HMara: 14.09.2022
I'pyna Ne 15
Ypoxk Ne 5-6

Tema ypoky: « Types of business documentation.»

Mera ypoKy: 03HaOMHTHCS 3 HOBOIO JIEKCUKOK TEMHU Ta TPEHYBATH BUKOPUCTAHHS
HOBHUX (Ppa3 y peueHHsIX Ta Alanorar. BlockoHagoBaTH HaBUYKU YCHOT'O MOBJICHHS Ta
nucbMa. Po3BUBaTH KyJlbTypy CIUIKYBaHHS Ta MOBJIEHHEBY peakuito yuHiB. [IpoBectu
KOHTPOJIb 3HaHb.

Matepianu ypokxy:
1. 3anuuitTh YMCnoO, TEMy Ta HOMEp YPOKY:
Wednesday, the first of September.
Class Work.

Lesson #5-6

Topic: “Types of business documentation. ”

2. Business card. Make your business card.

Hamilton
y University

Helen M Parker, PhD
Associate Professor
School of Business Admimstration
Department of Business

Hamilton OH 85011 Technology
Telephone 2123276048




3. Invitation. Write the invitation.

join us for an evening of good food,
good friends & good times!

C’S’;umaaﬁ. @Puﬁt’ Iétf\
4.00 pm
the gordon's house

431 university avenve
maonhatton beach, california 90266

rsvp to jock & gino ot 801.555.6543
bring a bottle of your new fovorite wine
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2. Names of hosts —

Organization's Graphic Element

Mr. and Mrs. John Doe

request the pleasure of your company
al a reception and
dinner

4. The kind of event

in honor of
Dr. and Mrs. Crawford
on Friday, the twelfth of May

6. Date tvwo thousand and five
at seven o'clock
8. Place Benson Hotel
309 SW Broadway
Portland
10. Where to reply HR

RS.KP Black Tie
Who to contact Entertainment
Contact address begins
Contact phone number and/or  at nine o ‘clock.
E-mail address

4. Read the advertisement and do the same.

1.0rganization's
Graphic Element

3. Phrasing the invitation

5. Purpose of the event

7. Time

— 9. Special instructions
-—'—Fd_'_'_,_a—'—’ p

London Language Summer School

is looking for the voung energetic helpers.
Duties include helping with different outdoor
activities. Helpers must be good organizers, keen on
sports and be able 1o work at any time, including

evenings,

from [-st - 30-th August.

Intermediate level English is essential.
Please apply in writing to Tom Griffin. The deadline

for application is June 15-th
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TRAINING MANAGER
NEEDED!!
FOR HOME IMPROVEMENT
COMPANY

With 3 years”™ Working
Experience in Home

Improvement Company is a
MUST!

Experience in Training Sales
Agent,

Motivating staff is our priority
Call to set an appointment
818-572-3118
Or e-mail resume
homepridemktg@gmail.com
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5. Other types of business letters.

7. Hucenmo-sanpoe, tpefosanne - Enquiry Letter
8. ucpmo-orser Ha sanpoce — Reply (Quotation)
0. TTucenmo-peTpedHoe npepiokenne - Counter -

proposal

10. [uceno-sakas - Order

11. Orser Ha s0Ka3 - Response to Order

12. Cuér-hakrvpa = Invoice

13, Huepso-oraer (ns Oanka), cuer — Statement



JlomaniHe 3aBIaHHA: JOBYUTH JIEKCUKY IONEPEAHIX YPOKIB.
BukonaTu 3aBa1aHHs Bupas 2, 3, 4 nuCbMOBO.

Buxkonani 3aBAAHHA HaACHUJIATH CbOFOIIHi Ha CJICKTPOHHY IMOIITY BUKJIA/Iava.

Poccoxa H.M- nataross2017@agmail.com

basicaro ycnixie!


mailto:nataross2017@gmail.com

