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IlepeamoBa

BosnoaiHHs aHTIIHCBKOI0 MOBOIO € YK€ BOKIUBUM JIJIT BCEOIUHOTO
PO3BUTKY OyJIb-SIKOTO 3700yBada BHIIOI OCBITH, a camMe JJI BXKHUTKY
1HO3€MHOI MOBHU B MOT0 MOBCSKJICHHOMY CIUIKYBaHHI Ta JyIsi MallOyTHBO1
YCITIIHOI camopeanizalli y ¢haxoBiit cepi.

MeToanuHi peKoMeHaallii Ta HaBYaJbHUIM MaTepiail Npru3HaYeH1 A1
ayIUTOPHUX 3aHITh Ta CaMOCTIMHOT poOOTH 3700yBayiB BHUILOI OCBITH
apyroro (MariCT€pChbKOTO) PpIBHS BHIIOI OCBITHU yCIX OCBITHBO-
npodeciiftHux nmporpam Ta cnemiaabHocTei MHAY nenHoi Ta 3a04Hoi hopm
3100y TTS BUIIOT OCBITH 3 TUCIUILIIH: «/J[17i0Ba iHO3eMHa MoBa (3a haxom),
«IHO3eMHa MoOBa (3a mpodeciiiHuM cpsIMyBaHHSM )», «HaykoBa iHO3eMHa
MoBa», «[Ho3emMHa MoBa (3a paxom)» Ta «IHO3eMHA MOBaY.

BunganHs  mAroTOBAEHO  3TIHO 3 TpaHC(PEpHO-MOIYJIBHOIO
cucteMoro. Bono 3abe3neuye HaBuaabHUM MaTepiai 1Jisl BABYCHHS MOJTYJTIO
«JlumoBa poxkyMmeHTanis» (TemMu «OCHOBHI YacTHMHU JJIOBOTO JIMCTay,
«OdopmieHHs  KOHBepTy»). MeToau4yHI  pEeKOMEHJallli  MICTATh
iHpopMaIliro, Mo JoMoMarae 3700yBadaM BHINOI OCBITH PO3IIUPUTH
iXHIA aKTUBHUW CIIOBHUKOBUW 3amac, HaOyTH NpPaKTUYHUX YMiHb 1
HAaBUYOK aHTJIIHCHKOTO MUCEMHOT0 MOBJICHHS JIJI BAKOPUCTAHHS y CBOIH
MaiOyTHIN mpodecii.

Ha koxHy TeMy MOy BIIBOAUTHCS 2-6 TOIMH ay AMTOPHUX 3aHSATh
Ta 10 15 roguH camocTiiHOT poOOTH. 32 pOOOTY HA ayJJUTOPHUX 3AHATTAX
3100yBad Moxke orpuMatu 15-30 Garis.

MeToauuHi pekoMeHaallll MalTh MNPUKIAAA JUIOBUX JHUCTIB Ta
ohOpMJICHHS KOHBEPTIB, a TaKOX KJilmie 1 ¢pasud sl yCHIIIHOTO
JUCTYBaHHS aHTJ1MChKOI0. KpiM TOro, y BUAaHHI aHATI3yIOTHCS MOKJIIUBI
NOMUWJIKM TIpU HAalKMCaHHI aJPECH aHIJIIMNChKOI MOBOIO. MeToro
METOAMYHUX PEKOMEHJAIll € cucremMarusallis Ta KOHTPOJIb 3HaHb
3100yBadiB BHIIOiI OCBITH 13 TIOJAaHUX TEM, PO3BUTOK HABHYOK
BUKOPUCTAHHSI HAOYTUX 3HAHb JJIsl BEJICHHS JUIOBOT KOPECTIOHICHIIIT 13
3aKOPJIOHHUMU MapTHEPaMu Ta poOOTOJABISIMHU.

JIist miArOTOBKM METOJUYHUX PEKOMEHAAIlll BUKOPUCTOBYBAIHCH
MaTepialiv 13 HOBITHIX MiIPYYHUKIB Ta NEPIOJUYHUX BUIAHb.



