Henuc Wesuyk

IlenoBoM aHrNMMUIUCKUA: OU3HEC-
KYpPC aHIMIMHACKOro f3blKa




Henunc Anekcangposud IlleBuyk
JleJIOBOM aHIVIMHACKHUNA: OM3HeC-
KypC aHIJIMICKOrO0 SA3bIKa

http://www.litres.ru/pages/biblio_book/?art=182730

AHHOTaAIMUSA

JlenoBOW aHIIMKMCKUIA SI3BIK HEOOXOOUM ISl B3aUMOJIEHCTBUS
C MHOCTPaHHBIMU KJIMEHTaMU, KOJUIeramul, TapTHepamu. B umcre
00CykJJaeMbIX BOIPOCOB: JEJIOBOE MUCbMO Ha AHIJIMKCKOM SI3bIKE,
0COOEHHOCTH JIETIOBOTO AHIJIMICKOTO, OUIMAIIBHO JIEIOBOW CTHJIb
AHTJIMICKOrO A3bIKa, JEJIOBOM aHITIMUCKUUA [UIA HAYWHAIOIIUX
W TPONODKAIONINX, YPOKH JIEIOBOTO AHTJIMICKOTO, JIENIOBBIE
MeperoBopsl Ha  aHIJIIMHACKOM  SI3bIKE, JeJoBble  (pa3sl  Ha
AHIJIMICKOM sI3BIKe, NIeJIOBbIE JOKYMEHTH Ha aHrimiickoM. busHec-
KypC aHDIMACKOTO sI3bIKa TOJIe3eH MPaKTHUKaM, CTyOeHTaM,
npernoaaBarelisiM, MOMOXeT HalucaTh OW3Hec-TUIAH Ha AHTTIMHACKOM
SI3BIKE, IPOUTH COOeceIOBaHe, IIPOBECTU MePETOBOPEL.

KHura ocHOBaHa Ha YCKOPEHHBIX METOJAX M3YIEeHI ST MHOCTPAHHBIX
S3BIKOB.
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IlleBuyk /leHuc
AJleKCcaHIpOBUY
JleJ10BOM aHIJIMACKHUM:
OM3HEC aHIVIMHMCKHUH SA3BIK

lesioBasi mepenucka

B sTom paznene npencrasieHa nHGOpMAIUS O MpaBuiax Je-
JIOBOM MEPEIMCKH Ha aHTJIMIUCKOM SI3bIKE. 3/IECh Bbl HAMJIETE KaK
oO0I11eyroTpeOuTeIbHBIE B ICIOBOM MepenrcKe CJIOBa U BhIPakKe-
HUSI, TaK ¥ TOTOBbBIE MPUMEPHI ITUCEM Ha Pa3JIMYHYIO TEMATHUKY.

OnuH U3 crocoOOB TPEHUPOBATh MH. SI3BIK — 00YYaTh
MHOCTPAHIIEB PYCCKOMY SI3bIKY, PYCCKOW JIMTEeparype,
unocodum u ucropuu Poccruu (1711 9€ro CTOUT MOBHIIIATH
WX 3HaHUE).

Henuc Illesuyk

3amMeudeHo, YTO MHOTHME JIIOAW HE 3HAIOT JIEMEHTApHbIX Ipa-
BUJI PYCCKOTI'O SI3bIKA, HAIPUMED:
1. KonmmyecTtBO KaBbIUeK Bcerga JOJIKHO OBITH YETHBIM, KakK
CKOOKHU B MaTeMaTHKeE.
PsimoM cTosiiye KaBIYKH MOTYT OBITh IBYX BUJOB — «...» U
...” (JIaTIK} 1 €JIOYKH).

[13



[TpaBWIbHO: «CJIOBA “CJIOBA”>» WM “CIJI0BA «CJIOBA»

HenpasuibHo: “ciioBa” 1 "cioBa «ClnoBa»

T OMMOKU eCTh JIaXKe B HA3BAHUSIX KPYIHBIX (DUPM U HEKO-
TOPBIX CTaThSIX U KHUKKaX.

