHa M3 TeKcToB. [IucbMeHHO nmepeseaurTe

UX HA PYCCKHMH A3BIK.

Letter 1

Raging Bull Farms
R.R. 2 « Kingman, OK 73439

August 13, 20XX

Natalie Gorman
Cherokee Crafts
900 E. Main
Tulsa, OK 74102

Dear Ms. Gorman:

Thank you for your order of 25 authentic Cherokee headdresses on August 11, 20XX.

We will be sending those immediately.

Because of the fragile nature of our headdresses, we hand deliver to our customers
within Oklahoma. Our delivery day for Tulsa is Friday, which means that your
headdresses will arrive this coming Friday, August 17. If this is unsatisfactory, please

call us so that we can arrange an alternative delivery date.

22



Thank you for your business. I’'m sure you will be most pleased with our headdresses,

and we look forward to working with you in the future.

Sincerely yours,

Tamara Whitewater

Letter 2
Todmann Nuts and Bolts
P.O. Box 3445 « Idaho Falls, ID 83406

June 3, 20XX

Timothy R. Johnson, Purchasing
Sheppard Hardware Distributors
P.O. Box 1078

Kansas City, MO 64109-1078

Dear Mr. Johnson:

We were pleased to receive your order for 10,000 quarter-inch nuts, part number

XK22345JM. However, we are unable at this time to fulfill the order.

Our present inventory has been depleted, and that nut is now on back order until mid-
July. Our supplier of raw materials is unable to supply the materials until July 1, thus
pushing us back to mid-July for possible delivery. We have tried without success to
find an alternate source of raw materials. If you like, we could substitute part number
XK22346JM. It is a penny higher in price per unit. Otherwise, we will keep your
order and rush it to you as soon as we can start production on these nuts again. Please

let us know your preference this week.
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Thank you for your understanding in this matter. We apologize for your

inconvenience.

Sincerely,

Cass Walker

Production Head

Letter 3

Mr. Compton P. Davidson
Balliwick Planning Guides, Inc.
76 Lathrop Avenue

Boonton, Missouri 90990

Dear Mr. Davidson:

Thank you for the information you sent me about your company’s planning guides.
While I believe such guides could be very useful to any professional organization, the
guides you sent information about were targeted at engineers and architects. I’m not

sure that these are easily applied in a professional school setting in which I operate.

If there is a Balliwick Planning Guide specifically targeted at professional schools
like ours (we cater to training hotel management personnel), I’d like to look it over.
Please send me a sample. Once I’ve evaluated it, I’ll give you a call if it seems like
something that will benefit our students.

Thanks for your interest in our school. I look forward to hearing from you.

Sincerely,
Denzel Dress

Curriculum Director
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Letter 4

Word Trade, Inc.
5698 Adie Road ¢ St. Ann, MO 63074

April 19, 20XX
Vern Mueller

13245 Greenwood Lane
Overland Park, KS 66213

Dear Mr. Mueller:

Thank you for your payment of $563.89.

Your current balance is $3,000 — your credit limit. A payment of $500 is due Mayl.

We appreciate your attention to your account status with us. Your patronage is

important to our company.

If we can assist you, please contact us at 800-555-9000.

Sincerely,

Anita Collins

Account Executive

Letter 5
Mrs. Alison Q. Rumpole
546 Haversford Drive

Massapequa, New York 94032
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Subject: Incorrect Charge Query

Dear Mrs. Rumpole:

You recently inquired about the charges on your monthly bill from Henderson &
Henderson Department Store. We have written the store management to try to resolve

the discrepancy. As soon as we receive their reply, we will write you again.

While we are conducting our investigation, we are issuing a temporary credit on your

charge account for $86.81.
If you have any questions or if we can be of further service, please call me or another

customer service representative at the telephone number listed on your monthly

billing statement.

Cordially,

(Mrs.) Leslie T. Waters

Customer Service Manager

26



Complaint Letters

Complaint letters can be used for the purpose of having products replaced or money
refunded, for changing company policy or government legislation, for influencing
the media, and so forth. Often a complaint letter is more effective than a simple
phone call or e-mail message. Furthermore, in many cases, the formality of a

complaint letter can add seriousness to the situation that will bring results.

Sample Letter

PAM’S PARTY GIFTS
P.O. Box 8473
Torrance, CA 90502
April 18, 20XX

Delta Novelty Company
3217 SW 31st St.
Topeka, KS 66614

SUBJECT: REQUEST FOR CREDIT IN ACCOUNT

The case of Hippity Holiday Bunnies that I purchased from your company do not
hop. I am, therefore, returning them to you and requesting that you credit my account

the amount charged plus shipping.

The Hippity Holiday Bunnies which arrived at my store had faulty mechanisms
which caused them to fall over instead of hop — as promised in your sales brochure.
Because I plan on selling through my line of seasonal items within the next three

weeks, | wish my account to be issued a credit instead of you replacing the faulty
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merchandise. Please find enclosed the copies of your invoice, #1342, in the amount

of $36 and my invoice for shipping charges of $2.95.

Your quality products have always sold well in my store, and I look forward to seeing
your new line of fall items as soon as they are available. In the meantime, your

prompt attention to this matter is appreciated.

Martha Sacks

Enc.

I. BpInmosHuTe NMCHLMEHHBIH IEpPeBOJ TNPHUBEJACHHBIX HHU)Ke (parMeHToB

ACJTOBBIX ITUCEM.

fkk

We are sorry to inform you that your delivery of 28 four-drawer chests (Model
H95—white finish) on February 19 has given us cause for serious complaint. They
were delivered in substandard condition and cannot be fixed. We have been doing
business with your company for the past four years and have always been satisfied
until today. For that reason, please let us know as soon as possible what your
company intends to do to rectify this situation.

kokk

The performance of your shipping department over the past number months has been,
in a word, poor. Of number shipments we received since date, number have been late
by at least number days; number have been incomplete; and number have included

items we did not order.

These errors have cost us time and effort and have inconvenienced our customers.

They have simply got to stop happening.

28



I'd like to hear what you've got to say about this situation, how you account for it, and
how you plan to deal with it. A written response is not necessary, but I do expect a

phone call at your earliest convenience.

%k okk

During this quarter or other time period we have placed number orders with you. Of
that number, number included errors: incorrect quantities, incomplete shipments,

wrong items, and unauthorized substitutions.

These habitual mistakes have cost us money, time, and effort. I'm sure they have cost
you plenty of the same as well. Neither of us can continue to tolerate this situation.
Please give me a call at telephone number to discuss the problem. If we are going to
continue doing business together, I need to hear your plan for correcting this very

serious, very costly problem.

% okk

We are sorry to have to inform you that the bulk of the acrylic loungewear (button-
front robe with V-neck; our order no. SSLW-V2) that was delivered is not up to the

samples which we received on March 15.

On comparing the loungewear received with the samples, we were unpleasantly
surprised to discover that the models are not the same high quality. We can only
assume that a mistake was made and that the loungewear we ordered has been

wrongly delivered.

We cannot accept this delivery because we pride ourselves on the fact that our stores
carry only the very best quality in ladies' fashions. For that reason, we must ask for
replacement of this entire collection. Please let us know what you wish to do with this

order.
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II. BeinmosiHuTe npeanepeBog4ecKui aHaau3 TeKcToB. IIncbMeHHO nmepeseaure

HX HA PYCCKMH A3BIK.

Letter 1

Mr. Gene Russel

Customer Service Supervisor, Billing Division
Alpha-Omega Healthcare

P.O. Box 1125

Blue Bell, Pennsylvania 19422

Mr. Russel:

I am writing to you to clear up a persistent and frustrating problem that I have had
with Alpha-Omega Healthcare. Last week I received the enclosed letter from your
Provider Payment Department, informing me that you are unable to pay a claim for
diagnostic services performed on my wife, Lois Ketchum, at the Wycliffe
Clinic/Department of Radiology and Oncology on April 15, because you do not have
a referral from my primary care physician for those services. I do not need a referral
for these services, and Alpha-Omega’s own Contract Holder Group Agreement, a

legally binding contract, specifies this.

The diagnostic service my wife had performed last month was a hysterosalpingogram
(HSG). If you will reference your own Infertility Services Agreement, effective
January 1, 20XX, you will see that the hysterosalpingogram is a procedure that is
covered by your company without a referral. In case you do not have ready access to
your own legal documents, I have enclosed a copy of this contract and have
highlighted the pertinent information for your ease. You will kindly note that the
HSG test, item number D.6 on your Infertility Services Amendment, does not need a
referral if diagnostic services are performed by a participating provider. Dr. Carpenter
at Wycliffe Clinic is such a provider, and her office did perform the HSG for

diagnosis only.
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Pardon my writing at such length, but my wife and I are increasingly frustrated with
your company. We have been exceedingly conscientious about following your
insurance agreements and referral procedures. My wife has spoken to many
representatives in your member services departments in an attempt to find out
precisely what benefits we were entitled to receive. When those staff members were
unable to assist her, she spoke to supervisors in an effort to get a copy of your
coverage contracts. On several separate occasions, she was told that either no such
document existed, or that she could not receive a copy of it. Finally, a supervisor sent
her a copy of the coverage contract. We have not had any services performed that are
not listed under the Direct Access Specialist Benefits section, and the only services
we have had performed were for diagnostic purposes only. We understand that
treatment of infertility is a separate issue from diagnosis, and that certain treatment
procedures are not covered by your company. Alpha-Omega does not seem to
understand its own policies, and we have had to pay the price in lost time, mounting

aggravation, and emotional duress.

You can rest assured that we will be changing our insurance company as soon as
humanly possible; I would not recommend Alpha-Omega to anyone unless I had a
personal vendetta against them. We will also be filing a formal complaint with our
state’s Commissioner of Insurance.

Infertility is an emotionally draining and sensitive medical problem. Alpha-Omega’s
involvement in this process has been marked by incompetence, insensitivity, and
misinformation, and has made a difficult time more troubling.

Shame on you.

Harry Ketchum
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Letter 2

Mr. Lawrence E. Tribune
Tisk-a-Disk, Inc.

43 Software Center Turnpike
Framingham, New Hampshire 43456

Dear Mr. Tribune:

For the last several months, my customers at the store have been returning Tisk-a-
Disk Double-Sided, High-Density 3.5-inch floppy computer disks. Never before have
I had such a problem with one of your products. The complaint is the same for
virtually all dissatisfied customers: The casing for the disk falls apart soon after the

disk is removed from its sleeve.

Imagine the trouble this situation can cause my customers, Mr. Tribune. What if they
lose valuable data that they have stored on these disks? Have you been getting similar
complaints from other retail outlets? Perhaps the latest shipment of disks I received is
an isolated case of poor craftsmanship. If not, then I will have to discontinue carrying

your disks and stock another company’s.

