
Виды деловых писем

	Enquiry (Inquiry) Letter 
	письмо-запрос (запрос информации об услуге или товаре)

	Reply Quotation 
	письмо-ответ на запрос

	Commercial Offer (Offer Letter) 
	предложение (условия и предложения о сотрудничестве)

	Order Letter. 
	письмо-заказ (заказ товара или услуг)

	Application Letter
	заявление (предложение себя в качестве работника)

	Cover Letter 
	сопроводительное письмо к резюме (Ваша квалификация и опыт работы)

	Acceptance Letter
	уведомляет Вас, что Вы приняты на работу

	Refusal Letter 
	отказ на Ваше заявление или предложение

	Complaint Letter 
	жалоба или претензии на качество приобретенного товара или оказанных услуг

	Apology Letter 
	письмо-извинение в ответ на письмо-жалобу

	Memorandum (Memo) 
	служебная записка

	Thank-you letter 
	письмо-благодарность

	Congratulation Letter
	поздравление


[bookmark: _GoBack]Определите вид следующих деловых писем (a–c). Ответы запишите, например, 1b, 2а и т. п. 
a) I am writing to complain about ineffective work of your book service centre. On February 3, I ordered from you one copy of Dandelion Wine by Ray Bradbury. The book arrived by mail and I found that some of the pages were transposed so that the book was not usable. As a result, I was left without a needed book. I hope it would be possible for you to replace it as soon as possible. I look forward to your answer.
b) I’d like to book a single room in your hotel from August 1 till August 10. Could you please tell me the price per night including breakfast and dinner if possible? Do you have airport transfer and car rent service?
c) Your company has been our customer for a long time. We appreciate your loyalty and thus would like to offer you our new product – electronic paper shredder. It is very easy to use and would become a very useful device in your office! If you place an order before the end of this month, you may get it with a 50% discount.
d) I saw your commercial on TV about weekend tours to Disneyland, Orlando, Florida. I would like to reserve a tour for my family. Could you please send me the details and additional information such as price per person (adult / child), accommodation, meals, and so on? Thank you for your quick reply.
e) Would you like to organize a day off for your employees within corporate culture? Our company may help you to increase the engagement of the staff by creating a simple family day-off! Competitions, contests, quizzes – all sorts of stuff for good time-spending with families and colleagues!  Call us right now to reserve a date – 678-702.
f) In response to your letter of 14-th February, we thank you for sending us your catalogues and of men's shoes. We are sure there will be a great demand for them in Russia. We accept your offer, and we have pleasure in placing an order with you for men’s shoes. We are enclosing our Order No. 14.

