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Buabr penosbix nucem:
1) nucbma-npocbbeor;
2) nucbma-coobuieHus;
3) Nnucbma-3anpocsr;
4) nucbma-3aasneHUs;
5) nucbma-noaTeepxAeHUsN;
6) Nnucbma-3aKassbl;
7) nucbma-npeanoxeHus;

8) Nnucbma-aononHeHus;
9) nucbma-pexnamaumu;
10) vHppopmauUOHHbIE NUcbma;
11) rapaHTUUHEIE NUCbMa;




12) npeseHTAUUOHHbIE NUCbMQ;

13) nucbma Npamou paccbLiku,

14) kpaTkMe NUCbMeHHbIe coobLieHUs;

15) conposoauTenbHbIie NUCbMA.

16) nucbma-no3ppasneHus;

17) nucbma-npurnaweHums;

18) nucbma-m3BUHeHUS;

19) nucbma ons BbIpaxeHUs COxXaneHus;

20) nucbma no cnyvaro npeactasneHus;
21) ummaxesbie NUCbMQ;

22) bnaroaapcTBeHHbIE NMUCbMQ;




1.ITucbMo0 — npUIIAIIEHHUE

2.JIncoMo-3asIBJICHHUE

3.1IucbMo-nipeaioKeHne

4.ITucbmo-xKa100a
S.1Incbmo-3anpoc

6.11-oTuér

1.Letter of Invitation

2.Letter of Application

3.Commercial Offer

4.Letter of Complaint
S.Enquiry Letter

6.Statement



i1 alpmocdas

N e mm m=m O

C O = = T =2 =

vita
| 1 ¢ a
n eme
eret

ppl i
nqu.i

ti1oner
t i onse
tatsop
tel zaw
cation
r yretu




Gentlemen
Dear Mrs.Gertsy

Dear Sir

Dear Anton

Sara



March 13, 2014

USA. New-York, 25
456790

Dear Dr Smith,

| am writing to infrom you that the invoice
you sent on February 7th has been reciev

The payment will be made in 14 days.
Once the bank transfer is made,
you wil be notified via email.

Thank you for cooperation.

Sincerely,
Mark Ektow, M
Senior manager




Uale
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USA, New-York, 25
: 456790 OATA
Salutation Dear Dr Smith,
TIPUBETCTBHE | am writing to infrom you that the invoice

you sent on February 7th has been recieve

Main body (text)
The payment will be made in 14 days.

Once the bank transfer is made, TEKCT
you wil be notified via email

3AKIMHOYEHUE
Closing Thank you for cooperation.
Sincerely, »
Typed name Mark Ektow, & Sngnature
Senior manager

Nms TTO4ATTUCD




OATA

Date
Appec | Address
mirveeTcTeve | Salutation
TEKCT
Text
3akntoyeHve | Closing
NMS TToATINCD

Name Signature



_ |Date

__|Address
__JSalutation
_ /Name




10, Vozdvizhensky str, Moscow, Russia
Tel. 9453589 Fax. 9453590

1st December, 2011

Dear Sir,

We have seen your advertisement 1n the Internet and
we are interested in range of smartphones. Please send
us your latest catalogue and price-list. As we place big
orders we expect quantity discounts.

We look forward to hearing from you.

Yours faithfully,
Vladimir Sokolov



Home Appliances
10, Vozdvizhensky str, Moscow,
Russia
Tel. 9453589 Fax. 9453590

Dear Str,

We have seen your advertisement 1n the Internet and
we are interested in range of smartphones.

Please send us your latest catalogue and price-list. As
we place big orders we expect discounts.

Yours faithfully,

Vladimir Sokolov