I’ve shipped to you what I had remaining in stock of disks. There are 100 packages
with 10 disks each, which makes a total of 1,000 disks. I am returning these disks
since I am concerned the same unraveling problem might occur. Since the wholesale

price is 69.5 cents a disk, please credit my account for $695.

Please call me when you’ve assessed this problem and let me know Tisk-a-Disk’s
plans for correcting the situation. I look forward to hearing from you in the next

couple of days.

Cordially,
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Justin L. Raisch

Letter 3

Mr. Oscar B. Crum
Crum Notepads, Inc.
467 Scholarly Way
Tuskin, Alabama 32345

Dear Mr. Crum:

As you are probably aware, The Armchair Reader’s Review orders a significant
amount of supplies from your company.We are pleased with the quality of the
products, particularly the reporters’ notebooks you manufacture. But [ am writing you
because of difficulty I am having with your sales representative assigned to our

territory, Mack Mclntyre.

While we do make frequent purchases from your company, we have time and time
again requested that Mr. McIntyre deal directly with our office manager for product
ordering. We have asked that he call to set up an appointment before arriving on the
scene. On many occasions, Mr. Mclntyre has simply shown up at our offices. Often,
even when he has already met with the office manager, he approaches our writers and

editors directly to encourage them to buy your products or have them ordered.

I must ask that Mr. McIntyre follow the procedure we have clearly outlined for him
to use in approaching us for orders. His method of ‘cutting through the red tape’’
results in time away from work that our writers and editors need to get done. By
having our office manager handle the ordering, we have centralized that function. |

am sure you can understand why this procedure is important to us.

While we let Mr. Mclntyre know about the appropriate procedure when he first took

on this sales territory, he has continued to fail to follow it. Many of our editors and
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writers are up in arms about the disruption and continue to complain to me about his
direct sales approaches.

As I mentioned, we are very pleased with your products. We are also pleased with the
speed and efficiency with which you handle orders. We are not looking to make life
difficult for Mr. MclIntyre. We simply ask that you speak to him about following the

procedure that we have established here.

Cordially,

Kate McGuffie

Letter 4
65 Market Street
Val Haven, CT 95135

June 30, 2004

Customer Service

Cool Sports, LLC

8423 Green Terrace Road
Asterville, WA 65435

Dear Sir or Madam:

I have recently ordered a new pair of soccer cleats (item #6542951) from your
website on June 21. I received the order on June 26. Unfortunately, when I opened it I
saw that the cleats were used. The cleats had dirt all over it and there was a small tear

in front of the part where the left toe would go. My order number is AF26168156.

To resolve the problem, I would like you to credit my account for the amount charged

for my cleats, I have already went out and bought a new pair of cleats at my local
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sporting goods store so sending another would result in me having two pairs of the

same cleats.

Thank you for taking the time to read this letter. I have been a satisfied customer of
your company for many years and this is the first time I have encountered a problem.

If you need to contact me, you can reach me at (555) 555-5555.

Sincerely,

Ken Thomas
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Cover Letters

A cheque, a contract or any other business paper sent by mail should always be
accompanied by a letter. The letter says what is being sent so that the recipient knows

exactly what you intended to send.

Sample Letter
7260 Vista Drive
Denver, CO 80030

March 3, 20XX

Thomas Randolph, Senior Geologist
Gigantic Resources

One Mountain Plaza

Phoenix, Arizona 99065

Dear Tom:

I enjoyed our telephone conversation this morning and was interested to hear about
the opening for an exploration geologist at Gigantic Resources. As you requested, |
am faxing you a copy of my resumé. I will also be mailing you a copy for your

permanent files.

As I mentioned during our conversation, I am a petroleum geologist with seven years
of experience in the Rocky Mountain region. Currently, I am working for Weaver Oil
and Gas as their manager of geology. My duties include both prospect generation and
sales. I have strong technical abilities and sound written and oral communication

skills. Due to family considerations, I am very interested in relocating to the Phoenix

arca.
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I look forward to meeting with you on April 1. If you wish to contact me before our

interview, you may reach me at 303-555-5792.

Thank you again for the information you offered me on the telephone this morning.

Sincerely,
Karl Davis

. [IpuBenuTe pyccKkne COOTBETCTBHS IS CAETYIONIUX BhIPAKeHHIA.
. We are pleased to enclose...
. We have pleasure in enclosing/sending...

. We enclose.../ We are sending

I

1

2

3

4. Enclosed you will find...
5. Please find enclosed/attached...

6. We send/are sending you herewith...

7. Enclosed are the original and one copy of the contract...
8

. Attached for your consideration is our Annual Report covering.../showing.

II. BpinosiHMTEe YCTHBIA NEpPeBOA C JHUCTA NPUBEACHHbIX HUKe (PparMeHTOB

ACJTOBBIX ITUCEM.

L

I am interested in a part-time position with American Academy of Family Physicians

as an editor.

My writing and editing experience include newspaper copy, manuscripts, advertising

copy, books, brochures and training manuals.

My resumé is enclosed. If you have questions or need more information, please call

me at 555-4866.
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kokk

Enclosed is my check for $27.22 to cover payment of stationery supplies I purchased
from your company. You’ll notice that the amount does not match the amount stated
on the invoice dated April 30, 20X1. This is undoubtedly because my check of May

5, 20X1, was not credited to my account.

Please call me if there is any problem with my account. If I do not hear from you I
will assume that my account has been paid in full.

sekosk
Enclosed are two copies of a representation agreement. Please countersign one copy

and return it to me. Of course if you have any questions, feel free to call.

I’'m delighted that we’ll be working together, Adrienne. I look forward to a long and
productive relationship.

skekosk
Enclosed are printouts of the results of the calculations you requested for the
insurance rate of return if you were to buy term insurance instead of whole life and
invest the difference in cost. I used our new five-year renewable and convertible term
rates, which include a $40 policy fee.

sk
Enclosed for your review is an edited copy of your article, which will appear in an
upcoming issue of Guam City Magazine. Please look it over and telephone me in the
copyediting department within 72 hours. Alert us to any factual inaccuracies. We will
not be able to accept substantive editorial changes at this time, owing to the time

constraints of our production schedule.

Your immediate attention to this matter will expedite our production process. You

need not mail back the enclosed copy.
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II1. BeinoyiHuTe NMpeanepeBoI4ecKuil aHaau3 TeKcToB. [IucbMeHHO nmepeseaurTe

HUX HA PYCCKMH A3BIK.

Letter 1

Zarcon Laser Systems
80000 Orange Blossom Dr.
Boston, MA 02174

March 15, 20XX
Tony Blumenthal, Realtor
The Winstead Building, Suite 400

P.O. Box 46758
Boston, MA 02180

Dear Tony:

Two copies of the revised six-month leasing agreement for the Zarcon Laser Copier

IT are enclosed. I'm pleased you are happy with its performance.

The yellow highlights on one copy reflect the changes that we addressed in our
March 14 conversation. Please indicate any additions or omissions in the margins and

initial and date each correction. I will review the copy and get back to you by April 5.

If the current changes meet with your approval, please sign at the “X” on page 3 of

the unmarked copy and return it in the SASE by March 29.

If [ may clarify or help in any other way, Tony, please call me at 555-3993.
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Sincerely,

Lee Webster
Senior Account Executive

Enc.

Letter 2

Rocky Flats Physics Facility
2367 Central Avenue
Albuquerque, NM 87106

February 16, 20XX

Joseph P. Harlow, Ph.D.
Defense Engineering
784 Trinity Dr.

Los Alamos, NM 87544

Dear Dr. Harlow:

Your inquiry regarding our services is welcome. I am enclosing a brochure that will
summarize our optics program for infrared conductors and the surface lab work we

do.

If you will send us similar literature from your agency, I can be more specific about

what we can do for you.

I will call you later this week to answer any questions. Thank you for your interest.

Sincerely,
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Zack A. Bromley, Ph.D.

Enc.

Letter 3

William Hennings Accountants
Drawer NN
Burlington, NC 27216

December 10, 20XX

Linda Maple
77 Cherry Brook Terr.
Burlington, NC 27218

Dear Linda:

Y our projection for the possible Grantor-Retained Income Trust (GRIT) is included

with this letter.

You may also want to investigate Grantor-Retained Annuity Trusts (GRATSs) and
Grantor-Retained Unitrusts (GRUTS). I have taken the liberty of including a

pamphlet describing these options in more detail.

Please let me know if I may clarify anything for you. We could meet any time next
Thursday at your convenience to discuss which trusts best suit your assets and family

situation.

Sincerely,

Davis C. Cernicek
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Announcements / Notifications

According to the Webster’s New World Dictionary, the verb “announce” means “to
declare publicly; give notice of formally; proclaim.” The key to announcement is
news — you are telling others something important, new, and relevant to their

interests.

Sample Letter
Unlimited View

1854 Vision Lane ¢ Arlington, TX 76016

September 15, 20XX

Marlene T. Thompson
Director of Sales
Omni-Optical Co.

334 S. 114th Ave.
Dallas, TX 75218

Dear Ms. Thompson:

Unlimited View will start its winter sales campaign on November 1.

In the past, this campaign has enabled Omni-Optical to offer its customers a wide
selection of products at very competitive prices. It is an outstanding way to attract
new customers and build traffic for your business. I have enclosed a sheet explaining

all of the particulars along with our latest catalog.

I will call you within the next 10 days to answer any questions you have about the
program and take your order. All orders have to be in by October 15. As always, it is
a pleasure working with Omni-Optical.
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Sincerely yours,

J. Kelly Bandman

Sales Representative

I. IlpuBeauTe pyccKUe COOTBETCTBUSA JJIA CJACAYOIIMX BHIPAKEHUM.
1. We wish to inform you that...

2. We have pleasure in informing you that...

3. We would like to inform you that...

4. We are writing to inform you that. ..

5. We wish to notify you of...

6. We wish to take this opportunity to inform you that...

7. We are pleased to announce that.

II. BplnoJiHMTE YCTHBIM INEpPeBOA € JHMCTA NMPHUBEICHHBIX HMKe (PparMeHTOB
J€JI0BBIX MUCEM.

skekosk
After many years of service to you, we are forced to change our credit terms effective
February 26. Because of the increase in the cost of capital, changes in manufacturers’

terms, and the general cost of doing business, this decision has become necessary.

Our new terms are: 2% discount if paid within 10 days from date of invoice and net
30 days from date of invoice. The terms for all contracts are net 30 days from date of
invoice, no retainage. A late finance charge of 2% (minimum charge $1.00) per
month will be assessed on that portion of any account beyond 30 days. This is an
annual percentage rate of 24%.

skekook
Mr. Simpson, our Stradivarius Violin Slide Show Tour of the Factory was extremely

well received. In fact, we’ve had so many requests for a repeat performance that
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we’re having another presentation so that other family members and friends can

attend.

