Текст 9.6
[bookmark: _GoBack]ДЕЛОВАЯ КОРРЕСПОНДЕНЦИЯ - BUSINESS CORRESPONDENCE
1. Переведите ключевые слова урока с помощью словаря:
	apology appreciate arrival catalogue coincidence complaint damaged dispatch drop heading investigate invoice order payment regret reply request sample supplier top 


2. Вставьте термины: 
a) apology appreciate arrival drop catalogue coincidence complaint damaged dispatch heading 
1. ___________a complete list of items, for example of things that people can look    at or buy
 2. ___________a reason for not being satisfied; a statement that somebody makes    saying that they are not satisfied
3.  ___________a title printed at the top of a page 
4. ___________a word or statement saying sorry for something that has been done    wrong or that causes a problem 
5. ___________an act of coming or being brought to a place
 6. ___________physically harmed, caused to something which makes it less     attractive, useful or valuable 
7. ___________the fact of two things happening at the same time by chance, in a     surprising way 
8. ___________to become or make something weaker, lower or less
9. ___________to recognize the good qualities of somebody/something 
10. ___________to send a letter, package or message somewhere  
b) investigate invoice order payment   regret reply request sample supplier top  
1. ___________a person or company that provides goods
2.  ___________a request to make or supply goods 
3. ___________an example of something to see what it is like 
4. ___________list of goods that have been sold, showing what you must pay 
5. ___________the act of paying somebody/something or of being paid 
6. ___________the action of asking for something formally and politely 
7. ___________to be higher than a particular amount
8.  ___________to feel sorry about something 
9. ___________to find out information and facts about a subject or problem 
10. ___________to say or write something as an answer to somebody/something

3. Заполните пропуски: 
1. An illustrated ___________ accompanies the exhibition. 
2. Catalogues are available on ___________. 
3. Goods are ___________ within 24 hours of your order reaching us. 
4. He never ___________ to any of my letters. 
5. His talents are not fully ___________ in that company. 
6. I would like to place an ___________ for ten copies of this book. 
7. It's not a ___________ that none of the directors are women 
8. The most common ___________ is about poor service. 
9. The price of shares ___________ by 14p. 
10. We ___________ to inform you that your application has not been successful.
4. Выполните задания в различных видах делового письма:
1)  Заполните пропуски в письме-запросе (Demand = Enquiry): 
compare detailed discussion equipment information occasion order payment product prospects purchases reached sales send 
We refer to the ___________ we had at the last Amsterdam Fair with your ___________ manager, Mr. Ben Hocher. On that ___________, Mr. Hocher promised to send us ___________ about your new ___________ - external fax memory. Unfortunately, this information still has not ___________ us. As we still see good ___________ of success if the ___________ were put onto our market, we would like to ask you once again to ___________ us the information. Would you also please send ___________ information about your terms of ___________ and discounts for regular ___________. We shall ___________ your prices and if satisfied, we will send you the ___________. 
2)  Заполните пропуски в письме-предложении (Offer): 
1. We thank you for your enquiry in reply to which ________2. We are convinced that ______ 3. On orders for 400 pieces or more we would give you _______ 4. We can promise shipment ______   5. We hope you will find our offer attractive and  
 a special discount of 3 % on the price marked in the catalogue.  our prices will not change within the next few months.  we are sending you our price-list.  we look forward to hearing from you.  within 3-4 weeks from receipt of your order.  


3)  Заполните пропуски в письме-заказе (Order):
Please accept this purchase o___________ for the following: 112 gross Supberb Pencil, Grade F 25 gross Supberb Pencils, No. 3 2 Oak Desk Trays, Letter Size No.17 We require s___________ by April 5 to: Green Apple Inc., Balangao City, Bataan If this order cannot be processed as requested, please c___________ me at (047) 791-2911 at your earliest convenience. If we are s___________ with this shipment, we can promise you further orders in the near f___________.
4)  Переведите письменно письмо-запрос об оплате (Request for payment): 
 	As our written agreement states, we will start charging a 5% interest charge for any outstanding balance greater than 30 days.   If this amount has already been paid and sent, please disregard this notice and we apologize for any inconvenience.   Otherwise, please forward us the amount stated above that is past due by April 27.  Our records show that we have not received your payment of $350 which was due on March 23.   Please find a copy of the invoice enclosed.   Thank you for your cooperation regarding this matter.   We hope this was just an oversight on your part and you will be able to remit the funds due immediately.   We sincerely hope we can continue doing business together in the future.   
5) Заполните пропуски в письме-напоминании (Reminder):
Referring to our Order No. 561/12, we are ___________ to have to inform you that the ___________ has not yet reached us, although, according to the sales contract, you promised the goods by the first week of November. An even longer delay would put us in an inconvenient ___________, since we have already received ___________ from some of our long-standing clients.  We therefore ___________ that you execute the order immediately so that the goods will be available to us by Friday of the next week at the ___________.  If you are not prepared, or are not in a position, to meet your commitments, we shall be forced to cancel the ___________. Considering the difficult situation, we must insist on an immediate ___________ informing us of the reasons for the ___________ in delivery. 
5. Соотнесите фразы начала письма с заключительными фразами: 
Beginnings 
 Dear John Dear Madam Dear Mr. Smith Dear Mrs. Granger Dear Ms. Black Dear Sarah Dear Sir  
Endings 
 All the best Best Best Regards Best Wishes Regards Sincerely (AmE) Yours Yours faithfully (BrE) Yours sincerely
