PA3OEN II
BUSINESS CORRESPONDENCE WRITING

3agaHne 1. Pacnonoxute 4acTu OenoBoro nucbma B npaBuUsibHOM
nopsagke

This is to acknowledge receipt of the housing contract that |
requested.

Thomas R. Hood

September 22, 2016

Yours truly,

ABC Corporation
132 Long Street
Cottown, CA 88668

Thomas R. Hood Associates
Fourth and Pine Streets
Los Angeles, CA 88888

Dear Sir:
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3apgaHue 2. CocTtaBbTe AENOBOE NUCbMO U3 NPEAIOXEHHbIX YacTemn

Dear Sirs,

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

September 12, 20

Jackson Brothers
3487 23rd Street
New York, NY 12009

Yours faithfully,

Kenneth Beare
2520 Visita Avenue
Olympia, WA 98501
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3agaHue 3. CoctaBbTe NMMCbMO NPETEH3UIO NO 0bpasuy.

O6pasel nucbMa NPeTEH3NN:

YBaxaemble rocnoaal

Mbl Haxogumcsa B HeOOYMEHUM,
nonyuns Baw cyeT-gpakTypy: B
Bawem nucbme ot 3 oktabps 2010
r. Bol cornacunucb B3sTb Ha cebs
OOMNOMHUTENbHbIE  pacxodbl MO
XpaHeHnto Ha 6GOHAOBOM CKnage.
[axe He yunTbiBas 370, B CyMME K
onfate He Yy4yTeHa cKuaka Ha
NPOOHYO NapTUIo.

Mbl He onnadymBaem Baw cyet oo
NonyyYyeHns pasbACHEHUSA MO ITUM
pacxoXxaeHnam B CyMmme.

C yBaxeHuem, ...

Dear Sirs,

We are at a loss to understand your
invoice: in your letter of 39 October
2010 you agreed that supplementary
bond fees incurred would be payable
by you. Even allowing for this the
amount due for payment does not
take account of the discount for trial
orders.

We are holding your invoice In
abeyance pending your explanation
of the discrepancies.

Yours faithfully,...

Mcnonb3yiTe B CBOEM NUCbME CreaytoLLme CroBa U BblpaXKeHUs:
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at a loss B pacTepsiHHOCTU, B HEJOYMEHUW, B
3aTpyaHeHun

supplementary JOMONHUTENbHbIN, JOOABOYHbIN

take account NPUHATbL BO BHUMAHME, YYnUTbIBaTb

trial order NPo6HbLIN 3aKas

in abeyance B COCTOSIHUMN OXuaaHus,
HeonpeaeneHHoCTn

pending HaxoOALMNCA Ha PaCCMOTPEHUN,
OXuaarLmnm peLleHns

discrepancies pacxoXxaeHus, pasHornacus
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[MncbMo npeTeHs3ns
Letter of
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3apaHue 4. CocTaBbTe NMCbMO NOATBEPXAEHNE Mo obpasLly.

Ob6paseLl nucbMa NOATBEPKAEHUSA

HaBng Xappuc

609 Yact ManH Ctput

Anbbypkepk

Hero-Mekcuko, 87109

Ten. (M06.) 237-409-0198
YBaxaembin [lasng Xappuc,
Heckornbko Hegenb Hasapg no
TenegoHy Obina nponsseneHa
perucrpauunsa ansa noceweHuns
exxerogHom KoHpepeHumn,
nposogumon Accoumaunen
NCUXNUYECKOoro 340poBbs. Bo Bpems
perucTpauunm s nonpocusl BKIKOYNTL
MEHSI B CEKLIU0 NOBEEHYECKOMN
Tepanun. PernctpaunoHHbin cbop u
CEKLUMOHHbIN cBop, Kak 51 ykasarn,
OOSKHbI BbITh CNNCaHbl C MOEN
KpeaUTHOMN KapTbl

(777 7777 TTTT).

£ 6bIn NpoNHGOPMUPOBAH NO
TenedgoHy, YTO A OOIMKEH OXMaaTb
odomumnansHOro nucbma ¢
NoATBEPXXOEHMEM OT accoumauunm,
KOTOpPOE OO/MKHO NoaTBEepaUTb Moe
yyacTme B KOHpepeHLUMmn, HO S A0
HaCTOALEro BpeMeHN He NOoSTy4ns
HMKaKoro nogooHoro
NOLTBEPXKOEHUS.