Please register for the presentation on April 14 by filling out the enclosed form
indicating what time of day you would like to attend. Also include the names and
addresses of friends you would like us to invite to this or future presentations.

sekosk
We are pleased to announce that as a result of our recent expansion into our new
facilities in Boonton, New Jersey, we are now performing all repairs of household

appliance products sent directly to New National at the following two locations:

New National Corporation New National Corporation
312 West Main Street 43 Lorraine Terrace
Boonton, New Jersey 60070 Diego, California 41772
ATTN: Appliance service ATTN: Appliance service

The only exceptions to this policy are discontinued products for which parts are no
longer available. Should we receive a product that we are unable to repair due to lack
of parts, we will return it to you unrepaired, at no charge.

skkook
The Review is pleased to officially announce the appointment of Larry T. Letz as

southwest sales manager and Sally Phenon as managing editor.

Larry has worked for the past two years with financial advertisers to our publication
in the southwest. He brings a keen understanding of the financial services industry
and is anxious to work with each of you to define and meet your marketing

objectives.

Sally comes to The Review from The Journal of Financial Services Marketing where
she covered the financial industry as a news editor. Sally has also been a staff writer

for both United Press International and Associated Press.
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As part of our continuing strategy to foster growth and to improve our ability to
provide value to our customers and to our factories, we will be establishing a new
Headquarters Marketing Division. The initial focus of the Division will be to analyze
industrywide trends, determine market and technology shifts, and create strategic

Marketing roadmaps that support our product groups and customers.

Effective February 1, Mike Jones will take the lead in creating this new Marketing
function. Mike will develop a project plan and initial staffing requirements for this
organization. He will continue to be located in our Los Angeles, California, office.
Please note that the product marketing and management functions in each of the

product groups will remain with their current organizations.

II1. BeinosiHuTe NMpeanepeBoIYecKril aHaIU3 TeKcToB. IlucbMeHHO nepeseaure

HX HA PYCCKMH A3BIK.

Letter 1

TO: All Managers

FROM: Matt Kowalski, Chairman and CEO
DATE: October 27, 2003

SUBJECT: Mandatory XYZ 1200 Training

The purpose of this memo is to announce the mandatory XYZ 1200 General

Awareness Training program for all employees working in the Chicago facility.

XYZ is an international federation promoting the development of international
manufacturing, trade, and communication standards. XYZ 1200 is a series of
standards that provides a framework for managing environmental impacts of an

organization.
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This company has committed to be a worldwide leader in the implementation of XYZ
1200 and our goal is to certify the Chicago facility by March 31, 2004. Our
preliminary assessment is scheduled for January 12—13, 2004 and our certification

assessment is scheduled for the week of February 21, 2004.

To ensure that every employee understands this environmental management system,
the Corporate Environmental Department has instituted an XYZ 1200 General
Awareness Training program. This program is a very important component of the
XYZ 1200 Implementation process and is designed to prepare you for the auditor’s

questions.

I am, therefore, requesting that all personnel working in the Chicago facility attend

one of the training sessions. You have been scheduled to attend as follows:

Date: Monday, November 15, 2003
Time: 2:00 p.m.—3:00 p.m.
Place: Main Building, 1st Floor

Please make every effort to attend the session you have been assigned to. If you have

an unavoidable conflict, please contact the Training Center to reschedule.

I am confident that this training program will contribute to a successful certification

audit.

Matt Kowalski

Chairman and Chief Executive Officer
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Letter 2

Dear Valued Customer:

After 18 years of serving the book-buying community, I am retiring. It is my pleasure
to announce all customer accounts and records will be merged with Research Books
Inc. in Madison, Connecticut. RBI is an excellent and very “user friendly”
publication supplier, and I am confident that all your needs for a responsive and

flexible service agent will be satisfied.

RBI has agreed to merge with us as of October 1, 2003. Research Books Inc. has

been in business for 15 years, and like Barton, is woman-owned.

All of the employees here at Barton have conferred with RBI personnel to assure a
smooth transition. After retirement I will remain in regular contact with RBI to help

make sure your needs are met.

The Barton staff will fill orders we receive through September 30, and during

October through mid-November you can continue to reach us at our 800 numbers.

Orders placed after September 30th should be sent directly to the staff at RBI (please
see the contact numbers on the following page). Orders placed through the Barton
Web site will automatically be handled by RBI. Barton will transfer standing orders

and backordered items to RBI over the next few weeks.

While I look forward to my retirement, I will miss working for the many wonderful

customers I have been fortunate to serve.

All of us at Barton Business Services Inc. have enjoyed the relationships we have

built with our customers over the years.
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What a pleasure it has been to work with and for you!

Sincerely,

Patricia W. Sprecher

President

Letter 3

Dear Valued Supplier,

I am writing to inform you about an important step being taken by CBAC, Inc. In
order to continue with normal operations while the Company takes steps to improve
its business and capital structure. On October 1, 2003, CBAC, Inc. and certain of its
subsidiaries filed voluntary petitions for reorganization under Chapter 11 of the U.S.
Bankruptcy Code in the U.S. Bankruptcy Court for the Northern District of Anytown,
USA.

This action 1s designed to allow us to continue our normal business operations as
CBAC, Inc. takes the time to restructure its financial obligations and takes steps
toward a stronger future.

Let me explain what today’s action means for your company:

CBAC, Inc. is continuing to conduct business as usual. All our facilities are open for

business and serving our customers.
CBAC, Inc. is providing its customers with our full range of goods and services, just

as we always do, so we don’t expect any reduction in our orders with you or any of

our other suppliers.
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The Bankruptcy Code prohibits the Company from paying any obligations to its
creditors that arose prior to October 1, 2003, unless specifically approved by the
Court. These obligations, referred to as prepetition claims, are subject to the
completion of the bankruptcy proceeding, and will be settled in accordance with the

terms of a Chapter 11 plan of reorganization.

However, under the guidelines of Chapter 11, the Company’s vendors are afforded
“administrative” status for all shipments received by CBAC, Inc. subsequent to the
Chapter 11 filing. As a result, these shipments will be paid for in the ordinary course

of business.

We believe it is in the best interests of both our companies to continue to do business

on the same terms and conditions we’ve had in the past.

To ensure that CBAC, Inc. has adequate funds to continue operating in a business-as-
usual manner throughout the reorganization process, CBAC, Inc. has obtained $8
million interim cash funding and commitments for $25 million in secured debtor-in-

possession financing from a group of institutions led by Doe Finance.

We have been working very hard to address the significant financial challenges faced
by CBAC, Inc. While the restructuring plan we put in place last March has met with
some success, CBAC, Inc. continues to be subject to many of the same financial
pressures that originally led us to develop that plan. This action is the best option to
allow us to continue with business as usual while we put CBAC, Inc.’s businesses on

a solid financial footing for the future.

Although we cannot predict at this time exactly how long it will take to emerge from
Chapter 11, we are determined to work through the process as quickly as possible and
emerge as a stronger business entity. To achieve this objective, the Company needs

the support of its vendors. We value you as a supplier and are committed to

49



continuing our longstanding business relationship with you. We appreciate your

support.

As always, if you have any questions, please do not hesitate to contact us. Additional
information about our Chapter 11 filings is available on CBAC, Inc.’s Web site at
www.CBAClInc.com.

Sincerely,

Paul Robinson
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Invitations

Invitations contain lots of details and information — aside from logistics like time,
date, and place, your reader will need to know the details/reasons for the invitation
and they will need to know how to respond. Carefully crafted invitations spell out all

the specifics and make the recipient feel special.

Sample Letter 1
Erskins and Co.
985 Washington ¢ Boise, ID 83805
555-8800

October 1, 20XX
Carmen and Ted Schmitt
800 Lander Lane
Meridian, ID 83642

Dear Mr. and Mrs. Schmitt:

You are cordially invited to a formal dinner in honor of Samuel Whitters on October

21, 20XX, at 8 p.m. at the Boise Hilton.

Mrs. Schmitt, as you are an associate of Mr. Whitters, we would like you to speak
briefly about his work in the lumber industry. If this is possible, please let me know
within the next week.

Please note that this is a black-tie event. RSVP with the names of those attending by

October 14.
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Sincerely yours,

John Randall III

Chairman, Social Committee

Sample Letter 2 (letter accepting invitation to speak)
Mrs. Katherine R. Kicker

Wonderful Writers of the South Club

432 South Beauty Drive

Eufala, Alabama 34321

Dear Kate:

Thanks very much for your letter of May 28. I would be delighted to take part in the
workshops you asked me to speak at at your convention. As you requested, I’'m

enclosing two photographs.

As for the biographical sketch: I am the president of the Lawrence R. Lamatin
Agency, which represents authors of general adult and young-adult fiction and
nonfiction. Previously, I was an agent with Global Agents of America. Before
becoming an agent, I was a senior book editor with Andoris Publishing Company,
Fun Books, and Wonderful Reader, Inc. I’'m the author of a nonfiction book, How to
Read Your Way to Fortune, as well as a number of articles on writing and publishing
for various magazines. I live in Wisconsin with my wife, Coral Phlange, an actress,

and our daughter, Penelope.

I have enclosed a brief summary of my workshop speeches.

Please let me know if there’s anything else I can provide. I very much look forward

to meeting you and to attending the conference.
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Sincerely,
Lawrence R. Lamatin
enc.

. IIpuBeauTe pycckue cOOTBETCTBMSA s cjeayomux ¢pas.

. You are invited to the prestigious annual (name) awards dinner...
. We look forward to seeing you in July...

. We extend a warm invitation to you to...

. We hope that you will be able to join us...

I
1
2
3
4
5. (Name) requests the presence of (name) on the occasion of...
6. We congratulate you on . . . and extend to you an invitation to join...
7. We therefore extend a cordial invitation to you to join...

8. We shall be very pleased to see you...

9. Thank you so much for your kind invitation...

10. Many thanks for your kind invitation to participate in...

11. I appreciate you invitation to ..., but....

II. BplnoJiHMTE YCTHBIM IEepPeBOA € JHMCTA NPHUBEICHHBIX HMKe (PparMeHTOB
€J0BBIX MUCEM.

sksksk
Mark Nilton, the president of Andoris Products, Inc., joins with me in inviting you
and Jacob to cocktails and dinner at 6 P.M. on Wednesday, June 30, 20X6, at the
House of Fine Foods Inn, 23 Berkely Street, Boston, Massachusetts.

While the evening will be principally social, I do expect that Mark will have some

informal remarks to make after dinner on a topic of interest to the gathering. We

anticipate about 30 good friends of the company joining us for the evening.
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kokk

The quarterly meeting of Structural Innovations, Inc. will be held on October 1,
200X, in the Wycliffe Room at the Windham Estates Meeting Complex in Bradford,
Washington. The meeting will begin promptly at 8:00 A.M. and will end by 6:00
P.M. Breakfast and lunch will be served.

