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4.5. MexxnyHapomHn

CTaHROaPTU B MUCMEGHUT®

KOMYHUKALMH
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CBbLLHOCT Ha KopecnoHAeHUMsATa Ha aHIMUIACKN e3UK.

[MyHKTYaumnsa Ha GM3Hec-nMcmaTa B aHrmuicKkaTa KOpeCcnoHAEeHLMS.

Knacndpukauyma Ha nucmara.

OcHOBHMU PEKBN3INTN B JOKYMEHTUTE.
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1. CbLWIHOCT Ha KopecnoHaeHUunaTa
Ha aHIMMUCKN e3UK

v B kopecnoHgeHumnaTa Ha aHImMUNCKX 31K NMcmaTa ce U3roTBAT B IBE OCHOBHMU
doopmu:

brnokoBa hopma;

dopma ¢ Tabynaumu.

v" Bcnukm ctunose nucma morat ga 6baat BapMaHTu Ha Te3u Be OCHOBHU hopMu

" erlind
M. Elaine Sund
1234 Shore Avenue
victoria, B.C. The date
VvIw 388

Janwary 28, 2002

Victoria Spr

gg7 Third Sweet
victoria, B.C. the“Dear” —— g
V12 907

Dca(M&.HOPP"

| am a new ar
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|@Tr = % *ﬁ / 1. CbLIHOCT HA KOpecnoHAeHUnsATa ‘

Ha aHIMMUCKN e3UK

B cbBpemMeHHaTa KopecnoHOeHUNS Ha aHITTIMUCKN e3UK
Han-4ecTo ce nanonssart cnegHuTe (brM3kn nomexagy cu)

cTurnosun dpopmaru:

a) nwsiHa briokosa cxema — Full Block Style;

6) ctaHgoapTeH 6nokos cTun — Standard Block Style;

B) nnosnybriokoe cmus — Semi Block Style;
r) HadyrneH (c Tabynauuun) ctun — Indented Block Style; a

0) cmun ¢ mabynayuu — ¢ OTCTbN UMW HacTbN (BUCSLL

nbpBu pea) — Overhanging Style;

e) onpocTeH moaen Ha 6usHec nucmo — Normal Style.



../Local%20Settings/Temp/razdel4.pps
../Local%20Settings/info/info.pps

2 S A &
ﬁf = ¥ / 2. MyHKTYauus Ha 6usHec-NnMcMaTa B

aHrnmnckara KopecnoHaeHums

B 6busHec nucmama ce usrosnizeam 3 cmurna rnyHKkmyauyusi:

a) cmeceHa nyHkmyauus (Mixed punctuation) —
Han-4ecTo cpeLlaHnst CTUN NYHKTyaums;

6) 3ameopeHa nyHkmyauus (Closed punctuation)
— N3ron3Ba ce npu onpeaenexHun crnyyau;

B) omeopeHa rnyHkmyauusi (Open punctuation) —

N3roJi3Ba ce pAaAakKo
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2. [NyHKkTYaumsa Ha busHec-nucmara B

aHrnmnckara KopecnoHaeHums

PeweHuemo kol om mpume cmusa rnyHKkmyauusa we u36epeme 3asucu
Hal-4ecmo om eb3ripuemama eve Bawusa OCbUC NNPpakmMuka.

CwmeceHa (Mixed) | 3aTBopeHa OTBopeHa (Open)
NyHKTyauua (Closed) NyHKTyauua
NyHKTyauus

[laTa He ce n3nuncea N3nucBa ce To4ka He ce n3nucea
HUKaKbB HUKaKbB
npennHaTeneH npennHaTeneH
3HakK 3HakK

Appec Ha He ce nanonasart N3nucea ce He ce nsnucea

nosnyvarens npennuHaTenHu 3aneTasi B Kpasgd Ha | HUKaKbB
3HauUmM creg KOMToO | BCEKM ped OT To3n | NpenuHaTesniex
N Oa e peq B To3u enemeHT 3HakK

efieMeHT

/@@
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2. [NyHKkTYaumsa Ha busHec-nucmara B

aHrnmnckara KopecnoHaeHums

Ob6pblueHne [BoeTtoune (cnen | [lBoetoume (cneq | He ce usnucea HUKaKbLB
Hero) Hero) npenuHaTeneH 3Hak

