Приложение 1

Практикум
Write the following addresses in block style.

Расставьте части письма в нужном порядке. Не забудьте поставить подпись.

1. You: Helen Dullwit, Travel agent

Your address: Easten Travel Agency

12, The Crescent, Manchester, BR3 5YT

Tel: 01219-84436 Fax: 01219-97760

Date: 12.9.2008

Their Address: Blacks Computers, 7 White Blvd, Bristol
2. You: Tatyana Ryshova, Purchasing Supervisor

Your Address: 39, Grashdanskaya St.,119 357 Moscow

Their Address: Ms.Alison Brown, Sales Manager, Office Furnishings,



907 3rd Ave, New York

Date: 23.10.2008


Тест
Read and decide if it is true [ T ] or false [ F ]. Прочтите и укажите правильно  [ T ] или неправильно [ F ] следующее утверждение.

      For example:

       In the UK , the date 3.9.99 on a letter means 9 March 1999.

       В Великобритании дата 3.9.99 означает 9 Марта 1999. Ответ – [F]

1. If you were writing to Mr. Peter Wood, you would open it with Dear Mr. Peter Wood [  ].

2. In the USA, it is correct to open a letter with thе salutation Gentlemen [  ].

3. If you do not know whether a female correspondent is married or not, it is correct to use the term Mrs [  ].

4. If you know only the addressee’s title, you open a letter with the salutation Dear Sir or Madam.
5. The abbreviation enc. or encl .means there are enclosures with the letter [  ].

6. The abbreviation for the term ‘ limited liability’ in the UK is Ltd [  ].

7. If you open the letter with Dear Sales Manager, you close it Best wishes [  ].



8. You close the letter with Yours sincerely, if you open it Dear Mr. Wood [  ].