Our keynote speaker, Jacques de Boeuf, will discuss the topic ‘‘Modernizing Antique
Fac,ades.”” As you are well aware, the modernization of existing structures is a key
aspect of our business plan for the 200X—200X fiscal year. I have included a meeting
program to familiarize you with important issues facing Structural Innovations. I
hope you will be able to attend the meeting and Mr. De Boeuf’s presentation.

sekosk
Many thanks for your letter of September 20 and your kind invitation to participate in

your conference in February. Unfortunately, I will be unable to attend.

I do appreciate your having thought of me. I hope the conference is a great success.
sekosk

Thank you so much for your kind invitation to address the first-year medical students

at The Bayou College of Medicine, February 3—5. I would be delighted to attend and

am prepared to speak at the seminar entitled, ‘‘Andrology: A Brave New World.”” 1

understand that I should arrive at your campus by 1:30 P.M. on February 3. Will you

send me information on lodging opportunities in the area?

I am sure that the young men and women in your medical program appreciate your
efforts to have practicing doctors speak to them about the practice of medicine, just as
I appreciate your choice of me as speaker for this seminar. The field of andrology is
an important one and deserves publicity, and I am glad that you have included it at

length in your program.
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II1. BeinoyiHuTe NMpeanepeBoI4ecKuil aHaau3 TeKcToB. [IucbMeHHO nmepeseaurTe

HUX HA PYCCKMH A3BIK.

Letter 1
Greater Pittsburgh Family Fund
760 Allegheny Dr. « Mt. Lebanon, PA 16301

July 1, 20XX

Larry M. Grimschaw
993 White Water Way
Mt. Lebanon, PA 16301

Dear Mr. Grimschaw:

We of the Greater Pittsburgh Family Fund would like to invite you to chair the Health
Committee for 20XX.

The Health Committee disburses funds to help families that have exhausted all other
medical resources. We are asking you to chair this committee of eight people for one

year.

Your leadership and organizational skills are essential for our continuing success. As
a committee member last year, your dedication to health was apparent. Here is your
chance to make a difference in the lives of families in desperate need. We need your

combination of compassion and competence in directing the Health Committee.

Presently, the committee meets weekly to review requests and act on them.

Additionally, you would need to prepare a monthly disbursement report to be
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presented to the Greater Pittsburgh Family Fund’s monthly Steering Committee. You

would report directly to me.

Thank you for considering this offer. Please let me know by July 15, 20XX, if you

are able to take this position. I look forward to working with you.

Sincerely yours,

Coretta Marshall

General Chairperson
Letter 2
Enterprises, Ltd.

345 Waconia Rd. ¢ Denver, CO 80023
June 5, 20XX
Leonard Takamoto
5699 Mission Highway
Bismarck, ND 58578

Dear Mr. Takamoto:

We at Enterprises, Ltd. would like to ask you to speak at our Annual Stockholders’
Meeting on August 10, 20XX, in Denver.

Your reputation as an entrepreneur in the field of small businesses interests us. As

you may know, Enterprises, Ltd. acts as a clearing house for small businesses and

supplies ideas and seed money for new small businesses. Your recent article in
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Success speaks to the topic that we would like our stockholders to hear: “The Future

of America Lies in Its Small Businesses.” We hope you will consider this offer.

Thank you for your time. Attached is a sheet outlining all of the particulars:
remuneration, schedules, hotel and airline arrangements. Please let me know by June

15 if you will accept this speaking engagement. You can reach me at 208-555-7793.

Sincerely yours,

Hal J. Martinson

Executive Administrative Assistant

Letter 3

Community Valors

642 Rocky Mountain Road ¢ Denver, CO 80023

September 14, 20XX

Mary E. Marius
866 Aspen Place
Denver, CO 80025

Dear Ms. Marius:

As a new resident of Denver, wouldn’t you like to get to know the city and its people
better? Then consider the service and networking opportunities Community Valors

could provide you.

We meet monthly to plan service projects that improve life in Denver. You have

already seen our trademark red vests on the job at the blood bank where you so
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generously gave of yourself last Friday. We are always looking for enthusiastic and
empathetic people to participate in our organization. We think you meet the

qualifications!

Some of our projects this past year have included establishing a food and toiletry
pantry for people with AIDS, tutoring for people whose second or third language is
English, and emergency aid to people suffering from disaster, disease or distress.
Each project is funded by membership dues of $90 per year and special contributions

from area businesses.

Our annual membership drive began this week and runs through the end of
September. We invite you to become part of the largest volunteer service
organization in the state. May we call upon you to ask any questions you may have
about Community Valors and to encourage you to join our efforts? Please send the
enclosed postcard to us now. We promise to serve your interests and find outlets for

your talents in Community Valors.

Sincerely,

Mac Williams and Beth Tomasic

Membership Drive Co-chairs
P.S. Save some time so you can begin sharing your time: Send your membership dues

in with the postcard, and we’ll get you into a project right away. We have a red vest

waiting for you!
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Letters of Recommendation and Introduction

There are two specific types of letters of recommendation. In the first type, a friend or
colleague asks you to write a “generic” letter of recommendation. It is not for a
specific job or employer, but meant to be a general reference she can show to
interviewers if asked for such a letter.

In the second type, the employer asks the candidate for references, and the candidate
gives your name. The employer then asks you whether you recommend the person,

and why.

Sample Letter 1

Hirsch & Hirsch

Attorneys at Law

1005 Grand Avenue, Suite 300
Kansas City, Missouri 64106

March 13, 20XX

Mr. Kevin Doerter, City Manager
City of Burlington

P.O. Box 490

Burlington, KS 66839

Dear Mr. Doerter:

Elizabeth Kidder, who has applied for the position of city clerk/finance director for
the city of Burlington, has asked me to provide you with a letter of recommendation.

I am pleased to comply with her request.

Ms. Kidder was the personnel clerk at the City of Olathe, Olathe, Kansas, when |
began as personnel director in September 20XX. I found her to be very capable.
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During the two years that she reported to me, Ms. Kidder was extremely skilled in
handling the administration of all office functions, which included supervising the

part-time clerk.

Ms. Kidder is a self-starter, a capable and efficient supervisor, and an exceptional
worker. I give Ms. Kidder my highest recommendation. She would be a valuable
member of your team.

Sincerely,

James W. Davis

Partner
Sample Letter 2
Campbell, Wilson and Sons

472 Captain’s Drive * Boston, MA 02031
October 7, 20XX
R. H. Wing
333 B. Ave,, E.
Lincoln, NE 68530
Dear R.H.:
I would like to introduce James N. Glandorf, who will be moving to Lincoln in

November. As a fellow Pi Kappa Kappa, would you consider him for a position with

your firm?
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Mr. Glandorf worked in our law office during this last year. He was given the
assignment of divorce cases, which he handled extremely well, and was well on his
way to establishing himself as one of the best divorce lawyers I have ever seen.
James was in line for a partnership here also but wanted to return to his native
Nebraska, which I understand, being a Midwesterner myself. I have enclosed a
reference from each of our partners. I’'m sure you’ll find that all of us held James in

the highest regard.

Please take time to read the references, and extend our greetings to James when he
arrives. | have promised him nothing but am sure that you will help him in any way

that you would any other fellow Pi Kappa Kappa.

Sincerely,

George R. Campbell

Senior Partner

I. IlpuBeauTe pyccKue COOTBETCTBUS JJISA CJACAYIOIIMX CJI0B M CJI0BOCOYCTAHUH.
I highly recommend; enthusiastic; a valuable team member; resultsoriented; self-
starter; hard-working; leadership qualities; bright; personable; eager to succeed;
extremely knowledgeable; experienced: can heartily recommend; have observed
continued professionalism/performance/maturity; have worked with/known for X

years; I hope the two of you can benefit from the acquaintance.

I1. BeinmosiHUTE YCTHBIN NEPEeBO/ € JIUCTA.

Aok ok

I have been privileged to know Ms. Sullivan for three years in my role as managing
supervisor at Perceval, McKormick Manufacturing. I am currently director of

business products.
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While Ms. Sullivan reported to me at Perceval, McKormick, I found her management
abilities to be invaluable in helping me to establish Perceval, McKormick as a leader
in the office products market. Her conscientious effort and cooperation in doing
professional, high-quality work were appreciated.
skkook

Ms. Zeno, I am writing to you in response to your request for a recommendation of
Mr. William B. Trombond, who worked for me in the bookkeeping department of
Big Buildings Corp. He was not a clerk when he worked for me, however, but rather

a bookkeeper. I am not qualified to comment on his capabilities as a clerk.

Bill was an average bookkeeper. He is a pleasant person who got along well with his

fellow employees.

He also seemed enthusiastic about his job in the bookkeeping department. His

attitude toward his work and his cooperation were above average.

If you need any further information from me, please let me know.

skkook
Elizabeth Kidder, who has applied for the position of City Clerk/Finance Director for
the City of Burlington, has asked me to provide you with a letter of recommendation.

I am pleased to comply with her request.

Ms. Kidder was the personnel clerk at the City of Olathe, Olathe, Kansas, when 1
began as personnel director in September 20XX. I found her to be very capable.

During the two years that she reported to me, Ms. Kidder was extremely skilled in
handling the administration of all office functions, which included supervising the

part-time clerk.
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Ms. Kidder is a self-starter, a capable, efficient supervisor and an exceptional worker;
I give Ms. Kidder my highest recommendation. She would be a valuable member of
your team.

sekosk
Ann Morgan, a young engineer who took my process design seminar given for
AIChE last summer, has asked me whether I can put the two of you together, so that
you might consider granting her an interview for a position in your process control

department.

You know that I am a rather tough instructor, so it means something when I tell you
that Ms. Morgan has an exceedingly strong grasp of process design and control —
especially considering she is just two years out of college. By the way, she showed
me her transcript, and was a solid B+ student at Brightwater Tech, which, as you

know, has one of the best programs on the East Coast.

My department is overstaffed and, since the acquisition, half of our work is being
moved to the California location. If this were not the case, and we were looking to

add personnel, I would make Ms. Morgan an offer tomorrow.

II1. BeinmoyiHuTe NMpeanepeBoI4ecKuil aHa M3 TeKcToB. [IucbMeHHO nmepesenurTe

UX HA PYCCKHMH A3BIK.

Letter 1
GRANT WOOD HIGH SCHOOL
319 30th St. S.E. « Cedar Rapids, TA 52403

January 16, 20XX

Linda A. Hagerman, Principal

Thomas Jefferson High School
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788 Muscatine Ave.
Iowa City, 1A 52240

Dear Ms. Hagerman:

It is with great pleasure that I recommend Mary Alice Westerly for the physics

position at Thomas Jefferson.