3aKkn4YnTenHo 3anetas (cnen 3anetas (cnen He ce nanmcesa HMKakbB

n3peveHue Hero) Hero) npenuHaTeneH 3Hak

ime Ha pupmaTta

He ce nanucea

3anetas (cnen He ce nanmncesa HMKakbB

HUKaKbB Hero) npenuHaTeneH 3Hak
npenuHarteneH
3HaK

Nme n anbxxHoct | UmeTto un NmeTo n NmeTo n AnbXXHOCTTa ce

ANTBXXHOCTTA ce
oTOEenAT CbC
3aneTtas, a crnep
ONBXHOCTTAa He
ce NocTaBs ToYKa

ANBXHOCTTA ce
OTOENAT CbC
3anerag, a cneq
ANBXHOCTTA ce
nocTaBsa Touka

OTOEenAT CbC 3aneTasd, a
crnen OnbXHOCTTa He ce
NnocTaBg To4Ka

©e
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ﬂ' = = / 3. Knacnoukauma Ha nucmara

B 3asucumocm om ObrmKuHama u pasariosioxxeHuemao cu riucMmama ca.

a) kbcu — o1 50 0o 100 oymun B cbabpXXaHMETO
cu, nuwat ce Ha dpopmat A4 (210/297 mm)
nnn Ha goopmart A5 (148/210 mm);

6) cpedHu — ot 125 oo 200 aymun B
CbObPXXaHUETO cun, nuwaT ce Ha doopmat A4;
B) Obsiau — OT 225 oo 275 goymn B

CbObPXXaHMETO cun, nuwaT ce Ha dopmat A4;

) nucma Ha gBe ctpaHuuu — Hag 300 gymum B

CbAbPXXaHMETO CU, NULIAT ce Ha popmaT A4.
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4. OCHOBHU PEKBU3UTU B DM3HEC nucmara Ha ‘

4 8/

Header of the Letter
(rnaBa, 3arnaBue Ha NMMCMOTO)

TO3M efleMeHT BKI10YBa
OaHHUTE Ha nogarterns
(agpecaHTa) —
HaMMeHoBaHWe U agpec Ha
dompmata, upMeH 3Hak,
TenedoH, dakc,
erfieKTPOHEH agpec,
OaHb4yeH HOMep, MMeHa Ha
OVPEKTOPU Ha KOMMaHuATa
n Oapyrn naeHTupuumnpaim

dompmata gaHHu.

AHITIMNCKN e3UK

(

Ms. Elaine Sunderlind EL [TET 13 £ T

1234 Shore Avenue
Victoria, B.C.
V1W IB8

The date

The name, departmeant and
malling address of the
pErson you are writing to.

January 28, 2002

Mrs. Gail Hopper
Customer Relations
Victoria Springs Water Company

987 Third Street The 1% paragraph

Victoria, B.C. Leave atf least 3 lines abave introduces the

V17 907 the “Dear” {OpIC ar pUFpoSE
Use the persons formal title: of your letter.
Ms. Mrs. Mr. Dr,

Dear Ms. Hopper

I am a new customer of Victoria Springs Water Company. Your company
agreed to deliver 25 litres of water to my home each week. However, | have
not received any water deliverios for the past three wooks.

| am very unhappy with your company. | spoke with Mr. Jarvis about this
on the telephone two weeks ago. | sent you an e-mail message last week, | still
have not received my water, Therefore, | will not pay the bill for this month
because | received no water. In addition, | want to cancel my order for water.
| 'will go to another company for my vwater,
The 2™ paragraph

Please send me a letter confirming my cancellation.  gives all the
information and
Lise a formal . details.
: Sincerely,
The 3" paragraph closing word '
o : Ebaine Sundertind

and hand writa
YL NEME,

usually asks the person

to do something, Elaine Sunderlind

/@@
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ﬁ"f =l 9 / 4. OCHOBHM PEKBU3UTU B DU3HEC NUCMAaTa Ha