2. Ecnim B KOHIIE MpeiIoxkeHusT ecTh MH(popMaIms B CKOOKax,
TOYKA CTABUTCS MOCTEe CKOOOK, HE CTABHUTCS Tepesi CKOOKaMU 1
BHYTPU Mepe]] 3aKpbIBAIOIIEH CKOOKOH.

[IpaBuiibHO: ciioBa (CoBa).

HenpaBuibHo: ciioBa. (cioBa.)

JleJi0BO€ MICHbMO HA AHIJIMIICKOM

Menedocep — naemnulil ynpas.ieney, HAUANbHUK!

Ecau y eac nem Hu 00H020 NOOUUHEHHO020 — 8bl He
MeHeodxcep,

a maxcumym cneyuaaucm!

enuc Illesuyk

CocraBienue J1000ro /1eJ0BOro NMuchbMa Ha AHIJIMM-
CKOM SI3bIKE MOYMHSIETCS] OOIIM MpaBUJIam:

e Bech TekcT pazmensieTcss Ha ad3aipl 0e3 MCMOJIb30BaHUS
KPAacHOW CTPOKH.

* B BepxHeM JIeBOM YIUly ITUCbMa YKa3bIBAETCS MOJTHOE UM
OTIPABUTEJS WJIM HA3BaHUE KOMITAHUU C aJIPECOM.

* Jlanee ykasblBaeTcsl UMs ajipecara U Ha3BaHUE KOMIIAHUM,
KOTOpPOM IMUCBMO IPEeJHA3HAUYEHO, a TaKkKe ee agpec (C HOBOM
CTPOKH).

* Jlata oTIipaB/ieHUs yKa3bIBAETCS TPEMS CTPOKAMU HUKE WJTH
B BEpPXHEM IPaBOM YIJIy MUChMA.



* OCHOBHOM TEKCT JIOJI’KeH ObITh TIOMEITIeH B IIEHTPAJIbHOM Ja-
CTH TMUCHhMA.

* [1aBHAst MBICJTb TMCbMa MOXKET HAYMHATLCS C IPUYMHBI 00-
pawenus: «I am writing to you to ...»

* OOBIYHO MMCHMO 3aKAHUMBAETCS BRICKA3bIBAHUEM OJ1arofap-
HoctU («Thank you for your prompt help...») u npuBercTBu-
em «Yours sincerely,» eci aBTop 3HaeT UM ajpecara u 'Yours
faithfully', eciu Her.

* YeThIpbMsI CTPOKAMU HUKE CTABUTCS MOJTHOE UMS aBTOPA U
JOJKHOCTb.

* [Tonmuck aBTOpa CTaBUTCSI MEXKy PUBETCTBUEM U UMEHEM.



Jles10BOE MUCHMO

Oopa3zen 1eJIOBOTro muchbMa Ha AHIJIHIICKOM:

Mr Denis Shevchuk

INTERFINANCE-company

Office 2002, Entrance 1B

Tverskaya Street

Moscow

RUSSIA 20 June 2004

Dear Denis,

I'm writing to you in regard of your enquiry. Please
find enclosed our information pack which contains our
brochures and general details on our schools and summer
centres.

In England we have two schools, Brighton and Bath, both
beautiful locations which I am sure you and your students
will like. Our schools are located in attractive premises in
convenient, central positions. Brighton is a clean and safe
town with a beautiful bay and countryside nearby. Bath is
one of the most famous historic cities in England, famous
for its Georgian architecture and Roman Baths.

Accommodation is provided in host families chosen
for the ability to provide comfortable homes, a friendly
welcome and a suitable environment, in which students
can practice English and enjoy their stay. We have full-
time Activities Organisers responsible for sports, cultural
activities and weekly excursions.



Please complete and return the enclosed registration
form in order to receive more brochures and other
promotional materials.

I look forward to hearing from you and later hope to
welcome your students to our schools and summer centres.

Yours sincerely,

Tomas Green

Managing Director



OcHOBHbBIE BbIPpAKeHHSI

 CyIiecTBYIOT CTaHJAPTHBIC BBIPAKEHHUS, 9aCTO yIIOTpeOIs-
eMbIC B J1eJIOBOM NMepenucKe Ha aHIJIMCKOM SI3bIKe , CIIOJTb-
30BaHKE KOTOPBIX MPUIACT BEKJIMBBIN U O(DUILIMATIBHBIN TOH Ba-
memMy mnocianuio (rnoapodnee cMm. IlleBuyk II.A. AHrmicKui
SI3bIK: CAMOYYUTED).