Mrs. Westerly taught at Grant Wood High School from 1978 to 1986, during which
time I was principal. Her primary teaching responsibilities were physics, chemistry
and ninth-grade general science. She was one of the best teachers we have ever had in
the area of science, and we were deeply saddened when she and her family moved to
Augusta, Maine. I can assure you that if [ had a teaching position open in science, |

would hire her. She is creative, deeply conscientious, professional and hard-working.

I strongly recommend her and am sure you will be more than satisfied with her

performance in the classroom.

Sincerely,

Tom Maxwell

Principal

Letter 2

Prospective Employer:

I am the Partner-In-Charge of Zephyr Industries, and am writing to recommend Tracy
Graduate. | have known Tracy Graduate through her work experience with our firm
during the past summer, when she served as an Auditor Intern in our New York

office.
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Tracy became immediately involved in the annual audit of Zephyr Industries,
conducting much of the historical accounting research required for the audit. In
addition to gathering the financial information, Tracy was instrumental in the
development of the final certification report. Tracy also participated in several other
smaller audits, including her instrumental role in the quarterly audit of ABC Bank,
where she developed several Excel macros to audit the inputs at the PC level. She
later further developed these macros for use in future audits, which we have

integrated into our Auditors Toolkit.

Tracy has shown the kind of initiative that is necessary to be successful over the long
term in the public accounting field. She has excellent forensic skills, yet remains
focused on the overall needs of the client. I believe she will be a strong Auditor and
has an excellent future in the public accounting field. She is a conscientious worker
and has an excellent work ethic. We would gladly have hired Tracy upon graduation

if she were open to the New York City area.

I recommend Tracy to you without reservation. If you have any further questions

with regard to her background or qualifications, please do not hesitate to call me.

Sincerely,

Terry Thompson
Partner-in-Charge

Letter 3

Mr. Joe P. Terno

Personnel Director

Abel & Dexter Public Relations
45 Tyrone Avenue

Touchstone, Arizona 09889
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Dear Mr. Terno:

You’ve asked that I give you an assessment of James Time, who worked here at
Preston & Sturges Advertising up until a couple of months ago. I am glad to oblige

your request.

We’ve organized our company into autonomous teams with each handling its own
client acquisition and servicing as well as profit-and-loss responsibility. Jim has
always contributed professionally and been a reliable and positive presence in our

company.

As you know all too well, the economy has hit the advertising business pretty hard
and we’ve had to reexamine every aspect of our business to ensure we were operating
as efficiently as possible. Unfortunately, Jim’s team was not profitable, and we made
the decision to shut down the operations of all unprofitable teams in an effort to
improve our overall bottom line. Neither Jim nor his fellow team members were

absorbed into other teams.

As aresult, Jim left Preston & Sturges to search for other employment opportunities.

Please call on me if I can be of more assistance.

Sincerely,

John Del.uca

Personnel Director
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TEKCTbI JLII CAMOCTOSATEJABHOU PABOTbI

JIst  caMOCTOATENIBHOIO IIMCBMEHHOI'O II€PEBOJA IMPEMJIAraroTCsl ayTEHTUYHBIE
IIACbMA HA AHTJIMMCKOM S3bIKE, HANMCAHHBIC HOCHUTEISIMU AHIVIMMCKOTO S3bIKAa W
WHOCTpaHIIaMH, BIAJCIOMIMMU 3TUM s3bIKOM. CTHib, opdorpadus ¥ MyHKTyanus
aBTOpPOB coxpaHeHsbl. [Ipuctynas k nepeBony, HEOOXOAUMO YCTAaHOBUTH BHUJI MMMCHhMA,
BBISIBUTh YacTHbIEe MpPOOJEeMBbl TEpeBoJa, OOYCIOBICHHbIE €ro crenuuKoil,

OMPENEIUTh CIIOCOOBI MTPEOIOJICHHS TPYAHOCTEH.

Letter 1

Dear Sir or Madam,

The SLI is an internationally oriented language school in the border triangle of
Germany, France and Switzerland. We offer intensive courses each year to people
from abroad. We are sending you the enclosed brochures from the International

Language Courses 2010 to introduce ourselves directly and personally.

Affiliated to the University of Freiburg, the Language Teaching Centre
(Sprachlehrinstut, SLI) is able to combine the expertise of an experienced teaching
staff with the benefits of modern technological resources such as our computer-
equipped language laboratory. Alongside general language courses at levels Al to C2,
our summer courses in August offer professional language courses, e.g. "German for
Tourism", "Business German" and "Training for teachers abroad". These courses will
enable your students to further develop and enhance specialised interests and skills.
In addition to intensive language instruction, our programme includes lectures and
seminars in the afternoons, accommodation for the duration of the course and
numerous extra-curricular activities including excursions to popular cultural
destinations in and around Freiburg. Our courses are particularly suitable for
intensifying language skills for the study of the German language and German
literature and culture; they provide a sound basis and invaluable preparation for
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academic studies at a German university.

Please do not hesitate to contact us by phone or e-mail if you are interested in our

programme. You can find our courses online on our webpage on http://sli.uni-

freiburg.de/internationale_sprachkurse.

We look forward to hearing from you.

Yours faithfully,

Sonja Dierks (PhD)

Director International Language Courses

Letter 2

Dear Mr. (name),

Let me introduce myself first: [ am Cristina Radulescu, recently employed by MCID,

in Jackson Mississippi, as project Manager (partially replacing Jesse Lutabingwa.)

I am contacting you regarding the next phase that we have to have with Amur
University. | have the chance to speak with Dr. Jesse Pennington regarding their next
visit to your University. He indicated that two professors from US will be able to
travel to Amur on the end of May, for 7-10 days. If this period is comfortable for you,
please let us know soon, and send us a draft agenda. I need to mention that this is the

best period for our professors to travel, because it will be around the Spring Break.

Let me know if it is something else that we should do! Also, I am going to call you

soon, even today.

Looking forward to hear from you,
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Christina Radulescu.

Letter 3

Dear chancellor of Amur State University,

I am writing to you to kindly consider participating IICM2009 conference. The
International Conference on Intellectual Capital Management (IICM2009) will be
held on 7-8 October 2009 in Zanjan, Iran. The preliminary objective for holding
International Conference on Intellectual Capital Management (IICM 2009) is
bringing together varied groups of people with different perspectives, experiences
and knowledge in one location. It aims to help practitioners find ways of putting
research into practice and researchers to gain an understanding of real-world
problems, needs and aspirations to identifying and surveying intellectual capital

development potentials, specifically in Middle East and Iran.

Accordingly, International Conference on Intellectual Capital Management
(ITCM2009) will be held to discover opportunities and disclosure the threats in
strategic management of intellectual capital. Reviewing the case studies and
experiences, diffusing and reflecting the participators knowledge in this field, round
table to share best practice and new theories about acquiring, assessment,
measurement, valuation, reporting, registration and laws related to IC, are some of

the other objectives.

The international conference on intellectual capital management (IICM 2009) invites
researchers, practitioners and academics to present their research findings, real work
in experiences, case studies and conceptual advances in any branch of the conference
topics. It seems to us, this conference should be useful for, and demand the
participation of University professors, postgraduate students especially in the field of
management, accounting, economy, law, sociology, communication, organizational

leaders, directors of scientific and research institutes, managers of knowledge and
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technology-based firms, finance managers, stock market experts and other
stakeholders.

Kindly, pay a look to "call for papers", "sponsorship" and "registration" at conference
website. For Sponsors and accepted papers lecturers, registration fee is free. I look

forward to receiving your and your colleagues' papers.

Best regards:

Dr. Jalil Khavandkar

Conference Chairman

Letter 4
Dear Information

Specialist:

Your organization is eligible to take advantage of a free 30-day trial of the IEEE
Computer Society Digital Library (CSDL). The CSDL provides you with access to 26
periodicals and over 3,300 conference publications, covering the complete spectrum

of computing.

The CSDL brings you the most current intelligence in newly emerging and
established areas of computing as well as seminal information and best practices in
the field. Whether your users need to conduct intensive research or just get a few
quick answers to a problem, they'll find what they need in over 300,000 peer-

reviewed articles and papers.

The CSDL is an outstanding value in tough economic times. Print subscriptions to the
periodicals alone would cost $21,555 US. But with CSDL, you get access to all
available periodical archives, plus an additional 3,300 conference publications for
just $17,135. We also have subset package options priced as low as $3,295 and

reduced pricing for qualifying institutions if you can’t afford the full collection:
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e Pick5 - Your choice of any 5 periodicals in the CSDL for only $3,295.

e Magazines Package - Get access to all 13 technical magazines in the CSDL for
only $6,575.

e Tier Pricing - USA and Canadian academic institutions with only
undergraduate programs may qualify for a 30% discount. Schools without 4-

year degree programs may qualify for a 50% discount.

e Consortium Pricing - Academic institutions may be eligible for consortium
pricing. Purchasing power parity discounts may also apply for schools in

qualifying countries.

e Multiple site discounts - Available for all institutions with more than a single

site location.

Experience all that the CSDL has to offer your organization through a free 30-day
trial. There 1s no obligation. Simply request your trial online at

www.computer.org/2009CSDL trial.

Sincerely,

Georgann Carter

Senior Manager, Digital Library

Letter 5

Dear Dr. (name),

It is my pleasure to extend an invitation for your institution to recognize one or two
your most exceptional faculty members at an international ceremony honoring faculty
who have contributed significantly to the improvement of teaching and learning in
higher education. This ceremony will be an important part of the International

Conference on College Teaching and Learning as we celebrate our 21st year at the

71



Sawgrass Marriott Golf Resort & Spa in Ponte Vedra Beach, Florida, April 19-23,
2010.

The awards ceremony luncheon will be held on Wednesday, April 21, 2010, during
which three different awards will be presented. The first, the Award for Innovative
Excellence in Teaching, Learning, and Technology will be presented to each
institution's nominee. The identification of the nominee is left to the discretion of
each institution, as long as the person is a full-time member of the teaching faculty
who has contributed in highly creative ways to the learning process through uses of
innovative learning strategies, technology, or other means and has been identified
through an institution-wide process. Each institution may also choose to have its
nominee considered for the Ernest L. Boyer International Award for Excellence in
Teaching, Learning, and Technology. This award recognizes exceptional faculty
achievements in enhancing the learning process. The recipient will receive an

honorarium of $5,000.

You are also invited to nominate a new faculty member for the Distinguished New
Faculty Award, sponsored by the International Academy for the Scholarship of
Learning Technology. This award honors ten new teaching faculties from around the
globe who have best demonstrated the ability to use new pedagogical techniques and
creative ways of thinking to successfully guide millennial students into the future.
Recipients of this award will be selected from a pool of candidates nominated by
institutions from around the world; selections will be based on criteria which include
scholarship, creativity, motivation, and that special something extra we can future

promise.