I.  Writing Business Letters
1. Requirements for Writing Business Letters

In business letters it is essential to make a favorable first impression.
Obviously no letter will do this if it is written in poor English, on inferior
paper, badly arranged, typed with a dirty ribbon, full of grammatical
mistakes or corrections, confused, obscure or illogical in its construction.
Every letter that leaves the office should be looked upon as a
representative of the firm. The lay-out of the letter should make it look
like a well-framed picture. The left-hand margin should be about 2.5 cm.
The right-hand margin should be as uniform as possible, but division of
words should be avoided; a shorter letter may be given a larger margin.
Single line-spacing is usually used.

No matter what kind of letter you write, you should remember to do
these things:

1. Use the proper form of your letter. It depends on the type of letter you
are writing.

2. Make the letter clear. Remember that your letter is read, you will not
be there to explain what you mean. Plan what you are going to say, and
how you are going to say it.

3. Make you letter attractive. A letter represents you. If you write to people
you have never met, they must judge the writer entirely by the letter.

4. Use the correct grammar, punctuation and spelling. A letter filled with
grammatical errors will not only lead the reader to assume (mpumyckaTn)
that you are uneducated person, mistakes in usage and misspelled words
will not make a good impression.

5. Be yourself. Make your letters natural, write them in your own style. It
will reflect your personality better than model letters taken from
textbooks.

The friendly letter differs from a business one. It is informal, casual
and personal. It is the kind of letter you write to your family and friends.
There are no rigid (;xopctkuii), inflexible rules for writing friendly letters,
but you should follow widely accepted practice.



Presentation of commercial letters. Many businesses rely on
overseas markets and suppliers, employ workers and managers from
different countries and maintain plants and offices abroad. Such
companies need to communicate effectively with readers from diverse
cultural and linguistic backgrounds. The commercial correspondence in
English has changed over time. It has lost its bombastic (madocumuit) and
formal style, but nevertheless the business letter differs in some respects
from the personal letter. Unlike friendly letters business letters are always
written according to standard practice. The body of a business letter may
be formal or informal in tone, but conventions (momoBieHocti) should
always be followed in the form and in the placement of the parts.

Since the rules governing business letters are elaborated
(marorosineni) and rather precise (Bu3HaueHni), you should study them
with special care:

1. Use appropriate stationery (mocrtiiiHicTh) in standard size. It is
advisable to use the good quality paper, unrolled, with the printed
letterhead (pipmoBuii O61aHK).

2. Make your letter attractive. A business letter should be typed, not
handwritten. Think of the margins. The left margin should be about as
wide as the right margin, the top margin about as deep as the bottom
margin. All business correspondence should present an even, well-
balanced appearance neither crowded at the top of the page not sitting
lopsidedly (acumeTpuuHo) on one side of it.

3. Standard forms of style for business letters differ in certain respects
from the style of the personal letter. There are three of the styles.

2. Business Letter Parts
The letter head or heading

This 1s normally printed on the paper. It must give all the necessary
information: the name and address of the firm, the telephone number,
telex and telefax. If the printed heading is absent, the company’s address
without the name of the sender is typed on the right side. The sender’s
address as well as the address of the person or organization to which the
letter 1s written is given on the left hand side of the page, against the



margins, slightly lower than the date. Almost all business firms are
stationery imprinted with letterhead containing the firm name and
address.

Inside name and address

This is the address of the person receiving a letter. It is typed on the
left against the margin. When we write to a man, we write: Mr. P. Smith.
When we write to a woman, we write: Miss J. Ross if the woman is
unmarried and Mrs. S. Jones if the woman is married, Ms. A. Taylor either
for married or unmarried woman. When we write to a man and his wife
we write Mr. and Mrs. J. Collins. If we don’t know the name of the person
we are writing to, we can write: The Personnel Manager. When our
correspondent holds a special title such as Doctor, Professor, Sir, he is
addressed by his title and Mr. mustn’t be used. Messrs (Ilanose) 1s used
to address in general to the members of the firm.

