
Пример расположения частей делового письма.













Practice 3.

Sender’s Company


Sender’s Address





2.  Addressee’s Name


Addressee’s Title


Addressee’s Company


Addressee’s Address





Your ref:


Our ref:





4. Date








5. Salutation





6. Subject





7. Body of the Letter





8. Complimentary Close





9. Signature





10.  Sender’s Name


Sender’s Title





11. Enclosure