Each year the conference hosts more than 800 faculty in all academic fields from
colleges and universities throughout the world. In keeping with our tradition of
outstanding keynote speakers, this year's conference will feature keynote

presentations by celebrated author Gregory Maguire and world-renowned
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psychologist and psychometrican Robert J. Stemberg, and a featured presentation by
United States Poet Laureate Kay Ryan. The conference will also feature more than
300 faculty presentations and poster sessions, featured presentations by prominent
leaders and innovators in higher education, and more than 25 interactive, pre-

conference workshops.

Information about the conference is enclosed. Forms to register and to nominate a
faculty member for an award may be found on the conference Website at
www.teachleam.org. Please note that the deadline for receipt of nominations is
December 1, 2009. 1 hope to meet your faculty and your nominee(s) at the

conference.

Sincerely,

Steven R. Wallace, Ph.D.
College President

Letter 6

Dear Librarian,

I am pleased to enclose our 2010 Journals Catalogue. While our focus is broadly on
engineering/architecture/built environment/energy themes, there are other unrelated
titles so I hope you will take time to look through and see what we have that might

benefit the scholars and researchers you support.

You will see that, although many of our titles are long-established, we have started
several journals in 2009, and a number of new ones are due for 2010. In fact, this is a
reflection of the dramatic shifts in research patterns, across and within disciplines,
that is taking place at the moment. We see it as our job to provide relevant, high

quality forums for academics and other researchers to be able to communicate with
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each other, finding the people most interested in exactly what they are doing. Study

after study has shown that this is the highest priority for researchers.

Of course, our nearly 50 years of experience in serving the research community
means that we ensure our journals are not only necessary - not mere replications or
variations on existing titles - but that they are edited by significant figures in the
various fields, supported by distinguished editorial boards, and published papers are

properly peer reviewed too.

We are aware of the financial pressures on many libraries, around the world. It has
always been our policy to make our journals available at realistic prices - we firmly
believe we exist to serve the scientific community, not profit at its expense - but now
we are going much further. On page 14 of the catalogue you will see information
about our various 'packages' of journals: this 1s a way of getting substantial amounts
of research information at heavily discounted prices: I hope you will take advantage
of'it. And as well as a discount, there are other important advantages in buying in this
way - all the backfile is included free of charge, and content can be used throughout

an institution, even across different sites, for no extra.

To help cut costs even further, [ am always happy to discuss library consortia
possibilities with librarians. We are already making our content available at hugely
reduced prices in a number of countries, because of consortial relationships with

organisations like Knowledge Exchange, CAPES and CRKN, to name just three.

If you are not familiar with our company, details are at www.multi-science.co.uk
Specimen copies, tables of contents, abstracts of our journals can be seen at

wWWwWw.lngentaconnect.com/content/mscp.

Once again, | hope you will take time to look through the catalogue, and that our

material will benefit your researchers. Orders can be placed through your usual
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library agent, or direct with us. And, to contact me directly, email bill@multi-
science.co.uk. I am always pleased to hear the views of colleagues in scholarly

communication, or answer any questions you may have.

With best wishes,

W. Hughes

Director

Letter 7

Dear colleagues,

Our Institution, Alexandrio Technological Educational Institution of Thessaloniki
(North Greece), is a comprehensive Institution of Higher Education with over 20.000
students, studying in a wide range of courses. The emphasis is on a student-focused,

practice-oriented education.

My Department, Dept. of Early Childhood Care & Education, is aiming to increase
our international activities. That is why we are looking for new partners abroad, with
whom we can start take new initiatives. This Department offer students courses, such
as Early Education Pedagogy, Music and Movement Education, Drama Education,
Early Childhood Psychology (Social and Clinical), etc. We would especially like to
recommend ourselves because of our education philosophy, based on creative

teaching and learning.

We would like to cooperate in the field of student exchange and staff exchange at a
Bachelor level, under Socrates/Erasmus Programme (European Commission,

Department of Education and Culture).

We are especially looking for partners (Universities or other institutions for Higher
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Education) who have programs in the areas of Early Childhood Care and Education.
Although we have ties with partner institutions throughout the European continent,

we are, however, currently looking for new partners to extend our network.

If you need more information, please do not hesitate to contact me at the address
below.

Kind regards

Coordinator of Erasmus Programme

Evridiki Zachopoulou, Ph.D.

Associate Professor

Alexandrio Technological Educational Institution of Thessaloniki Department of
Early Childhood Care and Education

P.O. Box 141

Sindos 57400

Thessaloniki

QGreece
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HPUJIOKEHUE

Ilpunoswcenue 1

K.]'II/I]_[Ie, BBIPAKCHUA U NPCAJI0KCHUA, IT0JE3HbIC 1JIA JeJI0BOM HNEePECIUCKHA

AHIJI0-pyCcCKHe COOTBETCTBHUSA

Acknowledgment

YBeaomiienue

It is very disturbing to receive such a
letter.

MpbI 04eHb 00€CITOKOCHBI IMOJIY4YCHHBIM
IIMCBMOM.

I am immediately asking our (name) to
investigate the situation.

51 HeMeUIeHHO oNpOoNUTy Hamero (ums)
PacCMOTPETh BOSHUKIIYIO CUTYAIIHIO.

I appreciate your advising me of this
incident and you may be assured that it
will have my personal attention.

51 mpusnarenen Bam 3a To, uTto BbI
coo0ImMIN MHE 00 ATOM Cilydae, u
3aBepst0 Bac, 4To nmMuHO
IPOKOHTPOJIUPYIO CUTYALHIO.

In order that you may receive prompt
response, I am sending your letter to the
personal attention of (name).

S otnpasisiro Bame nucbmMo JTUYHO
(ums), yToOBI BBl HE3aMeITUTETLHO
MOJTYYHJIN OTBET.

You will hear from him within a few
days.

BpI momyunre OT HETO OTBET Yepe3
HECKOJIBKO JHEN.

Meanwhile, I have requested that a full
report be sent to me.

Mexay TeM s MONPOCHIT BBICTIATh MHE
MOJIHBIN OTYET.

Thank you for advising me that you never
received ... covered on your purchase
order No ... dated (date).

bnarogapum Bac 3a To, uto cooOmunu
MHE, 4yTO BbI Tak U HE NOTYyYHUIIN
OIUTa4Y€HHbIM Bamu rpys ...,
OTIPABJIEHHBIM, COTJITACHO 3aKa3y Ha
noctaBky No ..., (nara).

A tracer is being initiated and we will
notify you as soon as the information
becomes available.

Ceiiuac caenas 3anpoc 0 rpy3e, U Mbl
coobummM Bam o ero pesynbrarte cpasy,
KaK TOJIBKO MOJIy4YUM
COOTBETCTBYIOILYIO HH(pOpMALHIO.

Thank you for your letter concerning the
retail price of our (product).

bnaromapum Bac 3a mucbmo kacaTtenbHO
PO3HMYHOMW LIEHBI HA HAIILY TPOAYKIHUIO
(Ha3BaHUE MPOAYKIIUHN).

We consider our product to be of very
high quality and encourage retailers to
sell on the basis of value rather than
price.

Me1 CUMTacM, UTO Hallla IMPOAYKIHA
OYCHb BBICOKOI'O KadcCTBa, IIOOTOMY
PO3HHUYHAA IIPOJaKa MOKCT
OCYHICCTBIIATHCA HE I10 yCTaHOBHeHHOﬁ
IICHC, 4 C YUCTOM IICHHOCTH TOBApaA.

77




Announcement

Oo0bsaBJICHUE

We are pleased to announce that (name)
has been promoted to...

Ham npusitHO 0OBSABUTH, YTO (MUMS)
TOBBICHJIA B TOJKHOCTH ...

This is to inform you that our office will
be closed on the following holidays:
(dates).

Hacrosmum ctaBuM Bac B M13BECTHOCTb,
4TO Hail opuc OyIeT 3aKphIT B
MPa3IHUYHbBIC JTHU C ... TO ... (1aThI).

We are pleased to announce the
appointment of (name) to the newly
created position of ...

MpI pagsl 0OBSIBUTE O Ha3HAYCHHUH (M)
Ha HOBYIO JIOJDKHOCTS ...

Despite our continuing efforts to control
costs, we have found it necessary a
price increase effective (date).

HecMoTps Ha Hamm ctapaHusi TOCTOSTHHO
BECTH KOHTPOJIb 32 YPOBHEM PaCXO/I0B,
MBI IIPUIIUTA K BBIBOJTY O HEOOXOIUMOCTH
MOBBIIICHUS LIEHBI ¢ (1aTa).

Our representative will soon be
contacting you to review the new prices
and discuss the powerful marketing
programmes that will support your sales.

Bckope Hail mpescTaBUTENb CBKETCS C
Bamu, 9T00BI pacCMOTPETH HOBBIE IICHBI
1 00CYJIUTh CEPbE3HBIE MApPKETUHIOBBIE
POrPaMMBbI, KOTOPBIC TOMOTYT
obecreunTs peanm3aruio Bamreit
TIPOTYKITHH.

Complaint

Kanoba

We are sorry to inform you that, in our
opinion, your employee (name) was
rude with clients on the evening of ...

K coxaneHuto, Mbl JOKHBI OTMETHUTH,
4TO, TI0 HAllleMy MHEHHIO, Bat
COTPYJHUK (MMs1) ObUI IPYO ¢ KIIMEHTAMU
BEUYEPOM ...

We felt it was important to inform you so
that you can take corrective action and
maintain your excellent reputation.

MBI mocuyuTaIn BaKHBIM cOO0IUTL Bam
00 3TOM crydae ¢ TeM, 9ToObI Bol
MIPUHSIA COOTBETCTBYIOIIUE MEPHI U
coxpanuiv Bamy oTanuHyo
penyTaIuIo.

After using the product for ..., we found it
to be defective as follows: ...

Hcnonb3ysa Bamy npoaykuuro Ui ...,
MbI OOHApYKHUJIH CIEAYIOIHKE 1e(PEKThI:

According to the warranty, we are
entitled to a refund or replacement.

CornacHo rapaHTHH, Mbl IMEEM IIPaBO
MOJIYYUTh HAa3aJ YIUIAUEHHYIO HAMHU
CYMMY WJIM IOTpeOOBaTh B3aMEH JApYyroe
U3JIENHe. ..

We appreciate the good name and
reputation of your company and know
that you will comply with our requests as
soon as possible.

MBI BBICOKO 1IEHUM J0OpOe UMsI 1
penyTauuto Bamei koMnanuu u
YBEPEHBI, UTO BbI BRINOJIHUATE BCE HALIN
TpeOOBaHUS MPU MEPBON BO3ZMOKHOCTH.
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As a long time customer of (company's
name), [ am writing to express
dissatisfaction with the service at the
shopping centre located at ...