The address is written as follows:

Europa Publication Ltd.
18 Bedford Square,
London WC 1B 3JN
England

The attention line

If the attention line is used it is typed above the salutation line as
follows:

Chart analysis Ltd.
Winchester House

Winchester
Hants S023 9EH

Attention: The Personnel Manager
Dear Sir,

Thank you for your letter of...

The reference



This consists of the initials of the person who signs the letter (and often
dictates it) and those of the typist. Sometimes other initials are added
according to whatever may be useful for the filing system of the firm.

Our Ref.: BS/MB

(BS=Bill Smith; MB=Mary Brown)

The date

Dates may be indicated in different ways: In England they use ordinal
numerals: 5 th of March 2025 or 5 March 2025. In the USA the date 1s
written as March 5.

The salutation

This 1s the greeting with which every letter begins and it must agree
with the address. Place the salutation at the left margin of your letter.
Type the salutation two spaces below the last line of the inside address.
The salutation of a business letter is always followed by a coma or a colon.
It 1s not of great importance what you put after Dear Sir. A letter written
to a man should be addressed to, for example: Mr Smith. A letter to a
woman should be addressed to, for example: Mrs. C.Gones. Whether
married or unmarried, the woman is always addressed as: Dear madam,
and never as: Dear Miss. If you do not know the name of the person for
whom your letter is intended you may address it as the Managing Director,
the Secretary.

Task 1. Answer the following questions

1.Is there any difference between business and private letters?
2. How should you address your letter?

3. When have you to be careful in writing dates and how?

4. What other rules of writing a business letter do you know?

Task 2. Translate into English

Jl1m0oBUiA TUCT, IPUBATHUM JIMCT, HAJIICIAaTH 1H(OPMAIIit0, TOCUIIATHCH Ha
peKiamMy, 3 HETEePHiHHIM YEKaeMO BIAMOBIII, ASKyemo 3a Bamn muct
BiJI..., 3 33JJ0BOJICHHSIM IMOB1IoMIIsIEMO BaM, Oyib-1acka mpoiHpopmyiTe
HAaC y HaWKOPOTII CTPOKH, CHOMIBAEMOCH OTPHMMATH Bally BiJAMOBIIb
HAWOIMKYUM 4acoM, 3 IIOBArolo.



The subject line

The line is typed immediately below the salutation in the center. It
helps to ensure that the letter is passed without delay to the right person
or department.

The body

As business letters are written on behalf of a firm, use “we” and “our”
instead of “my” and “I”. Don’t use the short forms “we’ll”, “we’ve” in all
formal and business letters. Extra spacing is used between paragraphs to
separate different points more effectively.

The right margin should be as wide as the left one. Try to use short
sentences and short paragraphs because it is easier to read and understand
such a letter.

The body of a business letter usually includes:

e Reference

e Information
e Purpose

e Conclusion

a) Reference. You should begin your letter with a reference to a letter you
have received, an advertisement you have seen, or an event which has
prompted the writing of your letter: We have received your letter of ... We
thank you for your letter of ... We are pleased to inform you that... We
learned from your letter that ...

b) Information. It is sometimes necessary to add some detailed
information related to the reference in a subsequent (momanbiimii)
paragraph.

c) Purpose. This is the most important part of the letter, where you are
expected to state clearly what you want and answer carefully and clearly
all the questions you have been asked. Use short phrases where possible,
avoid familiarities.

d) Conclusion. This usually consist of some polite remark to round the
letter off: Your early reply will be appreciated We are looking forward to



hearing from you. Please, inform us in the shortest possible time. We
expect to hear from you in the near future.

Task 1. Answer the following questions

1. What are the main parts of a business letter?

2. What are the common rules in a writing a letter?
3. What does the body of a business letter usually include?
4. How is the letter to be ended?
5. Where do you put your signature?

Task 2. Translate into English

[Tanose, JIsskyemo Bam 3a mucta Big 15 nmumas 2010 poky, B skomy Bu
BHUCJIOBJIIOETE TMPOXAHHS HAJICIAaTH HaIl OCTaHHIM Kkaraior. 3
3aJI0BOJICHHSIM J10/1a€MO Horo. Cro/1iBa€EMOCH Hallll TOBapH 3aJ0BOJILHATD
Bamri Bumoru. byae-nacka, 3BepTaiiTech 3a J0AaTKOBOKO 1HGOPMAIIIEIO B
pa3l HeoOXiAHOCTI.