1. Ofpamerne

Dear 3irs, Dear 3ir or Madam

(£ CIE B &M HE BSEECTHO MMA 870 CaTs)

Dear M, Mrs, Miss or Ms

(P CIE BaM MTEECTHO MDA afAPeCaTa, B TOM CIHae KOTga
EBI He THAETE CRMEFHOS TIOM0MKEEMNE HeHIHHDT CITe 7 eT
mmcate Ms, rpyBof onmbxoi ARIACTCA HONONES OF AR
irpazel “Mis or Miss™)

Dear Frank,

(B oBpanieHee & SHAROMOMY el eEy)

2.Her npe e

Thank wou for wour e-mail of (date)...

Cracfo 34 BanTe MECEMO 0T (HECTIE)

Further to vour last e-mail. .

(OTEe9ad Ha Ballle MHCBMO. ..

I apologise for not getting in contact with you before
L0, .

A nponry mponreHHA, WI0 A0 CRX IIOP He HATIHMCAT
Eand. ..

Thank you for your letter of the Sth of March,

Cracufo 3a Banre macemo ot 5 MapTa

With reference to your letter of 23rd March

(OTHOCHTAIBHO Banero Mk oT 43 MapTa

With reference to your advertisement in “The Times”™

OTHOCHTEIEHO Ballel permanel & Tafe

3.V TMPHHH

I am wriling to enquire shout

A mmry saw, grofis yoHATS. .

I am writing to apologise for

A mmry san, uTobbI MEEMEMTE CA 38

I am writing to confirm

A memry an, uTo GBI I0ATERPRTE. ..

I am wriling in connection with

A meouy BaME CEATHC ..

We would like to point out that. . Ml xoTem Ge1 0fp ATHTE Barme Hi ..
4.Tlpocsda
Could yvou possibly... He naorm Be1 B2l

Twould be gratefl if you could ...

H B GBI pIPHATENEH Bal, ecimt GBI BRI ...

I would like to receive

A BRI x0TeN IOTYSHTE. ...

Please could vou send me..

He ntorme OB EBI BRICIIATE DIHE. ..

5. Cor C ¥

Iwould be delighted to .. A fpm b pag ...

I would be happy to A Bem bEl cuacTE. .

Iwould be glad to A Bpm be1 pag,. ..

6.C TUTOXHA HOBOCTEH

Unfortunately ... Koo 1.

1 am afraid that ... Eoroce, uro..

I am sotry to inform you that Mime roseno coofnrams Bam, Ho

We regret to inform vou that. Ko ), MBI EBIHVEARHET 00 TR Ban 0.
7.1 X JOTI0JIHHTE b HEIX MATEPHATOE

We ate pleased to enclose .. MEI ¢ YA0E QI CTEHEM ERIAEEACH. .
Attached yvou will find .. E npuepermermon dadine 551 HadigeTs..
We encloge .. Ml mpemarasn. .

Please find attached (for e-mails)

Bl HafifeTe IpHERD eINIEHHEDT §afi. .




8.B G.raTo gapHoCTH 72 MPO:

BC.

Thank wou for ywout letter of

CrracuBo 33 Bante MHMCBMO

Thank vou for enguiring

Crmacufio 5a mpo i HETERES. ..

We would like to thank you for your letter of .

TvlE1 xoTems A1 o fmarogapHrE Bac 5a. ..

9. Tlepexos x JgpyToi Tene.

We would also like to inform you ...

Iuler Taxk e xoTerm 61 coobupme Bam o...

Regarding your question about

OTHOCHTEIEHO BANEro BOIPOCA O

In answer to your question (enquiry) about .

E OTEeT Ha FalI BOIPOC O..

I algo wonderif..

M epim TaRHe METepECTET..

10. Tomo. e 16 HEIE BONPOCHI.

T am a little unsure ahout. .

1 HEMEOTO He VESEHE ...

I donot fully understand what.