S yxe nnuTenbHOE BpeMs SBISFOCH
KJIMeHTOM Bailieii kommnanuu, B 3TOM
MMChbME MHE XOTEJIOCHh Obl BEIPA3UTh
HEYJIOBJIETBOPEHUE OOCIY)KUBAHUEM B
TOPrOBOM LIEHTPE, PACIIOIO0KEHHOM B ...

I would appreciate your looking into the
situation and take corrective action.

S 6b11 661 Bam mipu3HaTesneH, eciau Obl
Bbl paccMmoTpenu TaHHYIO CUTYAIUIo U
MIPUHSITN COOTBETCTBYIONINE MEPHI.

Invitation

Ipuriaamenue

You and (spouse - friend) are cordially
invited to attend a (dinner - banquet)
(in honour of - to celebrate).

Me1 npurnamaem Bac (Bamy cymnpyry -
Bamero npyra) Ha (y>xuH - 6aHKeT) (B
YECTh - JJIsl IPa3AHOBAHMS).

The dinner will be held on (month, day,
date) at (location).

VYkuH cocTouTcs (MecsIl, 1eHb, YUCIIO) B
(mecTo).

Cocktails will begin at ... with dinner at

V3KWH HAYHETCS C MPOXJIAAUTETbHBIX
HAIUTKOB B ... OCHOBHBIE 0J1t0/1a OYAyT
MIOJIAHBI B ...

We are looking forward to seeing you.

C HerepnieHueM XkJ1eM BcTpeun ¢ Bamu.

Please plan to attend a meeting of
department managers on (month, day,
date) at (time) in (location).

[Ipocum pykoBOAUTENIEN OTIAEIOB
MOCETUTh coOpaHue (MecsIl, IeHb, YUCIIO)
B (BpeMsi) B (MECTO MPOBEICHUS).

If you are unable to attend, please send a
representative.

Ecnu Bel He MOXeTe NPUCYTCTBOBAThH Ha
coOpaHuu, IPOCUM HAIPaBUTh
npeacrasuTens Bamrero ornena.

Request

IIpocs0a

It is our policy to request a ... % advance
payment on initial orders from new
accounts.

[Ipu OTKPBITUM HOBBIX CYETOB Y HAC
OPUHATO MPOCUT ... MPOLUEHTHYIO
peioIUiaTy 3a MepBble 3aKa3bl.

I should be grateful if your company
could fund the costs of my travel to ...

S 6b11 ObI MpU3HATENEH, eciu Barna
KOMIaHHUsI MOTJIa ObI OTJIATUTh MOH
TPAHCIIOPTHBIE PACXObl HA TOE3KY B ...

Please contact me or my secretary and
inform us of the time that would be best
for you.

IIpomry cBsizaThCsA CO MHOU
WJIA MOUM CEKPETapeM M JIOTOBOPUTHCS
00 ynoOHoM ni1st Bac BpeMeHu BCTpeun.

I wish to reserve a room with a double
bed for ...

S xouy 3a0pOHHPOBATH HOMED C
JABYCHAJIBHOW KPOBATBIO JJIA ...

Your forwarding a confirmation will be
appreciated.

Bbyny npusHateneH 3a moATBEPKICHUE
MOETO 3aKa3a.
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Ilpunooscenue 2
CJi0Ba ¥ BhIPaKeHUSI HHOCTPAHHOTO MPOUCXOKICHUS, BCTPeYarInnecs B

nepenucke

Ad hoc (51at1.) 17151 3TOrO, MPUMEHUTEIBLHO K 3TOMY, Ha JaHHBIN CiTy4dai; KCTaTu

Ad hominen (11aT.) paccuMTaHHBIN Ha YyBCTBA, a HE HA Pa3yM

Ad honores (71aT.) pagu moyeTa Wi 4eCTH; 0€3 OmIaThl, 0e3B03ME3THO

Adios! (ucn.) no ceumanus!

Ad lib/ Ad libitum (nar.) 0e3 MOATOTOBKH, WMIIPOBU3UPYS; HEOTPAHUYECHHO,
CKOJIBKO XOYETCS

Ad litteram/ Ad verbum (J1at.) 70CI0BHO, OYKBaJIbHO, CJIOBO B CJIOBO

Affair d'amour (¢p.) 1r060BHas CBSA3B, pOMaH

Affair d'honneur (bp.) nemo yectu; gy>71b

A la (¢p.) Bpoze, Harmogo0ue, Ha MaHEP

A la carte (¢p.) ansikapTt, HOPIIMOHHO, Ha 3aKa3 (0 OJI0aX B PECTOPAHE)

A la fourchette (dp.) amsadypiier, Ha CKOPYIO pYKy, HE Cajasch 3a CTOJ (0 3aKyCKe,
Y>KHHE)

Alma mater (J1at.) cTyieHYECKOE Ha3BaHHE YUeOHOTO 3aBEICHUS

Alter ego (nat.) BTOpoe si; camblii OJM3KUM APYr M €IUHOMBIIUICHHUK; YeH-T100
JIBOMHUK

Anno Domini (;1aT.) Haie 3psI

Annus mirabilis (;1at.) rox uyaec

Ante meridiem (Jy1at.) 70 noayaHs

Apres moi/ nous le deluge! (¢pp.) [Tocne menst/ Hac XoTh notor!

A priori (1aT.) anmpuopu, 3apaHee, HE3aBUCHUMO OT OIIbITa; YMO3PUTEIBHO

A propos (¢p.) KcTaTd, MEXTy TPOUYUM

Aqua vitae (;1aT.) BoJ1a )KU3HU, BOJKA

Ars longa, vita brevis (Jiat.) IcKkycCTBO BEJMKO, )KU3Hb KOPOTKA

A tout prix (¢p.) 1100011 11eHO#; BO YTO ObI TO HHU CTAJIO

Au contraire (¢p.) HanpoTuB, HAOOOPOT
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Auf Wiedersehen! (HeMm.) 1o cBuaanus!

Au naturel (¢pp.) B HaTypaJlbHOM BHJI€; MPUTOTOBIECHHBIN MPOCTO; O€3 MpHUKpac;
TOJIBIIIIOM, B YEM MaTh POAMIIA; COOCTBEHHOM MEPCOHOM

Aut bene, aut nihil (1aT.) win xopoiio, Ui HUYEro (rOBOPUTH)

Aut Caesar, aut nihil (nat.) unu L{ezaps, unu Huuero

Avant-propos (¢pp.) 110 nepBoit HEOOXOAMMOCTH; IPEUCTOBUE

Ave Maria (y1at.) ABe Mapus (monutBa boropouiie)

Beau geste (¢bp.) KpacuBblii KECT, 32 KOTOPHIM YaCTO HUYETO HE CTOUT

Beau monde (¢pp.) O0MOHT, BBICIIHIT CBET

Belles-lettres (¢p.) 6emneTpuctika, Xy10KeCTBEHHAS JIUTEpATypa
Benevalete! (s1at.) Byasre 310poBbI!

Bete noire (¢p.) HeHaBUCTHBIN, MPOTUBHBIN YETOBEK; IPEIMET HEHABUCTU
Bien dit (¢pp.) xoporio ckazano (00 y1auHOM OTBETE, PEIIUKE)

Bona fide (s1at.) 106pocoBeCcTHO, YECTHO; YUCTOCEPICUHO

Bon horn me (¢p.) 1oOpbIii ManbIil; IPOCTON YETOBEK

Bonjour (dp.) 106pslii 1eHb

Bon mot (¢p.) MeTKOE CI0BO, OCTPOTA

Bonne amie (¢p.) noapyxka; 1000BHHUIIA

Bonne nuit (dp.) 106poii Houn

Bonsoir (pp.) 106psIii Beuep

Bon ton (¢p.) 60HTOH, CBETCKOCTH; XOPOIIHMI TOH, XOPOIIINE MaHEPHI

Bon vivant (¢bp.) O0oHBHBaH, Y€IOBEK, JIFOOSIINIA )KUTh B CBOE yI0BOJIHCTBUE
Bon voyage! (¢p.) mobporo mytu!

Carpe diem (71aT.) JIOBH JI€HB; TJOBU MTHOBEHHE

Carte blanche (¢p.) xkapT-6mani, moaHas cBOOOIA ASHCTBUN

Casus (;1aT.) ciydail, MpOUCIIIECTBUE

Chef-d'oeuvre (¢p.) menesp

Cherchez la femme (¢p.) 3a Bcem crouTt xeHmmna (0yks, UmuTe KeHIUHY )
Circa (naT.) okoJ10, IpUOJIU3UTETHLHO (OCOOCHHO O JaTax)

Citius, altius, fortius! (;1at.) beicTpee, Bblle, cunbHee!
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Cito (naT.) 66ICTPO, CPOYHO

Comme il faut (¢p.) xomunbdo, 61aronPUCTONHBIN; COOTBETCTBYIOLIUIN MpaBHIIaM
CBETCKOI'O MPUIUYHS

Contra (;1ar.) npoTus

Coup d'etat (Ppp.) rocymapCTBEHHBIH TEPEBOPOT;, PE3KOE, PEIIUTEIBLHOE
npeoOpa3oBaHue

De facto (;1at.) ne-dakto, Ha Aene, HaKTUIECKU, B IEUCTBUTEIIBHOCTH

Dei gratia (J1at.) MUIIOCTBIO OOXKbEH

De jure (11at.) ge-tope, OPUIUUYECKH, B CUITY 3aKOHA

Demarche (¢p.) nemapii, nunaoMaTudecKuil mar

Demode (¢p.) BIIEAINNN U3 MOJIBI, YCTAPEBIINMA

De mortuis aut bene, aut nihil (;at.) O MepTBBIX OO XOPOIIIO, TMOO HUIETO

Deo gratias (y1at.) 6;marogaps bory, cmacu6o bory

Deo volente (;1aT.) no Bosne bora

Dernier cri (¢pp.) mocnegHee cii0BO; MOCISTHUN KPUK MOIBI

De trop (¢p.) cinumkom, gyepecuyp

Deus ex machina (;1at.) HeoxuganHoe criacenue (OykB. bor u3 MamHs!)

Divide et impera! (nat.) Pazaensii u BiacTByit!

Dixi (;1at.) 51 ckazai, s BbICKA3aJcst; sl 3aKOHY NI

Ego (nart.) s

En avant! (¢p.) Briepen!