The complimentary close

The complimentary close depends on how well you know the reader:
formal, semiformal, polite but distant. Leave two spaces below the last
line of the body. Write the first word with a capital letter. It must match
the salutation.

The signature

Always sign the letter by hand and in ink. Always use the same style.
You can’t sign “Tom Ross” on one occasion and “T. Ross” on another.
Do not use a title with a signature.

Exception: a woman writing to a stranger should indicate if she is
married or not by adding “Mrs” or “Miss” in brackets in front of her
signature: (Miss) Alice H. Ross.

If your signature is illegible, type the name and sign the letter above
it. If an employee with special authority signs the letter, use “per pro”. An

employee without special authority must use the word “for”.

Examples:



Yours faithfully, Yours faithfully,
per pro: Jackson, Brown & Co for: Sales Manager

The enclosure

If there are enclosures, the word ““...Encl.:” is typed at the bottom left-
hand corner, with a short description of the enclosure.

Examples: Encl: Catalogue
Encl: Price List
Encl: Drawings

If there 1s more than one document, write:
Encl: Price List, Catalogue

The postscript (P.S.) should be avoided. But sometimes it has a
definite, planned function. It is designed to draw special attention, to
emphasize a point made elsewhere in the letter, or to make a special offer.
Sometimes it may serve as a reply to a further letter that has come in after
the letter had been completed.

Sometimes copies of a letter are sent also to other parties interested in
the transaction. Then a remark appears in the bottom left-hand corner:

Copies sent to...

3. Structure + phrases for successful correspondence in English /
Crpykrypa + (ppa3u Ajis1 yCHIITHOTO JJUCTYBAHHS AHIIIHCHKOIO

Your and your recipient’s names + date
[TounHnaetrbcss OGIMIMHUK JUCT 3aBXAW 3 aJpecu oJep)KyBada 1
BIIMpaBHUKA. Y “IIamili” TaKOXK BKa3Y€ThCS J1aTa HAITMCAHHS IOKYMEHTY.

[Tam’sitaiite, mo B CHIA nmatu MaroTh iHIIMK (QopMmar: HEpIIuM e
MicsIlb, a motiMm ucio — 02/10/2020 (February 10, 2020).

Salutation



3 SIKOTO BITAHHS pPO3MOYaTH, 3aJIeKAaTUME B1Jl TOTO, UM 3HAETE BU (1M 51)
JIOUHY, SKIM MHIIeTe, Horo craryc/3paHHs. JIMCT TakoX MOXKE MaTu
“0e30c000Be”’ BITaHHS:

To whom it may concern — SIKIIIO HE BKa3y€Te KOHKPETHOI'O ajpecara
(anrn. ‘““roMy, KOro MOX€ TopkaTucs’). B ocHoOBHOMY 1ieid 000poT
B)KMBAETHCS B JOBIIKaX.

Dear Sir or Madam — 6€3 TOUHOTO iIMEH1, BUKOPUCTANUTE 1€ 3BEPHCHHS.
Dear Mr /Mrs Jackson — BHKOpHCTaiiTe 1€ BITaHHS, SKIIO ajpecar, a
TaKo>X HOro/ii mpi3Buile Bam BigoMi. Jlo 40M0BIKIB 3BepTaeMocs — Mr, 110
3aMDKHIX JKIHOK — Mrs, a He3aMDbkHIM — Miss. 3a oCTaHHIN Yac 40 »KIHOK
cTajia monyJisipHa HelTpajibHa (popma 3BepHEHHS — Ms.