AHITIMNCKN e3UK

Date line Ms. Elaine Sunderfind Vour mailing address
1234 Shore Avenue
(pen Ha pataTta) Victoria, B.C.
V1W 3BB The date
T
¢ U3NKCBa ce Nod agpeca Ha nogaTens, Mrs. Gail Hopper person you are witing to.
Customer Relations
Victoria Springs Water Company
Kato ce otaens obukHoBeEHO ¢ 1 npaseH 987 Third Street -
Victoria, B.C. Leave at least 3 lines abave introduces the
pen ot Hero. Pasnnyaeat ce 3 popmaTta V1Z 907 e e ool ie bpc o urpuso
Ms. Mrs. Mr. Dr, '
npun N3rnMCBaHe Ha gartarara. Dear Ms. Hoppor

| am a new customer of Victoria Springs Water Company. Your company

_ _ _ . agreed to deliver 25 litres of water to my home each week. However, | have
a) aMepMKaHCKM MeceL AeH roaviHa;, nat received any water deliveries for the past three woeks.
6) eBponeﬁCKM — AJeH — Mecel — rognHa, | am very unhappy with your company. | spoke with Mr, Jarvis about this

on the telephone two weeks ago. | sent you an e-mail message last week, | still
have not received my water, Therefore, | will not pay the Bill for this month
B) AMNOHCKN — NOAMHa — Mecel — OEH. because | received no water. In addition, | want to cancel my order for water.
I 'will go to another company for my water,

The 2™ paragraph

Please send me a letter confirming my cancellation.  gives all the
information and

Lse a formal ; details.
. Sincerely,
The 3™ paragraph closing woard '
usually asks the person and hand write Efaine Sundeddind
to do semething, WEILIF P, Elaine Sunderlind

/@@

10
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ﬂ' =/ . / 4. OCHOBHU PEKBU3UTU B BU3HEC NUCMATa Ha

AHIMUNCKN e3UK

Dat € I ne Ms. Elaine Sunderfind Your mailing address
(peA Ha patata) i
VIW IB8 T dale

The name, departmeant and
January 28, 2002 ”
o% 38 ,D,a H e CTa Ba mailing address of the

() s
FSOnN you are witing to,
Mrs. Gail Hopper e 4

Customer Relations

oObpKBaHe Npu pas3ynTaHETO Victoria Springs Water Company
987 Third Street The 1% paragraph
Victoria, B.C. Leave at least 3 lines abave introduces the
Ha Oartarta, a N 3a MNo-J1IeCHOTO V1Z 907 the*Dear’ o o T
Lise the persons formal title: of your letter,
. . Ms. Mrs. Mr. Dr.
N Bb3npuemaHe e Han-gobpe Dear Ms. Hopper

I am a new customer of Victoria Springs Water Company. Your company
Mece Ll,bT ,D,a ce n3rnuncea C agreed to deliver 25 litres of water to my home each week. However, | have
not received any water deliverics for the past threo woeks.

,D,yM " y d He C L“/'Cppl/l . | am very unhappy with your company. | spoke with WMr. Jarvis about this
on the telephone two weeks ago. | sent you an e-mail message last week, | stll
° have not received my water, Therefore, | will not pay the bill for this month
< Cn el HarncBaHe Ha because | received no water. In addition, | want to cancel my order for water.
I 'will go to another company for my water,
The 2™ paragraph

Mece Ll,a n ﬂe HA, KaTo Please send me a letter confirming my cancellation.  gives all the
information and
Use a farmal Sincerel details.
paS,El, erinTers ce nocrtaBs4d The 3™ paragraph closing word ¥
usually asks the person and hand write Eﬁmﬁm W
to do something, WEILIE FIEITE, Elaine Sunderlind

3anertad u egBa ToraBa ce

3anucsea roguHara. /@ @
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4. OCHOBHU PEKBU3UTU B DM3HEC nucmara Ha ‘

4 8/

Inside Address
(agpec Ha nony4vaTensa, agpecar)

a) mumua (rpaxgaHcka unm

npodecunoHanHa), ume u gpamurius,
Hanp. Mr. John Smith

0) dnbXHOCM — 3anucea ce Ha

CbLUNS UNK Ha criegBawns pen, ako
Ce 3Hae; ako AJSTbLXHOCTTa ce 3anuuie
Ha edWH U CbLUM ped C UMETO U
damunumaTa, To Te ce OTAENAT CbC
3aneTas; ako ce 3anuiiaT Ha OTAESTHU
penoBe OTAENSHETO UM CbC 3aneTas
He e Heobxoaumo, Hanp. Mr. John

Smith, President

AHITIMNCKN e3UK

Ms. Elaine Sunderfind EL [TET 3 £ TR

1234 Shore Avenue
Victoria, B.C.
VI1W IB8

The date

The name, department and
mailing address of the
person you are writing to.