Enfant terrible (¢p.) HecCHOCHBIN peOEHOK; YEIOBEK, CTABSIINA JPYTHUX B HEITOBKOE
MOJIO’KEHUE

En masse (¢p.) B Macce, B 11e10M

En passant (¢p.) MUMOX0IOM, MEXAY IPOYUM

En rapport (¢bp.) B COOTBETCTBUH; B CBSI3U, B KOHTAKTE

En route (¢p.) B myTH, 1o gopore, 1o nyTu

Entre nous (¢p.) Mmexy Hamu (TOBOps)

Errare humanum est (s1a1.) YenoBeky CBOMCTBEHHO OITUOATHCS

Et cetera/ Etc. (y1at.) u Tak nanee; u Tomy nogoOHOe
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Excelsior! (nat.) Bnepen u Bbiie!

Ex gratia (yat.) u3 Munoctu; 700pOBOJIbHO, HE MO 00s13aHHOCTH

Ex libris (y1at.) skcnuOpuc; U3 KHUT (TaKoro-To)

Gaudeamus, igitur (;rat.) Utak, Oynem BecenuThes!

Gratis (n1aT.) OecriaTHO, 6€3BO3ME3THO

Homo homini lupus est (;1aT.) UenoBek uenoBeKy BOJIK

Homo sapiens (J1aT.) 4e€nOBEK pa3yMHBI; MBICIAIIMNA YEJIOBEK; YEJIOBEK Kak
pazyMHOE CYIIECTBO

Honoris causa (;1at.) paau noudera; 3a 3aCiayru

Hors-d'oeuvre ({p.) 3akycka; 9ro-mm00 HEOOBIYHOE, SKCTPAOPAMHAPHOE

Ib/ Ibid/ Ibidem (;1aT.) Tam ke, B TOM ke MECTe

Idee fixe (¢p.) uaedukc, HaBsI3UMBas UACS

Id est (;1aT.) TO ecTh

Ignorantia non est argumentum (nat.) He3nanue — He 10BOJ

Illusions perdues (¢p.) yrpaueHHbIE WILTIO3UN

Imperium in imperio (7aT.) rocyaapcTBO B TOCy1apCTBE

In memoriam (;1at.) B maMath (0 KOM-JIM00), TaMATH (KOTO-THO0)

Inter alia (s1aT.) B 4acTHOCTH; CpeU MPOUYETO; MEXKY MPOUUM

In vino veritas (;1at.) cTuHa B BUHE

Ipse dixit (;mat.) romocnoBHOoe ytBepkaeHue (OykB. Cam ckaszam); Oe3mymMHOE
PEKJIOHEHHE Mepe]] YbUM-JIMO0 aBTOPUTETOM

Je ne sais quoi (¢p.) Cam(a) HE 3HAIO YTO

Jeunesse doree (¢pp.) 30;10Tast FOHOCTH; 30JI0TasT MOJIOACHKD

Jour-fixe (Ppp.) xypdukc, neHp Hemenu, NpeaHA3HAUYCHHBIA I TIpUeMa Jpy3eH,
3HAKOMBIX

Kaput(t) (Hem.) clIoMaHHbBIN, HEMPUTOHBIN; PA3rPOMIICHHBIH

Kinder, Kuche, Kleider, Kirche (neM.) aeTu, KyxHs, 1aThs, IEPKOBb

Le Diable etait beau quand il etait jeune (¢pp.) B monogoctu u uept 6511 Kpacus
Le roi est mort, vive le roil (¢p) Kopons ymep, na 3apaBcTBYyeT KOpOJb!

Le roi s'amuse (¢p.) Koposb 3a6asnsiercs
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Le secret de Polichinelle/ Le secret de comedie ({p.) cekper Ilonummuuens;
MHUMBIN CEKPET

Liberte, egalite, fraternite (¢bp.) cBo601a, paBeHCTBO, OPaTCTBO

Magnum opus (J1aT.) BbLAAIOIIEECs TPOU3BEICHUE

Maitre (¢p.) MeTp (MOYTUTEIHLHOE HA3BAHUE YEJIOBEKA BBIIAIOLINXCS TAPOBAHUMN )
Manus manum lavat (nat.) Pyka pyky moet

Manage de convenance ((p.) Opak 1o pacuery

Mauvaiston (¢p.) 1ypHO# TOH, HEBOCITUTAHHOCTh

Medice curat, natura sanat (nat.) Bpau neunr, npupoaa ucuenser

Memento! (nat.) [Tomuu!

Memento moril (at.) [Tomau o cmepTH!

Memento viverel (sat.) [Tomuu 0 xu3au!

Mens sana in corpore sano (Jiat.) B 310poBoM Teiie — 3710pOBBIi TyX

Merci (¢pp.) cnacubo

Mesalliance (¢p.) Me3anbsiHC, HEpaBHBIN Opak

Modus operandi (s1at.) crioco0 eicTBUs

Modus vivendi (;aT.) o0Opa3 KH3HH, YCIOBUSI CYLIECTBOBaHHS; BpPEMEHHOE
corjamieHue

Mon dieu, que les hommes sont bdtesl (¢bp.) boxe moit, kak riymnsl Jiroau!

Mot juste (¢p.) MmeTKOe 3amMeuaHue, CI0BO

Mutatis mutandis (1aT.) ¢ COOTBETCTBYIOIIMMH HEOOXOAUMBIMH H3MEHEHUSIMH;
U3MEHUTH TO, YTO TPEOYET N3MECHEHHS

Nego (;1at.) oTpunato

Nemo (71aT.) HUKTO

Nil (;1at.) HUYTO, HUYETO

Noblesse oblige (bp.) [lonoxenue 06s3bIBacT

Nolens volens (71at1.) Boseli-HeBOJIEH, B CUITy HEOOXOIUMOCTH;, XOYEIlh HE XOUelllb
Noli me tangere (nat.) He TpoHb MEHs1, HE IPUKACANCS KO MHE

Nom de guerre (¢p.) nceBnoHUM

Nom de plume (dbp.) nceBaonnM nucartens
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Non olet/ Pecunia non olet (1at.) He naxner; JleHbru He MaxHyT
Nota bene/ N. B. (1at.) HoTabene, oTMeTKa (OyKB. 3aMeTh XOPOIIIO)
Nouveau riche (¢p.) HyBOpHIII, OOTAaTHIN BRICKOYKA

Null a dies sine linea (nat.) Hu ogroro mus 6€3 cTpouku

Obiit (nat.) On/ oHa ymep/ ymepiia

Omnla mea mecum porto (J1at.) Bce CBOE HOIIY ¢ OO0

Omnia vanitas (1at.) Bce — cyera

On dit (pp.) roBoOpAT...; CIOyX, CIJIETHS

Ordre du jour (¢pp.) pacmopsaok AHs; TOBECTKA JHS

O, sancta simpllcitasl (n1at.) O, cBaras npocrora!

O temporal o mores! (1at.) O BpeMeHa, 0 HpaBbl!

Panem et circenses (y1at.) Xie6a u 3penwi

Par excellence ({p.) mpenmMyIiecTBEHHO, IJIaBHBIM 00pa3oM

Par exception (¢p.) B BUIe UCKITIOUEHUS

Par exemple (¢pp.) Hanpumep

Pari passu (;1at.) paBHO, HapaBHE ¥ OJHOBPEMEHHO

Paris vaut bien une messe (¢p.) [Tapmx crout o6enan

Pas (¢p.) mar; nocTynokx; npeueaeHT

Passim (¢dp.) Be3ze, Bcroay, 3/1eCh U TaM, B Pa3HBIX MECTax

Per annum (71aT.) €XE€ro/HO; B roj

Per aspera ad astra (;1at.) Uepes TepHuu K 3Be3/1am

Per capita (;1ar.) Ha nymry (HaceneHus), Ha YEIOBEKa

Per se (;ar.) cam/ camo/ camu mo cebe; B 4MCTOM BHIE, 0€3 MpHUMECEeii; Mo CyTH;
HETIOCPEICTBEHHO

Persona grata (yiat.) mepcoHa Qara; JUII0, MOJB3YIOMIEECS OCOOBIM BHHMAaHHUEM,

KeaaTciabHasa JNYHOCTD
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Ilpunooscenue 3

Hamn6oJ1ee ynorpedureibHbIe COKPAILLICeHUS

a/c account — cuer

AOB any other business — mro0ast aApyras cjenka, 11001 Apyroi BOIpoc
A/R all risks — nro0as CIy4aiiHOCTh

bbl barrel — Oappens (140,6 — 190,9 )

¢ cents — LIEHTHI

cc carbon copy — KOTIHS

CD cash discount — CKHJIKa MPH OIJIaTe HaJUYHBIMU
Co. Company — KOMITIaHUS

c/o care of — yepes, 1o aJipecy

COD cash on delivery =~ — ormuiaTta HaJIO’)KEHHBIM TIATEKOM
contd. continued — TPOJIOHKEHUE CIEAYeT

Corp. Corporation — KOopHoparus

D/A documents attached — 1OKyMEHTBI IPUITOKEHBI

Dept. Department — JIenapTaMeHT

do. ditto — TO Xe camoe

doz. dozen — JTIOKMHA

Dr. Doctor — JIOKTOp

a. g. exempti gratia (iaT.) — Hanpumep

enc., end. enclosure — MPUJIOKEHHE

et al et alii (nar.) — U Ipyrue

etc et cetera (;1at.) — ¥ TaK Jianee

ft foot — ¢yt (30,48 cm)

gal gallon — rayoH (3,79 )

HQ headquarters — mTab-KBapTHUpa

hrs hours — 4ackl

i.e. id est (;at.) — TO €CTh

i/c in charge of — WCTIOJHSIONINA 0053aHHOCTH
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in inch — aroim (2,54 cm)

Inc. Incorporated — MMEIOIIUHI CTaTyC KOPIOpaluu
int. interest — TIPOLICHTHI

intl. international — MEXyHapOIHbIN

Ib pound — ¢yHT (453,59 1)

LE latest estimates — TIOCJIETHUE NaHHBIE
Ltd. Limited — C OI'PaHUYEHHON OTBETCTBEHHOCTHIO
ml mile — mus (1609 m)

M&S marketing & sales — MapKeTHUHT U IPOJAKH
N/C no charge — 0e3 HauMCIIeHnu !

OH overhead expenses = — HakJIagHbIC PACXOIbI
0Z ounce — yH1wus (28,35 1)

p. page — CTpaHuIA

p.a. per annum (J1aT.) — BTOJ

PA personal assistant — pedepent

pcs pieces — MITYKHU

P&L profits & losses — NpUOBUTH U yOBITKU

pt pint — niunTa (0,47 n)

P.O. peyment order — MJIATEKHOE MOPYICHHE
pls please — MoXKaJyicra

qt quart — xBapTa (0,95 )

TM trade mark — TOproBas Mapka

USD United States dollar — mommap CILIA

VAT value added tax — HJC

VP vice president — BUIIE-TIPE3UACHT

Vs versus (J1aT.) — IPOTUB

w/c week commencing  — HaYMHAIOMIASCS HEACTS
w/c without charge — 0e3 orIaThI

yd yard —s1pa (91,44 cm)
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