H e A0 KOHIA TOHATL.

Could you pogsibly explait...

He ntorme Op1 B3I 0 0BACHETE...

11. TTepemava mudop

It witing to let wou know that.

A mmry, wrober coofnpme o

We ate able to confirm to ywou.. IW[BI BIOMEN TIOATE SRTE ...

I am delighted to tell you that... b1 ¢ yaoBomE cTEHe coobaert o ...

We regret to inform you that. . Koo ), MBI BBIEYEASHEL c00DIETE BaM 0.
12.Tlpe g, cEoei

Would you like me to. .7

M ory e A (cgemars).. . ?

If you wish, I would be happy to...

ECIe x0THTE, A ¢ PATOCTER...

Let me know whether vou would like me to...

C'oobnmprre, ecie Bara moHEago BHICA MOA IOMOLIE.

13.H 0 HADIEEHHOH BCTpeye HIH 0

OTBETA

I look forward to

A ¢ HeTepTIEEIEM BT,

hearing from you soon

KOI#a CMOIY CHOEA YCIELUATE Bac

meeting vou next Tuesday ECTPEUH ¢ BAMM B CIleAyE0nESt Broprm

seeing wou next Thursday BCTPESH ¢ BakH B YeTEepr

14. TTommics

Kind regards, C ..

Yours faithfislly, Hekperre Ban (g ce M SeI0E eka Bam He MeEeCTHO)

Yours sincerely,

(eome prad B ang ipee oTHO)




IIncebmo-3anpoc nHgopmManuu

[Tucemo-3anpoc nngopmanmu (Inquiry Letter) oTrpaBisioT-
cs1, KOrja HeoOXOQUMO TOIYy4uTh OoJiee moapoOHyI0 HH(pOpMa-
LIMI0 O MHTEPECYIOIEM BaC TOBApe WIN YCIIyTe.

B Havasne nmuceMa cieqyeTr MOMECTUTh Ha3BaHUE U aJpec Ba-
1Iell KOMIIAHUY, HUXKE JOJKHO UITH Ha3BaHUE KOMIIAHUH, B KO-
TOpYIO BBl oOpamaerech. COCTaBUTh TEKCT MUChMAa BBl MOXKETE C
MOMOIIIBIO CIEAYIOUIMX CTaHAAPTHBIX BBIPAKECHUN.

1. OdbunnannbHoe odOpaneHne, NOCKOJIbKY € aJipecaToM
Bbl He 3HAKOMBI.
Dear Sir or Madam, Dear Sirs

2. Yka3aHuenCTOYHNKANH(OPMAIMHOKOMIIAHUH
With reference to your advertisement (ad) in...
OTHOCUTENBHO Balllel peKJIaMbl B

Regarding your advertisement (ad) in ...

KacarenbHo Baleil pekjiaMsbl B ...

3. IIpocn6a BbICJATh HEOOXOAMMbIE JAHHbIE
Could you please send me ...

He moryu Obl BB BBIC/IATH MHE

I would be grateful if you could...



S1 6bLT OB ONTarogapeH, eCiiv BHI. . .

Can you give me some information about...
MosxeTe Jiu Bbl JaTh MHE UH(POPMALIUIO O. ..

Could you send me more details. ..
Moru Obl BB BBICJIaTh MHE MOAPOOHYI0 UH(GOPMAIIUIO. . .

4. lonoTHATEJIbHbIE BOMIPOCHI
I would also like to know ...
S1 OBl TaKXe XOTeN y3HATh. . .

Could you tell me whether ...
Ckaxure, NOKaIyUCTA. ..

5. lHognuck

Yours faithfully, Uckpenne Bam, (ecnu ums Bam He uzBecT-
HO)

Yours sincerely, (eciiv umsi Bam u3BecTHO)

IIpumep

Kenneth Beare
2520 Visita Avenue
Olympia, WA 98501



Jackson Brothers
3487 23rd Street
New York, NY 12009

September 12, 2000

Dear Sirs,

With reference to your advertisement in yesterday's
“New York Times”, could you please send me a copy of
your latest catalogue. I would also like to know if it is
possible to make purchases online.