January 28,2002

Mrs. Gail Hopper
Customer Relations
Victoria Springs Water Compa
987 Third Street

The 1% paragraph

Victoria, B.C. at least 3 lines above inroduces the
V1Z 907 “Dear” — wopi
- Pt ar purpose
Use the persons formal title: of your letter.

Ms. Mrs. Mr. Dr,

Dear Ms. Hopper

| am a new customer of Victoria Springs Water Company. Your company
agreed to deliver 25 litres of water to my home each week. However, | have
not received any wator deliverios for the past throe weeoks.,

| am very unhappy with your company. | spoke with WMr. Jarvis about this
on the telephone two weeks ago. | sent you an e-mail message last week, | stll
have not received my water. Therefore, | will not pay the bill for this month
because | received no water. In addition, | want to cancel my order for water.
I 'will go to another compary for my water,
The 2™ paragraph

Please send me a letter confirming my cancellation.  gives all the
information and
Lise a formal . details.
. Sincerely,
The 3" paragraph closing word '
paragrap g

and hand write
YL MR,

usually asks the person

to do something, Elaine Sunderlind

/@@

12
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4. OCHOBHU PEKBU3UTU B DM3HEC nucmara Ha ‘

» (L

4 8/

Inside Address
(agpec Ha nony4artend, agpecar)

B) UuMe Ha oupmama — pasnonara
ce Ha 1 nnn Ha 2 pena, ako €

NO-ObIro:;

F) umMe Ha yrnuuama u HoOMep,

0) 2pad u rnouweHcKU Kod — UMeTO

Ha rpaga ce nsnucea C rrnaBHU
OyKBU, crieq KOeTo ce 3anucea

N NOLLEHCKMS KOof;
€) OKpbe;

X) cmpaHama (ako ce nuwie oT Unu

3a 4yXKOunHa).

AHIMUNCKN e3UK

Ms. Elaine Sunderlind EL [TET 13 £ T

1234 Shore Avenue
Victoria, B.C.
V1W 3B8

The date

The name, departmeant and
malling address of the
pErson you are writing to.

January 28,2002

Mrs. Gail Hopper
Customer Relations
Victoria Springs Water Compa
987 Third Street

The 1% paragraph

Victoria, B.C. at least 3 lines above introduces the
V1Z 907 e “Dear” — topi
- pIC OF pUrpese
Use the persons formal title: of your letter.

Ms. Mrs. Mr. Dr,

Dear Ms. Hopper

I am a new customer of Victoria Springs Water Company. Your company
agreed to deliver 25 litres of water to my home each week. However, | have
not received any water deliverios for the past three wooks.

| am very unhappy with your company. | spoke with Mr. Jarvis about this
on the telephone two weeks ago. | sent you an e-mail message last week, | still
have not received my water, Therefore, | will not pay the bill for this month
because | received no water. In addition, | want to cancel my order for water.
| 'will go to another company for my vwater,
The 2™ paragraph

Please send me a letter confirming my cancellation.  gives all the
information and
Lise a formal . details.
: Sincerely,
The 3" paragraph closing word '
o : Ebaine Sundertind

and hand writa
YL NEME,

usually asks the person

to do something, Elaine Sunderlind

/@@

13
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ﬁ"f =l 9 / 4. OCHOBHM PEKBU3UTU B DU3HEC NUCMAaTa Ha

AHITIMNCKN e3UK

Atte n t I O n I I n e Ms. Elaine Sunderfind our mailing address
(Ha BHUMaHueTo Ha ...) 1234 Shore Avenue
VIW 3B8 The date

The name, departmeant and
malling address of the
pErson you are writing to.

. J 28, 2002
- pgymarta Attention moxe unu ga e
Mrs. Gail Hopper

Customer Relations

ce U3nuLle Unu a ce CbKpaTtu ¢ Victoria Springs Water Company
987 Third Street _ The 1% paragraph
rnaBHu 6yksu ATTN, KaTo 1 npu yictona, B.C. vl iniroduces the

fopic ar purpose

Use the persons formal title: of your letter.