® Crexre 3a nyHKTyanicro. Y 6purancbkoMy BapiaHTi micist Mr/Mrs/Ms
Kparka He CTaBUThCS, & B aMEPUKAHChKIM aHTIIMChKINA BOHA Ma€ OyTH —
Mr./Mrs. Ilicnsa 3BepHEHHS 3aBKJIU CTaBUMO KOMY (Y aMEpUKaHChKOMY
JUCTI MOKHA II€ 3yCTPITHU y KIHII JABOKpANKy). Y pa3l HasiBHOCTI y
aJpecaTa BUCHOTO 3BaHHs, HE 3a0y/IbTe BKa3aTH ioro. B 1iboMy BUNIAJKY
nucatumemo — Dear Dr. Jackson a6o Dear Prof. Jackson.

Body

[Tepunii ad3ar; abo BCTYN MOBUHHI, KOPOTKO 1 MO CYTi, BIIOOpaxyBaTu
MPUYUHY 1 METY JIUCTA :

As discussed, ...

This letter is regarding/in reference to/concerning...
We would be interested in having more details about...
In reply/response to your request...

By this letter we hereby inform...

We send this letter to confirm...

To follow up on/following our discussion last week...

Y nactynHomy a03aiii Bu poskpuaere cyTh aucta : [llo? Konu? [e?
Ax? Yomy? L1 nuTaHHS TOTIOMOXYTh BaM C(HOPMYJIFOBATH 1 CKJIACTH
TIJIaH BaIoro jJucTta. Bupasutu mpoxaHHs MOYKHA IEKUTbKOMA MIJITXaMHU:

Could you send the information about the product?
I would appreciate your honest opinion on...
Will you be so kind and look/call/let me know...



K110 HE0OX1THO MPUKJIIACTH JI0 JIUCTA IHIIUN JOKYMEHT:

Attaching a copy of my resume...
You will find my resume attached to this letter.

JI71s1 3aBEpIICHHS JIUCTA 1 BUPAKEHHS BISYHOCTI:

I look forward to hearing from you.

If you have any questions, please send them directly to me/feel free to
contact me.

Please contact me if you have any further questions.

Should you have any questions, please do not hesitate to contact me.
Closing

3 OBaror0 MPOIIAEMOCS:

Yours sincerely/Sincerely (yours) — m1s aapecu mo iMeHi.

Yours faithfully — sixkio aapecat Bam HeBiTOMUI.

Respectfully — 3 moBaroto.

Signature

VY kiHIl OyJb-SIKOrO JMCTa TICHS MPOIIAHHS, CTaBUMO MiJNUC, a 3
HACTYITHOTO Psijika HE 3a0y/IbT€ BKa3aTH CBOI 1M sl 1 IPI3BHUIIIE.

4. Clichés and Expressions for Writing a Business Letter / Kime
i BUpa3u I HANMCAHHSA ALI0BOIO0 JIMCTA

Bu MokeTe KOpHUCTyBaTHCS HACTYITHUMH BUpa3aMH 1 3BOPOTaMHU Y
CBOEMY J1JIOBOMY JIMCTYBaHHI:

Mna ckapeu:
I am writing to complain about/to draw your attention to...

I feel entitled to a refund (moBepHeHH:).
I would appreciate it if you could replace the product.



Jucm i3 3anumom:
I am writing to inquire (morikaBUTHCS) about...
I would appreciate (minyBatn) if you could help me find out...
I would be interested in...
Would you be kind enough to provide...
Momueauininuii 1ucm:
[ am particularly interested in this job because...
[ am writing to apply for the position of...
I would like to pursue (mpooBxxyBaTH) my career in...
Bionoegiov na ckapzy:
Please accept our apologies for...
To prevent this from happening again, ...
We are currently working on this issue.
We sincerely apologize for...
Ilepexonaiica y eiocymnocmi 5 nowtupenux nomuiok
Jly’ke 4acTo MM pOOMMO THIIOBI TOMUJIKHU. 3’ SBJISIOTHCS BOHU Yepe3
IUTyTaHUHY MK JBOMa IMOHATTSIMHU, @ Y KOTOCh Ye€pe3 HEYBAKHICTb.
HaBiTh SIKIIO y Bac BHUCOKHI pIBEHb BOJOJIHHA AHTJIHCHKOIO, MH
HAIOJIETJIMBO PEKOMEHIYEMO 3BEPHYTH yBary Ha HACTyIHI TyHKTH:
1. You’re (= you are) — Your
Incorrect: Your a valued client to our brand.
Correct: You’re a valued client to our brand.
Correct: We are grateful for your involvement.