David Harris

609 West Main Street

Albuguerque

New Mexico, 87109

Cell: 237-409-0198

Dear David Harris,

A registration was made a few weeks
ago via phone, to attend the annual
conference held by Mental Health
Association. When | was getting
registered, | had asked to be enrolled
in the workshop for behavior therapy.
The registration fee and the workshop
fee both were as | specified to be
charged on my credit card (777 7777
7777).

Over the phone, | was informed that |
should expect a formal confirmation
letter from the association that would
confirm my seat in the conference but
| haven'’t received any such
confirmation as yet.

| would appreciate it if a confirmation
letter is sent to me right away via fax
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Byny npusHaTteneH, ecnn NUCbMO C
noaTBepXXaeHnem oyaer
HanpaBneHO MHEe HEMEAEHHO No
drakcy (666-6666) nnm noyToun, ¢
TeM 4ToObI 9 MOT NMPOAOITKUTb
OCYyLLECTBIIEHME CBOUX MNSIAHOB.
NckpeHHe,

(666-6666) or mail so that | could
proceed with my plans.
Sincerely,

|/]CI'IOJ'Ib3yI7ITe B CBOEM lMNCbMeE crieayuine CcrnoBa N BblpaXXEeHUA:

Dear

Hoporon nnun Ysaxaemblin (B
3aBMCUMOCTW OT TOHA NUcbMa)

via phone, over the phone

no TenegoHy

registration fee

perucTpaLmoHHbI coop

charge on credit card

CrnncaTtb C er,D,MTHOVI KapTbl

formal confirmation letter

odomumansbHoe NMCbLMO C
NoLTBEPXKAEHMEM

seat MecTo (B TeaTpe, camoriete n 1.4.),
30€eCb: y4acTne B MeEpONpUATUM

as yet A0 CUX Mop, A0 HAaCcTOSALEro BpEMEHM

right away HemMeaneHHo

proceed with plans

NpoaoJKNTb OCYyLLIECTBJ1IEHNE TJ1aHOB

40




[Mncbmo noaTBepXaeHue
Letter of
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3apaHue 5. CoctaBbTe MNCbMO noarsepXxgeHme rotoBHOCTU K Npuemy

OEenoBbIX NAapTHEPOB NoO obpasuy.
Obpaseu

MNoaTBepXaeHne roTOBHOCTU K MPUEM)

/ Aeneraumm

SARA BROWN

81, North 54 Street,
Clewiston, Florida, 03247,
(328)-421 05609.

Dear Sara Brown,

Following the conversation we had
over the phone earlier today, my
administrative assistant has already
made travel and accommodation
arrangements for you and you team
for your proposed trip to visit our
site. The details are on the
attachment.

He has booked your flight for Detroit
on Wednesday, May 7 at 2:15 in the
afternoon. You will be arriving here
7 hours later. We have asked for
our company driver to await your
arrival at the airport, as he will drive
you to your hotel, the MGM Grand.
The return flight remains open, just
like you asked. The airline will be
mailing the tickets directly to your

Capa bpayH

81, Hopc 54 Ctpwur,
KntonctoH, dnopuaa, 03247,
(328) 421-0569

YBaxaemas Capa bpayH,

Cneays HaweMmy pasroBopy,
COCTOSIBLLEMYCS MO TeNeoHy
cerogHsi, Mo agMUHUCTPATUBHbIN
MOMOLLHMK y>Xe NpoBen Bce
NoAroToBUTENbHbIE MEPONPUATUS
ana Bawewn noesgkun 1 pasmeLleHms,
a Takke ansa Bawewn rpynnbl, B CBA3M
¢ Bawwum npegnonaraembim BU3NTOM
K HaMm. NogpobHas nHgopmaums
HaxoauTCs B MPUNOXEHUMN.

OH 3abpoHupoBan Bam mecta Ha
aBuapenc Ha [leTpout Ha cpefy 7
mMasi Ha 2:15 gHsa. Bel npubyaete
Tyaa Yepes 7 yacoB. Mbl nonpocunu
BOOMTENS HALLEN KOMMAHUM OXuaaTb
Bawero npubbiTvs B a3ponopTy, 1 OH
otBe3eT Bac B Baw otenb MOKM
'pang. ObpaTHbLIN aBrMapenc
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office address.

We believe that you will be very
comfortable in your hotel. It is one of
the best in the city and we have
reserved you the Executive Suite.