Ms. Mrs. Mr. Dr.
[BaTa criyyas cref Hes ce

NnoCTaBA ,EI,BOGTO‘—I ne B I am a new customer of Victoria Springs Water Company. Your company
agreed to deliver 25 litres of water to my home each week. However, | have

not received any water deliverios for the past three wooks.
npoabIiKeHWe Ha pena ce

| am very unhappy with your company. | spoke with Mr. Jarvis about this
on the telephone two weeks ago. | sent you an e-mail message last week, | still
3anucea rpama HCKa TUTIa , UM e have not received my water, Therefore, | will not pay the bill for this month
because | received no water. In addition, | want to cancel my order for water.

| 'will go to another company for my vwater,

N pamMunua, Hanp. The 209 paragraph

Please send me a letter confirming my cancellation,  gives all the
information and

« Attention: Mr. James Foster wunu ) Use a forml sincerely, "
Ejaﬁ:.r HF:;:F: ?I'rlgpplrsﬂn ;:T:Iﬂ:i;n‘:;ﬂx::ile H"‘h‘ m
« ATTN: Mr. James Foster Dz il your name. Flaine Sunderfind

/@@

14
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f?; = Jj/ 4. OCHOBHU PEKBU3UTU B BU3HEC NUCMATa Ha ‘

AHITIMNCKN e3UK

Salutation (obpbLIEeHKE)

a) KoraTo B MMCMOTO rpuckcmea erieMeHma Ha eHumaHuemo
Ha..., OBPBbLLUEHMETO B MMCMOTO 3ad4bITHKUTENHO € NINYHO,

Hanp.
Attention: Mr. James Foster, Dear Mr. Foster:

6) KOraTto B NMMCMOTO He ripucbecmea erfieMeHma Ha sHumaHuemo

Ha..., ObpPbLLEHMETO B MMCMOTO MOXe aa Obae:
- Dear Sirs (YBaxkaemu rocnoga,);

- Dear Madam (YBakaema rocroxo), HesaBucMMo Sasnu

agpecarbT € rocrioxXmnua Ui oMbXeHa XeHa,

- Dear Sir or Madam (YBakaemu rocrnognHe/rocrnoxo) —

n3norn3Ba ce Korato He 3HaemM MMeTOo 1IN Nnora Ha

nonyyarens. / @ @

15
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= /] @/ 4. OCHOBHM peKBU3nUTKN B BU3HEC NucMara Ha
aHIMUUCKU e3UK

Subject unm Re
(OTHOCHO)

MOXe Ja ce 3anuwe unun gymata Subject, unu gymara
Re, noctaBa ce OBOETOYME U B NPOABLINKEHNE Ha pena

ce 3anucBa HakpaTko npobrnema, KonTo BU3npa

nucmoTo. KpatkoTo onvcaHue Ha npobnema Ha

MMCMOTO MOXE [ja ce rnogyeprae, HO He e
3aabmkuTenHo. MHoro 4Yecto enemeHTta OTHOCHO

npeaxoxna enemeHta ObpbLIEHME.

/@@
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4. OCHOBHU PEKBU3UTU B DM3HEC nucmara Ha ‘

Body of the Letter

(CbabpKaHMe Ha NMMCMOTO)

ab3auuTe Ha NMCMOTO ce
nogpaBHABaT BNABO 0e3
OTCT®BI, NN C OTCTBI, Criopes
n3bpaHmna cTunoB dpopmar.
XapakTepHoTo €, Ye mexay
ab3auuTte ce gaBa
OOMbJTHUTENHO pa3cTosiHNE
(Format/Paragraph/Spasing/B
efore) — Mmoxe oa 3agagete 6

pt, 12 pt n no-pagko — 24 pt.

< on the telephone two weeks ago. | sent you an e-mail message last week, | still
\wzer. Therefore, | will not pay the bill for this mont
| received no water. In addition, | want to cancel my order | ;

lwill goto a arvy for my water.