Yours faithfully,
(Signature)

Kenneth Beare
Administrative Director
English Learners & Company

HononautensHo cM. [eBuyk JI.A. [TuceMo Ha aHITIUHACKOM
SI3bIKE: IPUMEPHI, KaK NUCaTh (JIMYHOE, IENOBOE, PE3IOME, FOTO-
BbIC IMMChMa KaK oOpa3seln).



IIucbMo-0TBET HA
3anpoc uadgopmanuu

Korna kommnanus nonyvaer nucemo (Inquiry Letter) ¢ mpoch-
60i1 BBICTIATh MOAPOOHYI0 MH(MOPMAITHIO O €€ MPOMYKIIMH, TOBA-
pe WM yciayre, B OTBETHOM NMHUCbME OY€Hb BaXXHO MPOU3BECTU
OJaronpusITHOE BIeYaT/IEHUEe Ha MOTEHIUAIBHOTO KIIUEHTa WU
napTHepa. BeXJIMBbIA, rpaMOTHO COCTAaBJICHHBI OTBET 00s13a-
TeJTBbHO OyleT CocOOCTBOBATh CO3/IaHMIO TIOJJOOHOTO BIIEYaTIIe-
HUSL.

1. O6pamenne
Dear Mr, Ms

2. BiarogapHocTh 3a OKa3aHHOE BHUMAaHHeE
Thank you for your letter of
Cniacr00 3a Baite MichbMo. ..

We would like to thank you for enquiring about ...

Ms1 xoTenu Obl OOTArogapuTh Bac 3a MPOSIBICHHBIA WHTE-
pec...

(mononuutenbHo cm. IlleBuyk II.A. IlesnoBoil aHITIMACKUN
SI3BIK: CTaHJApTHBIe (ppasbl Ha aHrMickoMm; [leBuyk JI.A. bus-
HeC aHMMICKHiA: Kypc OusHec aHruiickoro; [lleBuyk [I.A. AH-



TJIMACKMA JIJIST SKOHOMHUCTOB (y4eOHMK aHTJIMCKOTO sI3bIKA);
[leBuyk [.A. I[IpakTdeckas u TeopeTnyeckas rpaMMaTHKa aH-
IJIMICKOTO SI3bIKa (aHIJIMKACKAsl TPAMMATHKA)).

3. IIpenocraBiieHue Tpedyemoi nHgoOpMaIun
We are pleased to enclose ...
Mkl ¢ YAOBOJIbCTBUEM BKJIAAbIBACM. . .

Enclosed you will find ...
B npukpernnieHHOM (haisie BBl HAUIETE. . .

We enclose ...
Mpb1 npusiaraem. . .

4. OTBET HA JONOJHUTEJIbHbIE BOMPOCHI
We would also like to inform you ...
MbI Takxke XoTes Obl COOOIIUTH BaM O. ..

Regarding your question about ... OTHOCHTEJILHO BallIEro BO-
npoca o...

In answer to your question (enquiry) about ... OTBeyas Ha
BaIll BOMPOC. ..

5. Boicka3biBanne HajJgeXIbl HA NaJIbHelee IJI0Jg0-
TBOPHOE COTPYJAHUYECTBO



We look forward to ...
MEI HageeMcs

hearing from you
YCIIBIIIATh BAC CHOBA

receiving your order
MOJIyYUThb OT BaC 3aKas.

welcoming you as our client (customer)
YTO BbI CTAaHETE HAIIMM KJIMEHTOM

6. Iloagnucek

[MomumTeE, KOT/IA BB OOpAIIaeTech K YeJI0BEKY, UMsI KOTOPOTO
BaM HE U3BECTHO, cienyet nucarhb 'Yours faithfully' u korga ums
U3BECTHO — 'Yours sincerely’,

IIpumep oTBeTa Ha 3anpoc nH(OPMAIUT

Jackson Brothers
3487 23rd Street
New York, NY 12009

Kenneth Beare
Administrative Director
English Learners & Company
2520 Visita Avenue



Olympia, WA 98501
September 12, 2000
Dear Mr Beare,

Thank you for your enquiry of 12 September asking for
the latest edition of our catalogue.

We are pleased to enclose our latest brochure. We would
also like to inform you that it is possible to make purchases
online at http://www litres.ru

We look forward to welcoming you as our customer.

