BTEX — lNucbma

AnToH Kopobeiinnkos

Kadbegpa cTatuctuyeckoro mogennposaHus
MaTemaTuko-mMexaHu4eckunii pakynbTeT
CankT-lleTepbyprckunii rocysapcTBeHHbIR yHUBEpCMTET

24 okTsbps 2013 r.
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Kak HanucaTtb nucemo Koponese Bennkobputanumn?

http://www.royal.gov.uk/hmthequeen/contactthequeen/
overview.aspx:
You can write to Her Majesty at the following address:
Her Majesty The Queen
Buckingham Palace
London SWI1A 1AA
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Kak HanucaTtb nucemo Koponese Bennkobputanumn?

http://www.royal.gov.uk/hmthequeen/contactthequeen/
overview.aspx:
You can write to Her Majesty at the following address:
Her Majesty The Queen

Buckingham Palace
London SWI1A 1AA

If you wish to write a formal letter, you can open with
'Madam’ and close the letter with the form 'l have the
honour to be, Madam, Your Majesty’s humble and
obedient servant’.
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Kak HanucaTtb nucemo Koponese Bennkobputanumn?

http://www.royal.gov.uk/hmthequeen/contactthequeen/
overview.aspx:

You can write to Her Majesty at the following address:
Her Majesty The Queen

Buckingham Palace

London SWI1A 1AA

If you wish to write a formal letter, you can open with
'Madam’ and close the letter with the form 'l have the
honour to be, Madam, Your Majesty’s humble and
obedient servant’.

This traditional approach is by no means obligatory. You
should feel free to write in whatever style you feel
comfortable.
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Buabl nucem

Mo cTpykType:

e ObbIuHOEe fen0BOE MMCbMO

@ [lncemo HemseecTHOMY agpecaty

o ConpoBogunTenbHoe nucemo (cover letter)
Mo «cnocoby gocTaBkm» :

] 5yM3>KHoe NN SKBUBANEHT

o E-mail
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Pycckue Tpaguuuu

b HaferCb, 4TO Bbl cmoxeTe HanucaTb NMcbMo No-pyccKu...
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AHnrnuiickue / amepukaHckue Tpagnmumn

@ YeTkas cTpykTypa
o [paBuna npusercTeust / npowanus

o Bnanku, bymara, ...

CrarMopg

AnTton Kopobeiinnkos IATEX — Mucema



Job CV Cover Letter

CopgepxaHue:
@ [lpegcraBbTech
@ VKaxunTe, Ha KaKyl BaKaHCUIO MpeTeHayeTe
@ VKkaxuTe, KakuM obpasom y3Hasim O BakaHCUM

o |'|o'—|emy Bbl 3aHTEPECOBAHLI B 3TOI KOMMAHWUKM N B 3TOIA
BaKaHCKK

BaxHo:
@ V3HaiiTe 0 TpeboBaHusix 1 He 3abyabTe KX BbINOJHUTL
o He yutupyiite CV
@ [lo BO3MOXHOCTN «nepcoHanunsyiite»

@ He bonble cTpaHuyb!
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SeMeHTbl POPMasIbHOrO NMUCbMA

Appec

HaTa
MpusetcTeue
Tema

TekeT

Mopgnuce
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US Letter Layout

Full block format: Bce anemenTbl NcbMa BbIPOBHEHBI MO
JIEBOMY Kpato

ObpaTHbIli agpec
HaTa
MNMonyyaTtens
Tema / Reference
MpusetcTeue

TekcT:

o OfuHapHbIli MeXXCTPOYHBIA MHTEPBAN
o Ab3aubl OTAENAOTCS NYCTOl CTPOKOL

Moanuce
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123 Acacia Avenue
Portland, OR §7205

Tuly 21, 2008

Full block format
Mr. Bob Jones

Widgets Inc.

987 Straght Road

Springfield, OR 97477 L
Dear Mr. Jones

REQUEST FOR JOB APFLICATION PACK

I am writing te ask for a job application pack for the role advertised on your website.
Please find my address details abowve

Thank you for your time.