AHITIMNCKN e3UK

Ms. Elaine Sunderlind EL [TET 13 £ T

1234 Shore Avenue
Victoria, B.C.
V1W 3B8

The date

The name, departmeant and
malling address of the
pErson you are writing to.

January 28, 2002

Mrs. Gail Hopper
Customer Relations
Victoria Springs Water Company

987 Third Street The 1% paragraph

Victoria, B.C. Leave atf least 3 lines abave introduces the

V17 907 the “Dear” {OpIC ar pUFpoSE
Use the persons formal title: of your letter.
Ms. Mrs. Mr. Dr,

Dear Ms. Hopper

| customer of Victoria Springs Water Company. ry
ed to deliver 25 litres of water to my home each week. However, |
not received any water deliverios for the past three wooks.

| am very unhappy with your company. | spoke with Mr. Jarvis about this

'

The 2™ paragraph

Please send me a letter confirming my cancellation.  gives all the
information and
Lise a formal . details.
: Sincerely,
The 3" paragraph closing word '
o : Ebaine Sundertind

and hand writa
YL NEME,

usually asks the person

to do something, Elaine Sunderlind

/@@

17


../Local%20Settings/Temp/razdel4.pps
../Local%20Settings/info/info.pps

AHITIMNCKN e3UK

ﬁ"f = |7 / 4. OCHOBHM PEKBU3UTU B DU3HEC NUCMAaTa Ha

CO mp l imen tarv C I 0sS€ Ms. Elaine Sunderlind Your mailing address
(3aKNYNTENHO N3PEYEHME) 1234 Shore Avere

V1W 3B8 The date

The name, departmeant and
January 28, 2002 mailing address of the

* To ce obBbp3Ba C 0OpPbBLLLEHNETO Mrs. Gail Hopper person you are witing 1o,

Customer Relations

Ha MMCMOTO W1 € BbMNPOC Ha n3bop. Victoria Springs Water Compary
987 Third Street The 1% paragraph
M Victoria, B.C. ;ea:g at;eaat 3 lines abave introduzes the
eDear” — :
oxe D'a BbBe'D'eTe V12907 Use the persons formal title: ﬁ?iiﬂgﬁ;ﬂum
Ms. Mrs. Mr. Dr.
3aKINKYUTESTHN N3pEeYHEeHNA OT Dear Ms. Hopper

I am a new customer of Victoria Springs Water Company. Your company

I nsert/AUtO TGXt/ClOSi ng n agreed to deliver 25 litres of water to my home each week. However, | have
not received any water deliverios for the past three wooks.

noco4esamMe XeraHoTo OT HacC | am very unhappy with your company. | spoke with Mr. Jarvis about this

on the telephone two weeks ago. | sent you an e-mail message last week, | still

3aKr4YnTEenHoO |/|3peL_| eHune. have not received my water, Therefore, | will not pay the bill for this month
because | received no water. In addition, | want to cancel my order for water.

| 'will go to another company for my vwater,

The 2™ paragraph

< Please send me a letter confirming my cancellation. —>gives all the

information and

Use a farmal . details.
: Sincerely,
The 3™ paragraph closing word '
usually asks the person and hand write aine Sundedind
to do something, YEILI A, Elaine Sunderlind

/@@
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ﬁ" = 4 9 / 4. OCHOBHU PEKBU3UTU B DM3HEC nucmara Ha
AHIMUNCKN e3UK

Firm name (ume Ha dompmara, KOMNaHusTa, MHCTUTYLMATA)

* 0OMKHOBEHO ce 0dhOpMs C rmaBHU OYKBU 1 ce 3anucea

tangent

cnen 1 npaseH pen noa, 3aKnouYNTENHOTO U3PEYEHNE. — e 2

Dictator’s name, position Rt
(MMe Ha pbKoBOAUTENS U ANMbXHOCT) ;:;f‘f"iﬂﬁﬁ:fu;“m:m::«
* nuwart ce obukHoBeHO cnepn 3 npasHu peq oT UMETOo Ha S

,
AL Tochaniqie e 20 Corren g Pt a
P Eckaded famure 1 POt tegracion
dompmara. e

"P'"““"-'!-n:.

