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ACTUAL ENTITY OF LEXICAL ESSENCE:
LETTER WRITING

We live in the technologically supported world, exx personal
contacts are frequently substituted by means ofnmonncation through
fax, e-mail, phone, SMS (short messages) and manpus types of
communication. For this short period of digital coomication the par-
ticular language and the certain format, which cdorefacial expres-
sion, gestures and voice volume, being used inntity communication
for expressing the attitude to the conversatiopdiss been formed. This
etiguette of the common types is not only the maokgersonal compe-
tence in the given field, but it may be profitableseveral situations.

Nowadays it is not efficient to get addressed e person as
“Dear Comrade”. Today we must know the structure e style of the
letter. In accordance with the sphere of activitg éhe status of our re-
spondent they will be transformed. For the examye, will not have to
inform your friend of the opening of a new sporlchnd to congratulate
the colleague having gone on pension through theorendum (the
service note), you will select some more appropriatmat. By the way,
we communicate not only with our friends, but alth business part-

ners and the letter purpose may be not only thgredmation on the



statement of news, as well as gratitude, requestttiement of the meet-
ing. All these letters require particular formatio

More often we encounter such alien words as “RéSwand “Let-
ter of Recommendation” in the announcements ofdjen vacancies.
What is this? How should one write them for thenas$sist you in gain-
ing the desired vacancy? How should all this beedm case of fax-
sending? Despite of the fact, that this word is enf@miliar to us, the
problem of fax formation and its formation begirmifrequently ap-
pears. The correspondence with the principal gtiesaaards. In the oth-
er situation you may be regarded as the principakont of whom the
task of finding the appropriate worker is set. Ywill have to perform
not only the personal meeting, but also the infagrof the applicant of
his (or her) decision: the invitation for the intiew, the job gaining or
the refusal. By the way, there exist some clientgkers and colleagues,
to whom it is necessary to write the service ntite,congratulation, or
simply to respond the letter.

Despite the fact, that the age of letters, writkéinand has passed
by, and the ball pen is the inevitable componernhefletter appearance
process, the sheet of paper still occupies thecipaih place in the letter
world. If the paper choice was not great beforggepavas generally

grey, there is enormous diversity of productionhih quality today.



Much depends upon the quality of the sheet, on hvigmu will write
your letter. First of all, you will wish to write one carefully (if the letter
Is written by hand) and free from misprints. Secafchll, it will be
pleasant for the respondent to keep paper bein@tbmoice for touch-
ing. Third of all, paper is your letter clothingperefore it should not be
pressed, dirty or of poor quality.

Of course, it's better to possess one’s persdirah™ letter form,
particularly, if you are the jurisdiction represainte. As a rule, the firm
emblem is demonstrated on such forms, the firm rialine, its phone,
fax, e-mail and bank data are set, as well. Fipussessing departments
in various cities and countries, put their depaniest, sometimes in-
cluding addresses into the letter.

As for the envelopes, it's better to possess oaowa/s envelopes,
on which the same data, coinciding with the letbem are settled in a
bit compressed form. One may be limited by the ddah envelope,
which is suggested by the post-office, but the es#griginal envelopes
will increase the prestige of your firm in the ey#she foreign partner,

as well as, it will evade you from the necessitywiting the return ad-

dress constantly.



The requirement for the private representativeoisso severe by
sure. It is worth of selecting the correspondingetope from that diver-

sity, which we regard on the surface.