2. 1t’s (=1t is) —Its

Incorrect: Its crucial (Bkpaii BaxximBo) that they get our reply in no time.



Correct: 1t’s crucial that they get our reply in no time.

3. There vs. Their

Incorrect: Their will be a live presentation.

Correct: There will be a live presentation.

Correct: Their head of HR department is very responsible person.
4. Then vs. Than

Incorrect: Our income is lower then last month.

Correct: Our income 1s lower than last month.

Correct: We will look into your request and then will contact you.
5. Verb + -ing vs. Verb + to

Incorrect: 1 look forward seeing you soon.

Correct: I look forward to seeing you soon.

Correct: She remembered calling them about the order.

5. Examples of a Business Letter in English / IIpukiaau xisioBoro
JIUCTA AHTJIIHCHKOI MOBOIO



northsouthuniversity.edu
M S tanfo rd 7 Holden Lin., Madison, NJ
r0312 0672 9090

,w University

info@northsouth.com

February 28, 2019

Tamara Schwartz
510 22nd Ave E
Stanford, CA

Dear Ms. Schwartz,

We are pleased to inform you that you have been accepted at the Stanford

University starting January 2020.

After reviewing your application and all the supporting documents, we have

determined that you are exactly the kind of student that we are looking for.

Attached to this letter you will find a full admissions package, along with specific

information on how to accept this offer. We ask that you respond within 4 weeks.

We hope to hear from you soon.

Sincerely,

Gabriel Evans

Head of Admissions




To: pierre_houches@me.com
From: Customer Service Team — TC Insurance
Subject: Your recent policy renewal

Dear Mr Houches,
Thank you for your recent renewal of your insurance policy with Top Car Insurance.

It has been brought to our attention that at the end of your renewal call you
registered a complaint and stated that you were dissatisfied with the service you had
received.

We value your custom and | assure you that we take all customer feedback seriously.
On behalf of the company | would like to apologise for the length of time it took for
you to receive your final quote for this renewal. | am also sorry for the inconvenience
caused when the discounts you received were not automatically applied.

We have taken your suggestions on board and will review our renewals process for
existing customers. We understand your point that the process should not take as
long for existing customers as for new customers buying a new policy.

In appreciation of the many years you have been a customer of Top Car Insurance
we are happy to refund you the difference in price between your new and

your previous premium, i.e. £73.20. | have also made a note on your account to
ensure that your next renewals process will run more smoothly for you.

We value your feedback and will use it to improve our service.

We trust that you will find this a satisfactory response to your complaint and that this
correspondence will bring this matter to a close. However, should you wish to
discuss this matter further, please let us know how best to contact you.

With kind regards,
Rowena Harrod

Customer Service Team






II. Addressing an Envelope

There are three important requirements in addressing envelopes:
accuracy, legibility and good appearance. Begin the first line about half-
way down the envelope, leaving at least 3 cm of clear space for the
postmark. Type the address in double line-spacing, using block capitals
for name of the town. When it is known, add the Postcode on a separate
line at the end.

Use separate lines for the name or company, post box or house name,
number and street, town and country or city and state, postcode.

The number precedes the street name. Words like Street, Square,
Avenue are written separately, each word starting with a capital letter.

The postcode should always be the last item or information in the
address, and in block capitals.

Such words as Confidential or Personal should be typed in the bottom
left-hand corner or in the upper left-hand corner.

1. Rules for Writing Addresses in English / IlpaBuiia Hanucanas
aJipecu aHIJIiHCbKOI0

1. Tlucatm agpecy Ha KOHBEPTI MOTPIOHO BEIMKUMHU JIPyKOBAaHUMH
JiTepamMu. Azipecy oAepKyBada BapTO MUCATH OUIBIITUMHM JIITEPAMHM, HixK
aZpecy BIJMPaBHUKA.

2. 31miBa Bropi po3MIILy€EThCA aipeca BiIMIPABHUKA, Y IPABOMY HUKHBOMY
KyTKY — OJIep>KyBaua.

