Basic layout /tavalise ametikirja ülesehitus ja keel
A standard letter

	Hardy & Hardy

7 Nogin Road 
Shipsam

Northshire

KT3 49P

UK

26 March 2007

Dear Mr Stevenson, Dear Sir or Madam,
It was good to meet you at the seminar/conference/trade fair in Paris /It was good to see your new product line at the recent trade fair in Paris/. I am going to be in Stockholm in June and I would like to arrange a meeting with you as you suggested. /I am going to be in Stockholm in June and would like to arrange a meeting with a representative of your company in order to exchange information about the new products of our companies./
We have many new products that I am sure will interest you.

Could you let me know if you are available on June 5th or 6th? /Could you let us know if a representative of your company would be available on June 5th or 6th?/
I look forward to hearing from you soon.

Yours sincerely, /Yours faithfully,
Isabel Hardy

Partner




Notes:

· If you know the person’s name to whom you are writing, begin the letter with (kui teate adressaadi nime, alustage kirja pöödumisega) Dear Mr Stevenson and (ja lõpetage) end with Yours sincerely…

· If you do not know the person’s name (kui te ei tea adressaadi nime), write Dear Sir or Madam; and end Yours faithfully,

· If you do not know if the person is a man or a woman (kui te saa nime järgi aru, kas adressaat on mees või naine, kirjutaga ees- ja perekonnanimi), write a full name Dear Shivaun Caffrey,

Useful phrases/ kasulikke keelendeid:

· It was good to meet you at the seminar in Paris.

· Dou you remember that we met at the seminar in Paris?

· We spoke at the seminar in Paris.

· I would like to arrange a meeting with you.

· I would like to check some details with you

· I am writing to confirm some arrangements (with you).

· I would like to show you our new brochure.

· It would be good to continue our discussions.

· Could you let me know as soon as possible?

· Could you let me know if you are available?

· I look forward to hearing from you soon.

· I look forward to meeting you soon.

· Looking forward to your reply.

· Please note that our e-mail address has changed.

· Please confirm that you have received our e-mail.

· Please reply as soon as possible.

· Please contact me by Friday.

· Please find enclosed our new catalogue. /Kirjale on lisatud meie uus kataloog/

· Please find attached the report of the last meeting./E-mailile on lisatud viimase koosoleku ettekanne/.