If you need anything else for your
trip that we haven’t covered, please
give us a call immediately so we
can make further arrangements. We
at Smarts Inc. look forward to
seeing you.

Sincerely, ...

OCTaeTCs OTKPbITbIM — TOYHO Kak Bhbl
npocunu. ABMakoMmnaHus HanpasuT
BuneTbl NOYTON HENOCPEACTBEHHO Ha
agpec Bawero odmca.

Mbl cuntaem, 4TO B Balwiem oTene
Bbl OygeTte cebs yyBCTBOBaTb OYEHD
KOMJOPTHO. 3TO OAMH U3 Ny4dLLNX
oTesien ropoga, U Mol
3abpoHuposanu ans Bac Homep-
NIOKC.

Ecnn Bam HeobOxoanmo ana Bawen
Noe3aKkn YTo-HNbyab eLle, YTO Mbl He
oxBaTunn, To, NOXanymncTa,
NO3BOHUTE HAM HEMELTEHHO, C TEM
4YTOObI MblI MOIIIN caenaTtb
AONOMHUTENbHbIE NPUrOTOBIIEHNS.
Mbl B CmapTc UIHK. C HETEprEeHnEM
Xaewm Bctpeudn ¢ Bamu.

NckpeHHe,...
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|/]CI'IOJ'Ib3yI7ITe B CBOEM lMNCbMeE crieyluine CcrnoBa N BblpaXXEeHUA:

Dear [loporon nnun ysaxaemoiu (B
3aBMCMMOCTW OT TOHA NUCbMA)

accommodation nomMeLLeHune, Xunoe

arrangement opraHusauust, NpUroToBreHune,
AOroBOPEHHOCTb

team KomaHga, rpynna

our site Halle MecTo

details aetanu, nogpobHocTn, nogpobHas
nHpopmauums

book 3akasbiBaTb, OpOHMPOBATb

flight aBMapenc

return flight obpaTHbI aBnapemnc

airline aBMakoMnaHus

Executive Suite HOMEP-NKC

cover NOKPbITb, OXBATUTb

look forward

XOaTb C HETEPNEHNEM
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[Mncbmo noaTBepXaeHue
Letter of
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3agaHune 6. CoctaBbTe NMCbMO 3anpoc rno obpasdy.

Obpaseu
3anpoc pekoMeHgauum o 3akasdmnke

Gentlemen!

We have received an order for
$150,000 from Messrs. Roger Blake
and Co. They have given us the
name of your firm as a reference.
We venture to ask you to advise us
whether they are good for this
amount and whether they are
trustworthy.

Any information which you may give
us will be gratefully appreciated and
treated strictly confidentially.

We enclose a stamped addressed
envelope for your reply and thank
you in advance for your courtesy.
Yours faithfully,

ocnopa!

Mbl nonyyunu 3akas Ha 150 000
aonnapos oT «Pomgxkep bnenk aHg
KomnaHu». OHM Ha3Bann Ham BaLly
d1pmy onsa nonyyeHns
pekoMeHaauum.

Mbl xoTenu 6bl y3HaTb, 3acnyxmBaeT
N 9Ta KOMNaHUsS 4OBEPUS, N MOXET
NN OHa HECTWN OTBETCTBEHHOCTb 3a
3aKas Ha TaKyl Cymmy.

Mbl 6yaem npusHaTenbHbl 3a Nobyto
NHOPMAaLNIO, KOTOPYHO Bbl MOIMN Obl
Ham AaTb, n 6yaem obpawiaTbCs C
HeW, Kak CTPOro KoOHu-
JeHunanbHoOW.

[Mpunaraem KOHBEPT C 0OpaTHbIM
agpecomM 1 MapKon Ans Ballero
OTBeTa, U 3apaHee bnarogapvm Bac
3a Nbe3HOoCTb.

C yBaxeHnem

46




|/]CI'IOJ'Ib3yI7ITe B CBOEM lMNCbMeE creyluine CcrnoBa N BblpaXXEeHUA:

Gentlemen [locnopa

an order 3aKas

reference pekomeHgaums

venture to ask you xoTenocb 6bl y3HaTb
trustworthy 3acnyxvBaeT [OoBepus

be gratefully appreciated ObITb NpPU3HAaTENbHbIMU
strictly confidentially CTPOro KoHunaeHumnanbHO
enclose npunaratb

courtesy nobe3HOCTb
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[Mncbmo 3anpoc
Letter of
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