3. Ilopsimok po3TairyBaHHs PSAJKIB aIpeCH:

IM's omepxxyBaua

Opranizaris (Ko 11e oQIiiHUN JTUCT)

Homep OyauHKy, Ha3Ba BYJIHIIl, HOMEP KBapTUPHU
Hasga micra (abo mraty B CIIIA)

[TomrroBuii 1HIEKC

Ha3zBa kpainu



3pa3oK HaNKMCAaHHS aJI[PECH aHTIIUCHKOIO:

l ---------‘

By air mail
. Par avion name, surname

From: Dasha Petrova To: Jim Carry — t}f:: :z::i:r of
5, Krasnaya Streel L_Qaf_czgd_&l_e_ej o S

city's name

Russia Great Britain and postcode

. Tambov 392000 london W 13 NP

country’s name

Ile romoBH1 mpaBuia, SKUMHU TMOTPIOHO KEpyBaTHCS IPU HaIMMCaAHHI
aapecu. Alie B KOXKHIM KpaiHi Moke OyTH CB1li popMaT HaAITMCaHHS aJIpecH
aHTJIICHKOIO.

Sending a letter to the USA / BixnpasJenns sucra g0 CIIHA

Ha3Ba miraty He MUIIETHCA MOBHICTIO, @ CKOPOUYETHCS 10 JIBOX JIITEP.
Hanpuknan: AL - ALabama. [ToBHMIT cClTUCOK CKOPOYEHb MOKHA 3HAUTH
Ha o(iiitHoMy nopTasi momroBoi ciayxou CIIA.

Sending a letter to the UK/ BinnpasJienns jiucra 10 BesiukoOpuranii

Ha3Ba micTa Ha KOHBEPTI MHUIIETHCS BEIWKUMH JIITEpaMH — 3T1AHO 3
BUMoraMu KopoJiBCcbKOi MOIMITOBOI Ci1y>k0u BenukoOpuTaHii.

Sending a business letter / BinnpaBJieHHs TiJIOBOTO JICTA

BkaszyeTe opranizaiiito, 10 SK0i Ma€ OyTH JOCTaBIEHO JHUCT. SKIIO iM's
aJpecaTa BU HE 3HAETE, JOCUTh OOMEKHUTHCS HA3BOIO OopraHizarrii. Skimo
iM’sI BCE K BIJIOMO, HE 3a0yAbT€ J10/IaTH BiANOBIAHY (DOpMY 3BEpHECHHS:

Mr. — 40JI0BIKOBI

Mrs. — xkiHIIi, sika repedyBae y nuiooi

Miss — xiHIIl, sSika He TIepe0yBae B U001

Ms. — XIHIIi, TPO CIMEHHUH CTATyC SIKOi BaM HIYOT'O HE B1JIOMO



Look Up a ZIP Code™

By Address By Company Citias by ZIP Code™

Look up ZIP Codes™ by street address, city, and state. Or, find all ZIP "Streel Address

Codes™ within 3 city and state

cu can also enter & street address and ZIF Code™ o get a

siandardized version of the address AL - Alabama

"indicates either a city and state OR street sddress and ZIP Code™

i A .
combination are required AK - Alaska
Enter only Englieh in all fiskads AS - American Samoa
« AF - Arizona
AR - Arkansas

CA - California
" CO - Colorada

CT - Connecticut o0

ZIP Code™

2. Mistakes When Writing Addresses in English / [Tomuiku npu
HANMCAHHI aIPeCU AHTJIINCHBKOK MOBOIO

["omoBHA MOMMIIKA, SIKOT BU MOYKETE MPUITYCTUTUCS ITiJ] YaC HAIMMCAHHS
aapecu — 1€ TIoMuwika B 1HAEKCl. Tomy 000B’S3KOBO Iiepen
BIINPABJICHHSIM 1€ pa3 MepeBipTe BCl JaHI, sIKI BKa3aHl Ha KOHBEPTI.
[Tam’siTaiiTe: 11 TOro, MO0 JUCT OyB JAOCTaBICHHM, ajapeca Mae OyTH
3pO3yMIJIOKO JTUCTOHOIII, IKKH 1 0y1e HOoro J0CTaBIISTH.