Reference Initials (Huumnann) SRS

* CrnaBHM OyKBM ODMKHOBEHO Ce 3anuceaTt MHUUManuTe
Ha cbCTaBUTENS (OMPEKTOopa) U Ha TEXHUYECKUS

oopMUTEN Ha NMMCMOTO (CekpeTapst), KaTo ce pasgenarT

C HakrnoHeHa yepTa (/) unn ¢ goetouune (:).

19
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ﬁp = 4 Y / 4. OCHOBHU PEKBU3UTU B DM3HEC nucmara Ha
AHIMUNCKN e3UK

Enclosure notation (npunoxeHue)

PLEASE POST
Letterhoad or

/| typed heading

.
/
o

- [ymata Enclosure ce usnucaa nsuano unm 7

The Ohlo Academy of Sclence
SO Wt Yeu wise )

et | Oate
ce cbkpallaBa kato Encl., noctassa ce — NI (&)
Address \ y ‘

AaBoeTo4ne, crie KoeTo B npoabJrKeHNe Ha

Body
(Tex)

peda ce onvcea NPUNoXeHust KbM MMCMOTO =

OOKYMEHT nnu B ckobu ce 3anucea 0po4d Ha

NMPUINOXEHUATA.
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Compli-
mentary
closing

Typed

HOW TO WRITE A BUSINESS LETTERI
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ﬁ"f = |7 / 4. OCHOBHM PEKBU3UTU B DU3HEC NUCMAaTa Ha

AHITIMNCKN e3UK

Cory notation (pen 3a konus)

i Sample E-Mail =] B3

S
J File Edit “iew Insett Fomat Tools Message Help

5 % B B o8 v

Cpeuwa ce 8 08a sapuaHma:

Send [0t Copy Paste  Undo | Check Speling | Attach
« a)C.C. (carbon copy) — BuanMmo konue, ¢ ToBa @ Te [sopeczaioom
obo3HavyeHune otbenassame, Ye ek3eMnnsap oT E :
Subject  [Sample E-Mail
NMCMOTO agpecupame 4o Apyr YOBEK UMK e o= Elm £ oA =8>
rpyna xopa v BCEKM OT nonyyartennTte 3Hae Kou ]

This is where you put the main body of the message. Cc: is
for carbon copes, to send the same message to multiple

,D,per Jmua ca |'|0_j'|yl-| N Konme ot NnMCcMoTO. users. Bee is for blind carbon copies so you can send
someone a copy of the letter without the recipient knowing
someone else received a copy.

To3n eneMeHT ce n3nucea camMo KoraTto numa u -I
4

APYrv nonyvarenu Ha NUcMoTo.

- 0)B.C.C. (Blind Carbon Copy) — cnsano konue,

ToBa 0003Ha4YeHne ce n3nmcBa Ha camuTe

KOnusi, HO HUKOWN OT nonyyvyarernnTte He 3Hae

TOYHO KOM OpYyrun Xopa ca nosjiydymninm Konme ot

NMNCMOTO.
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Postscript, P.S., PS (nocnenuc)

TYK Ce 3alnuncea rnocriegHa 3akino4nTesriHa
MNCDBIJT, C KOATO aBTOPBT UCKa AOa
dKUEeHTUpa BbpPXy OCHOBHNA MOMEHT OT

nucmoTo. isanonaea ce psagko.

KoraTto otroBapsime Ha NMCMO, € BaXXHO
OTroBOpPbLT Aa 6bae cbCTaBeH M HanucaH
B CbLUMA CTUST KaTO Ha NMbPBUYHUSA
OOKyMeHT. [lpunaraHeTo Ha gpyra

CTPYKTYPHa cxema 6u 6Mro HEKOPEKTHO.

- o ‘
-' = % @/ 4. OCHOBHU PEKBU3UTU B BU3HEC NUCMaTa Ha

AHIMUNCKN e3UK

WHAT | DIDNT SAY
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S C
4 ’ZZ / 3aJayn 1 BbIPoCcH

KakBu cTMnoBe Ha NyHKTyauust uMaT Ou3Hec-

nMcMmara B aHrnunckata KopecnoHaeHUmUs ?

CbcTaBeTe NMCMO-UCKaHe Ha aHTMUACKU e3UK,

cnasBauiku PEKBUINTUTE N MEXOAYHAPOOAHUTE

CTaHOapTn B NMCMEHUTE KOMYHUKaLUN.
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