Yours sincerely,

(Signature)

Position

(mompobnee cM. [leBuyk [I.A. AHITIMICKHIA SI3bIK: CAMOYYH-
TeJIb)



IInceMo-xa100a

[MuceMmo, comepxkalliee xajJoOy WIM HpEeTeH3UH M0 Kaue-
CTBY NMPHOOPETEHHOTO TOBapa M OKAa3aHHBIX YCIIYT, Ha3bIBAETCS
Complaint Letter. OCHOBHas LieJIb TaKOrO MUCbMa — IEPEAATh
HOJIHYI0 UH(MOPMAIHIO MO BO3HUKILEH podneme. [Tncbmo Takxke
MOXET BBICTYNaTh B KauecTBe O(UIMATIBHOIO JOKyMEHTa, yBe-
JOMJISTIOLIETO O HEOOXOOMMOCTH ITPOBEJEHUS IPOBEPKH U yCTpa-
HEHUS HEeNOJa oK.

[TceMO TOTKHO cofepkarh BClo HeoOXoauMylo MHpopma-
1110, Kacalollylocs IaHHOM yClyry Wiy toapa. Hanmimmre nos-
HOE Ha3BaHMeE U OIMCAHUsI TOBAPA, ATy MPUOOPETEHH S TN YKa-
3aHMs YCIyTH U T.J. Bamma nieiqb — oOBSCHUTD BCE JIETaNM, HO
He Tieperpykarb MICbMO HEHYXHBIMH TIonpoOHOCTsME. Kpome
TOro, HEOOXOMMO yKa3aTh Ballly MOKEIAHUs, YCJIOBUSA U CPOKH
yCTpaHEeHusI POOJIEM.

Komy anpecoBarb janHoe nucbMO?

[Ipu nmproOpeTeHry ToBapa WM 3aKJIIOYEHHH JIOTOBOpA, Ha
Ipe/IOCTaBJIEHNE YCIIYT, Bbl MOJTyYaeTe KOHTAKTHBIN ajpec WK
TeJepOH 4YeloBeKa, KOTOPBIA MOXET PEIIUTh BCE BO3HUKIIINE
cnoxHOCTU. OOBIYHO B HEOOJBIITMX KOMITAHUSIX 3TH BOIPOCHI pe-
maeT Biajesel] KOMIaHUU. B opraHuzanusx cpesHero ypoBHS
— €ro 3aMeCTUTE b WJIM BBICHIMI PYKOBOJAIIME cocTaB. B kpyr-
HBIX KOMITAaHUSIX OOBIYHO CYIIECTBYET OT/EN 1Mo paboTe ¢ KJIMEH-
TaM¥, KOTOPHI 3aHUMAETCSI PEIIeHHEM TaKMUX BOITPOCOB.



N3 kaknxX OCHOBHBIX YacTeil COCTOUT NUCbMO?

1. Becrynnenue

Name of Contact Person

[TonHoe nMs agpecara ( €Ciu U3BECTHO)

Title, if available

Company Name

Hazeanue komnanuun

Consumer Complaint Division

Otnen o padoTe ¢ KJIMEeHTaMH

Street Address

City, State, Zip Code

AJpec KoMIaHuu

Dear (Contact Person):

Oo6pamenue

2. BBeenue, coaep:kamee nadpopManuio npuoodpereH-
HOM TOBape JH00 ycJyre.

On (the 1st of July), I (bought, leased, rented, or had repaired)
a (name of the product, with serial or model number or service
performed) at (location and other important details of the
transaction).

1 wrona s (mpuoOpen, coaln B HaeM, apeH10BaJl, OTPEMOHTH-
poBai) ( IOJHOE HA3BaHME TOBApA C CEPUMHBIM HOMEPOM WU
BUJI YCIIyTH) MO ajipecy ... ( Jajee yKa3blBaeTcsl Ipyras BakHas
uH(pOpMalIvsi O COBEPIIEHHOU CIeNKe)

I am writing to draw your attention to a problem in your
customer service section.



4l nuty, yTOOBI MPUBJIEYH Ballle BHUMaHUE K MTpo0OieMe B OT-
Jiesie TIo padoTe ¢ KJIMEHTaMHU.