CBo€ 1M’ Ha KOHBEPTI BKa3yBaTH 1HO1 HE MOTPIOHO: B aHTJIOMOBHHX
KpaiHax iM’s BIJIIpaBHUKA BKA3Y€ThCS B KIHII JUCTA — IBOTO IILIKOM
JIOCTaTHBO.

[Topsimoxk 3a3HadyeHHS aJpecd B AaHIVIOMOBHUX KpaiHax Jemio
BIJIPI3HAETHCSA BiJ 3BUYHOTO HaM: HOMep OYIWHKY, BYJHIIS, 1HICKC,
MicIie. SIKIo BU BiJANIpaBiIsS€Te JIUCT 13 YKpaiHH, TO aJpecy BiANpPaBHUKA
NOTPIOHO BKAa3yBaTH B TOMY MOPSIAKY, SIKHH € TMPaBWJIBHUM ISl BAIIoi
KpaiHu.

[Ipu nepekiiazai aipecu 3 yKpaiHChbKO1 aHTJTIHCHKOIO 1 HABMAKU MOXKYTh
TaKo)X BUHMKHYTH TpyJHOIII. BpaxoByiTe Te, mo aapeca mae OyTH
3p0O3YyM1JIOI0 TIOMITOBUM ITpalliBHUKAM KOHKPETHOI KpaiHu.



Ak nepeknacmu aopecy 3 yKpaincbKoi an2iiicokorw?

OcCKUJIbKY 3BOPOTHA aJipeca, KO BU BIANPABISETE JIUCTa 3 Y KpaiHu,
MpU3HAYEHa I BITUYM3HSAHUX CIIYKO, 11 MOTpIOHO HE MepeKJiaiaTH, a
TpaHCIITEPYBaTH: MPOCTO HAMMCATH BCl HAaWMEHYBaHHS JIATHHCHKUMU
mitepamu. 3 nudpamu IpocTillie: BOHU 1y HUX, 1 y HAC — apaOChKi.

Ivanenko A. R.

ul. Kosmonavtov 38-15
Lviv

Lvivska oblast

112233

UKRAINE

MoxIuBHi TakHMil BapiaHT:
Prospekt Zhukova 15, budynok 10, kvartyra 2.

k110 moyHeTe BUKOPUCTOBYBaTH cioBa «districty abo «Zhukova St.,
Apt. 2», skuMu 60 BaM BOHHU HE 3/1aBIKCS 3pO3YMUIMMH, BAIll JINCT MOYKE
He 3HaWTH aapecaTta. HasBa kpaiHum — eguHe, 0 MOTPIOHO MPOYUTATH
1HO3eMHHM TIOIITOBHUM TIPAI[iBHUKAM, TOMY PO Hei BAXKJIMBO HE 3a0yTH.

Ak nepexknacmu aopecy 3 anzniicoKoi yKkpaincokor?

AJlpecy Ha KOHBEPTI MHUIIIThH aHTTIACHKOI. AJie sikiiio Bam motpioHO
BUKOPUCTATH 1HO3EMHY aApecy B MJIOBIM JOKyMEHTaIlli, B IbOMY
BUITAQJIKy BaM TaKOX JOTIOMO>KE TpaHciiTepallis. Hanmpuknan:

3, Queen Caroline Street, Hammersmith, London W6 9PE - United
Kingdom

3, Kgim Keponaiin ctpit, Xemmepcwmit, Jlommon W6 9PE,
BenukoOGpuTanis
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HasuanbpHe Bumanasg

AHIJINCBKA MOBA

METOJIMYHI1 peKOMeHAalll

VYknanau: Canamarina Onbra OnexkcanapiBHa

®dopmar 60x84 1/16. YM. npyk. apk. 13,14.
Tupax 25 npum. 3am. Ne

HanpykoBaHo y BUIaBHUYOMY BIII1I1
MuKkoaiBChKOTO HAIllIOHATBHOTO arpapHOro YHIBEPCUTETY
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