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Выполненное задание сдаем на паре или отправляем на почту kan@apt29.ru

Лексический минимум для чтения и перевода профессионально ориентированных текстов по теме «Деловой английский язык».

Выполните упражнение: соедините колонки А и В, запишите и переведите словосочетание:
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Выполните упражнение 5: Составьте предложения по образцу.
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Практическое занятие № 128. «Написание делового письма».




Прочитайте текст и выполните упражнение 3 после текста (найдите выражения из текста)
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Посмотрите на образец делового письма. Выполните задание 11.5 (напишите ответ на данное письмо).
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3apanvie 11.5. HanuwuTe OTBET Ha ITO MIACHMO, NONYHEHHOE MO SMIEKTPOH-
HO¥i nouTe.

Dear friend,

My name is Mike McKay. I'm fifteen years old and I live in Edinburgh,
Scotland. My family is not very big. I live with my parents, I have a dog. His
name is Spot. He is very clever. I like him very much. My hobby is collect-
ing stamps. I like to play football with my friends. I can run, swim and jump
very well. I like playing computer games and listening to music. And what
about you? What are your hobbies? Do you like sports? Can you swim?
Do you play football?

Bye for now.
Your iriend, Mike
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5 Work with the same partner. Make sentences about these departments
using words in the table.
Example: Logistics plans deliveries from suppliers.
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READING

2. Work in groups of three. Group 1 will read paragraphs 1-5 of
the text How to Write a Good Business Letter. Group 2 will read
paragraphs 6-10. Group 3 will read paragraphs 11-15. Share the
information you read with your groupmates.

How to Write a Good Business Letter

The rules of business etiquette apply both to personal communication,
and on correspondence. Moreover, following the rules of etiquette, you
will show respect for the interlocutor, as well as interest in the success of
interaction.

1. Always state the topic of the letter. Your recipient can quickly
understand, whether they are interested in your letter or not. Make sure the
topic is simple and easy to understand. Try not to use more than three words.

Examples. 1) Meeting on Friday; 2) Marketing plan; 3) Table
reservation.

2.Use greetings. It’s also a good idea to write a polite word
or ask a polite question. Writing to a woman, always use Ms.
no matter if she is married or not.

Examples. 1) Dear Mr. Alex, hope you are well! 2) Hello Mark, how
was your holiday? 3) Hello Ms. Angela, I'm writing to you in order o....

3. Describe the reason, why you are writing.

Examples. 1) We apologize for.... 2) I would like to clarify that....
3) We kindly ask you.... 4) We hereby inform you that....
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4. Be brief. Of course, the number of words depends on the topic,
but try not to spook the recipient with the volume of text. The shorter the
letter is, the more chances there are it will be read.

5. Use inclusive words. Many employers and top-managers don’t
have much time to write letters. That’s why they use very short but very
inclusive word and phrases. Their letters have a lot of gerund forms
(propose having). If you learn to write such letters, it will make you look
very professional. We came up with a few examples of sentences with and
without such words.

Examples. 1) Forefront. This goal should be in the forefront of your
thoughts / This goal should be the most important thing to keep in mind
right now;

2) Highlight. We should highlight this word in the text / We should
draw attention to this word in the text;

3) Ensure. Please, ensure he receives the message / Please, make sure
he receives the message;

4) Regarding. We need precision regarding the time / We need
precision on the subject of time;

5) Acknowledgment. He made an acknowledgment to receiving the
letter we had sent / He made a confirmation that he received the letter we
had sent.

6. Don’t use contractions. Don’t forget about being serious.
Using /'m instead of / am and [ won't instead of 7 will not is bad. On the
other hand, talking about departments don’t forget about the.

Example. The Sales dept., The Finance dept., The IT dept.

7.Use abbreviations. As strange as it seems, using ASAP (as soon
as possible) makes you look very professional.

Examples. FYI — For Your Information / Action. It’s used to inform
the recipient that this message is interesting for him or to ask someone to
do something;

PFA —Please Find Attached. Add this when you want to draw attention
to attachment;

KPI - Key Performance Indicator. This indicator shows how much of
something was achieved. For example, sales plan, a number of won cases;

EOY — End Of'the Year. It’s often used with KPI and year. For example,
anumber of sold products as a proportion to supplies Jan — Dec 2015 may
look like this: 85 % EOY 2015.
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COB / EOD - Close of Business / End of the Business Day. It’s often
used with deadline. For instance: the deadline is this Friday COB. This
means that the job should be done before 6 p. m. (if you work till 6 p. m.).
Sometimes COB is used instead of EOD. They both mean the same thing.

8.Becareful with jokes. It’s best not to use them at all. But if you
really want to, make sure the joke is not offensive or inappropriate.

9. Use attachments. Charts, tables, pictures and so on should
always be sent as an attachment; otherwise it’ll be difficult to read your
letter.

10. Use short sentences. Even if you are a good writer, don’t show
it in a business letter.

11. Use ENTER. Paragraphs make information look more
systemized. Just look at this text!

12. Use BOLD. Be careful and remember: if all the text is bold, then
none of the text is bold.

13. Write letters after meetings. In order to confirm some deals
that you had made during a meeting write a letter starting with to confirm
today’s meeting / call / discussion. After this name every agreement you
got and write: let me know if I missed anything.

14. Use a polite phrase in the end.

Examples. 1) Thank you and I'm looking forward to hearing from
you; 2) Thanks in advance; 3) If you have any questions, feel free to
contact me.

15. Don’t forget about your signature.

Examples. 1) Best regards; 2) Kind regards; 3) Warmest regards.

VOCABULARY

3. Give English equivalents of the following word combinations.

1) [paBuia 1eM0BOro STHKETa; 2) YKA3aTh TeMy THCEMa; 3) UeM Kopie,
TeM OOIbIIIE IAHCOB; 4) BBIIETNTH CJIOBA B TEKCTE; 5) 00paTHTh BHUMAHHE;
6) MOATBEPIKACHUE O TIOIy YCHHH TTHCHMA; 7) He MCTIONB30BATh COKPAILICHHST,
8) ObITH BHUMATEIBLHBIM; 9) KaK ObI CTPAHHO 3TO HU Ka3aJI0Ch.
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Kax nuwyTcs aenoebie nucoMa?

Bl nuuere: O6pauienne/npusercTame 3-4‘.?:5"‘":::::

Heataxomoii dupme Dear Sir, Yours faithiully
Dear Madam, Yours truly
Truly yours

Heanaxomol Aeiuiie Dear Madam, Yours fathiully
Truly yours

Hesnaxowomy Mykiiic Dear Sir, Yours faithiully
Yours truly
Truly yours

Hexnoneky, KoToporo vt anaere | Dear Mr/Mrs/Ms Fisher | Yours sincerely

Very truly yours

Sincerely (yours)

Yesoneky, koToporo By anaete | Dear Ann/John (With) Best wishes
Xopowo Love
Yours
Al the best
O6pasey genoBoro nucema
MICHAEL WARRENS LTD Mrs Sally Fisher
78 Court Streel Manager
Nottingham, UK 18 L. James Avenue
Bournemouth HB3 4LN
Our ref: US / HK 1082 4th October 2004
Yourref: SP/T
Dear Mrs Fisher,
Your order

We are pleased to receive your order no. 202 dated It October 2004, We already work
with your order. We willinform you when the consignment is ready for delivery.

Please do not hesitate to contact us if you require further information.
We thank you and look forward to being of service to you in the future.

Yours sincerely,
M. Warrens

Enc