I wish to complaint in the strongest possible terms about the
treatment I received from a member of your staff

S1 ObI XOTeJ BBIPA3HUTh MIPETEH3UH K OOpAIIeHHIO CO MHOK Ba-
IIEr0 COTPYAHHUKA.

I am writing to express my strong dissatisfaction with the
goods I received this morning.

4l nurty, 4TOOBI BRIPA3UTH HEJOBOJIBCTBO MIPOLYKTAMH, TIOJTY-
YEHHBIMU CETOJJHSI YTPOM.

I am writing to complain about the quality of the product I
purchased on-line from your website.

4l nurny, 9T0OBI BRIPA3UTh HEIOBOJILCTBO KAYECTBOM ITPOIYK-
TOB, 3aKa3aHHBIX Ha BallleM CalTe.

I am writing in connection with the negative attitude of a
member of your staff.

Sl nuiy B CBSI3W C HETaTUBHBIM OTHOIIICHHEM YJIeHa Balen
KOMIIaHUU.

3. Onucanue BO3HUKIIEH MPOOJIeMBbI

Unfortunately, your product (or service) has not performed
well (or the service was inadequate) because (state the problem).
I am disappointed because (explain the problem: for example, the
product does not work properly, the service was not performed
correctly, I was billed the wrong amount, something was not
disclosed clearly or was misrepresented, etc.).

K coxanenuto, Barm ToBap ( yciayra) He OTBe4aeT HeOOXO/Iu-



MBIM TpeOOBaHUsM , TaK Kak (yKasbiBaeTcs mpoonema). 51 pa3o-
YapoBaH, MOCKOJIbKY ( OOBSICHSIETCS] CUTYAIIUsL: HAIPUMeEP, TPH-
60p TUI0XO padoTaeT He KaYeCTBEHHO, MHE MPeIbsBIIN Helpa-
BUJIbHYIO CYMMY K OILIaTe, YTO-TO He ObUIO OOBSICHEHO)

The equipment I ordered has still not been delivered, despite
my phone call to you last week to say that it was needed urgently.

3akazaHHOe 000py/IOBaHKE BCE ellle He JOCTaBIeHO, HECMOT-
ps Ha TO, YTO s y’Ke 3BOHMJI BaM Ha MPOIILJION HeIeau U co00-
IIUJI, YTO OHO TpeOyeTcs HeMeIJIeHHO.

To resolve the problem, I would appreciate it if you could
(state the specific action you want—money back, charge card
credit, repair, exchange, etc.). Enclosed are copies of my records
(include copies of receipts, guarantees, warranties, cancelled
checks, contracts, model and serial numbers, and any other
documents).

s pemieHus: mpooiaeMbl, 1 ObLT Obl OnarogapeH, eciyd Bbl
(YKa3bIBAIOTCS BAIlM TPEOOBAHUS: BEPHETE IEHBI', KPE/IUT, ITPO-
BeJIeTe PEMOHT, Ipou3BezieTe 0OMeH U T.1.) Konuu 1okymeHToB
npuaraioTcst (MPUIOKUTE KOITMU KBUTAHIIUU, TAPAHTUIHBIN Ta-
JIOH, aHYJIUPOBAHbIE YE€KU, KOHTPAKTHI U JPYrHe JOKYMEHTHI).



Konen 03HaKOMUTEJLHOI'O
¢dparmenra.

Tekct npenocraBieH OO0 «JIutPec».

[IpounTaiiTe STy KHUTY LIEJIMKOM, KYIIUB TOJIHYIO JIETATbHYIO
Bepcuio Ha JIutPec.

Be3ormacHo oriaTuTh KHATY MOKHO OaHKOBCKOH KapToit Visa,
MasterCard, Maestro, co cuyera MOOMJIBHOTO TesiehOHa, C TiIa-
Te)KHOro TepMmuHaia, B cajoHe MTC wmm Cesa3HoOHM, uepe3
PayPal, WebMoney, Aunexc./lensru, QIWI Komenek, 60Hyc-
HBIMU KapTaMu WK APYTUM YI0OHBIM Bam crioco6om.
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