Yours fathfully,

Tour Surith

Tom Smith
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UK Letter Layout

OTtnanyus:
@ ObpaTHbIii agpec BLIPOBHEH MO NMPaBOMY Kpato
o [Jara nuwetca ¢ "th": “15th December 2012"
@ [locne umenn agpecaTa cTaBuTCS 3ansTas

@ Tema nucbma LEHTPUPOBAHA
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123 Old Road
Newtown
London
SWI13AA
21% July 2008
Mr. Bob Jones
Widgets Inc
92 Anywhere Street
Cambridge
CE3 1GH
Dear Mr. Jones,
REQUEST FOR JOB APPLICATION PACK

1 am writing to ask for a job application pack for the role advertized on your website
Please find my address details above.

Thanlk you for your titme,

Tours faithfully,
Tom Smith
Tom Smith
CrarMopg
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Mpasuna obpawerus (Salutation)

@ Honor your addressees:

Dear Sir, Dear Madam

Dear Mr. Smith

Dear Mrs. Smith

Dear Ms. Smith

Match the formality of your addressees:
o Hil

Pay attention to the email signature: Mr., Dr., Prof.

Treat them dearly, if you think they would appreciate it
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3asepuenne nucsma (Valediction)

Coscem opmansHo:

o He 3Haete ums nonyyatens (npusercrsue Buga «Dear
Sir...»):

e Yours faithfully
e Yours truly

e Obpawaertech K nonyyaTento no uMeHu (NpUBETCTBUE BUAA
«Dear Mr. Smith»):

o Yours sincerely
e Sincerely yours

Menee dpopmanbHo:
@ Regards
o Kind regards

@ Best regards
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Email Etiquette: 6asosble Bewyn

Agppec n none Ot (From):

@ Name Surname nnm Surname, Name
@ He Hapo:

o Kupunnunuya
o TaHiowka
e ArpadpeHa JIbBoBHa

Tema (Subject):
e He Hago pybnuposatb none From

@ Tema posxHa bbITb KpaTKOM, HO MOHSTHOI (He Hago DzTex)
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Email Etiquette: ewe

Bce nouTy Kak B 0BbIYHBIX NUCbMaX:

o [lpuBetcTBue
TekcT: 3-4 ab3aua, He bonblue
Crapaiitecb NpuaepXnBaTbCst OAHOW TEMbI

Spell-checker!

Mopgnuce
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[lpumep nnoxoro nucbMma

i've attached my resume i would be grateful if you could
read it and get back to me at your earliest convenience. i
have all the experience you are looking for — i've worked
in a customer-facing environment for three years, i am
competent with ms office and i enjoy working as part of a
team. thanks for your time
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[lpumep npaBuAbLHOIrO NCbMa

Dear Sir/Madam,

I've attached my resume. | would be grateful if you could
read it and get back to me at your earliest convenience. |
have all the experience you are looking for: I've worked in
a customer-facing environment for three years; | am
competent with MS office; | enjoy working as part of a
team

Thanks for your time.

Yours faithfully, Joe Smith
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ModernCV: Cover Letter

KomaHgp! gnst oTaenbHbix 610koB
o \recipient{Mr. John Smith}
o \date{\today}
@ \opening{Dear Sir or Madam,}
°

\closing{Yours faithfully,}

Obwas cTpykTypa:

\makelettertitle
Some cover letter text here
\makeletterclosing
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IATEX: npocTo nucbma

Bce oueHb npocTo:

\documentclass{letter}

\address{The return address}
\signature{Your signature}

\begin{document}
\begin{letter}{The recipient’s address}
\opening{The opening, such as: Dear Sir,}

The body of the letter

\closing{The closing, such as: Best regards,}
\end{letter}

\end{document}
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Ewe naketbl onst nucem

http://www.ctan.org/tex-archive/macros/latex/contrib/akletter/
http://www.ctan.org/tex-archive/macros/latex/contrib/newlfm/

CrarMopg

AnTton Kopobeiinnkos IATEX — Mucema



