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Dispunerea in bloc a textului (fully blocked layout), cu aliniere stanga, reprezintd modelul
cel mai simplu si mai rapid de redactat. Punctuatia (open punctuation) este limitatd la textul
scrisorii, pentru a-i da sens.

Inceputul scrisorii

In corespondenta internationald, este mai indicat si scrieti data desfdsurat (de exemplu,
2 iulie 2007), nu in forma 2/7/07, care ar putea fi interpretatd ca the second of July two
thousand and five (in engleza britanicd) sau ca February the seventh two thousand and five
(in engleza americand). ceea ce ar putea crea o anumitd ambiguitate.

Numele lunii se scrie cu majusculd. Nu este necesar sd addugati -sf (pentru first), -nd
(pentru second), -rd (pentru third) sau -th dupd cifra indicand ziua.

Numele si adresa destinatarului trebuie plasate 1dsand spatiu suficient atat deasupra, cat
si dedesubtul lor, astfel incat, dacd se introduce scrisoarea intr-un plic cu fereastrd in
partea stingd, prin fereastrd si nu se vadi si alte elemente ale scrisorii.

Titlurile Mr/Mrs/Ms/Messrs nu apar in mod obligatoriu in scrisori.

Codul postal trebuie si fie uitimul element scris pe plic, in dreapta jos. Dacd adresa se
incheie cu numele orasului, acesta va fi scris cu majuscule, fiind urmat de codul postal.
Aceastd recomandare a postei britanice nu este inci practicatd de toate firmele : in multe
dintre acestea, se obisnuieste sd se scrie codul postal inainte de numele orasului, dar,
incetul cu incetul, si ele se vor conforma noului model.

Formulele de adresare (salutations) folosite depind de context (vezi fisa 2, p. 8): Dear
Sir, Dear Sirs, Dear Madam, Dear Mr/Mrs/Ms Smith, Dear Jean-Claude, Dear Mary.

Subiectul scrisorii, care trebuie precizat imediat dupd formula de adresare, va fi scris cu
majuscule sau subliniat.

Cuprinsul scrisorii

In cuprinsul scrisorii, dispus in paragrafe si folosind punctuatia necesari, se va evita, pe cét
posibil, despdrtirea cuvintelor la capit de rand. Cu totul exceptional, se pot face despdrtiri :

intre doud silabe : pad/lock, wonder/ful, sympa/thetic ;
intre doud consoane identice : neces/sary, travel/ler
intre raddcina cuvantulwi §i sufixul -ing : look/ing, wait/ing.

Incheierea scrisorii

Semnitura este urmati de prenume (sau de initiald) si de numele de familie, neinsotite de
precizarea Dna/Dra/DI. pe randul urmitor indicdndu-se functia pe care o are semnatarul
(signatory) in intreprindere. Dacid semnati in locul directorului, addugati for/pp (per
procurationem).

Documentele atasate (enclosure/-es) sunt indicate prin mentiunea enc, Enc, ENC sau
ENCS 2, encs 3 (dacd scrisoarea are mai multe documente atasate).
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 Formuia.

de incheiere

HAROLE Ms HARRIS Ltd
167 Radnor Street

~ Bristal

UNITED KINGDOM BS2 8NG
tel. 0117 9532244 fax: 0117 953124 e-mail: shopdrop@harris.co.uk

Your ref NH/BC

| Our ref CH/BN3/M5B

29 March 2007 Data

Ms Lorna Roone
Transport Manager
Household Goods Ltd
66 Clive Street
Chelsea

LONDON SW3 6NJ

Dear Ms Roone -« Formula de adre Cuprinsul scrisorii

Request for information

Thank you for your letter dated 25 March 2007 asking for information about
our international service.

We do indeed provide a very comprehensive road transport service throughout
Europe to the great satisfaction of our customers and we intend tc develop
our network into North Africa.

Our large fleet of lorries enables us to offer rapid delivery of most goods, from
the minute to the gigantic. We respect delivery dates scrupulously and should
there be any problem or misadventure that involves in any way our respon-
sibility, we provide excellent compensation packages.

Our prices are graded to correspond to the service offered and we take intc
consideration any financial aspect that you may wish to query. You will find
enclosed our price list and road plan indicating all our routes; please feel free
to ask us for more details.

Should you be tempted to do business with us, we would be delighted to send
an agent to our company to organise the deal with you. Not only do we
transport goods of all shapes and sizes to faraway places, but we pick up
from shops or warehouses parcels to be delivered to homes and shops over
short distances. Our motto is:

Big or small We deal with them all You shop, we drop!
We look forward to hearing from you in the near future and thank vou once
again for your enquiry.

Yours sincerely,

HM Haraa

Harold M HARRIS
Managing Director

Enc 2
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s Formule de adresare

Formula de adresare (salutation) depinde de relatia pe care o aveti cu corespondentul.

® Dear Sir, Dear Madam, Dear Sirs se folosesc daci scrieti prima dati pe adresa unei firme.
Dear Sirs se va utiliza atunci cand vi adresati unei firme fird a indica o persoand anume
sau dacd nu addugali o precizare de tipul : For the attention of (the Sales Manager).

* Dacd ati primit deja o primi scrisoare si acum le rispundeti persoanelor care au semnat-o —
de exemplu, John Smith sau Mary Jones, vd puteti adresa acestora cu Dear Mr Smith, Dear
Mrs/Miss/Ms Jones.

* Dear John. Dear Mary se folosesc in scrisorile urmitoare sau dupd citeva apeluri
telefonice, cand corespondentul anglofon vi se va fi adresat cu Dear Maria, Dear Andrei. ..

* Tidurile Mr, Mrs, Ms, Messrs nu apar in toate scrisorile. Ms indici faptul ci destinatarul
este o femeie, fird sd precizeze dacd aceasta este cdsitoritd sau nu; acelasi lucru este
valabil si pentru Mr, cdnd corespondentul e un birbat.

m Introducerea

Inci de la inceputul scrisorii, veli prezenta motivul pentru care scrieti si, de fiecare dati cand
este posibil, vefi face trimitere la o datd precisd pentru a vi plasa corespondenta intr-un
context.

Cateva exemple

Thank you for your letter dated 17 April 2007.
Vid mulfumim pentru scrisoarea dumneavoastri din 17 aprilie 2007.

We have received your order dated 9 January 2007.
Am primit comanda dumneavoastrd din 9 ianuarie 2007.

I read the article about your new service in yesterday’s Daily Post.
Am citit un articol despre noul dumneavoastr serviciu in ziarul Daily Post de ieri.

We mer last year at the European Conference.
Ne-am intélnit la Conferinta europeani de anul trecut.

Followmg our telephone conversarion on/of Tuesday, I wish to conﬁrm
In urma convorbirii noastre telefonice de marti, as dori sa confirm..

Further to your enquiry of 16 May, you will find enclosed the necessary information.
Asa cum ne-ati solicitat prin scrisoarea din 16 mai, v trimitem aldturat informatiile necesare.

We wish to place the following order with you.
Am dori sd vi transmitem urmitoarea comandi.

We have not yet received a reply to our letter of 9 January.
Nu am primit incd rispuns la scrisoarea noastri din 9 ianuarie.

With reference to your letter dated 8 July 2007, we hope...
Ca urmare a scrisorii dumneavoastri din 8 iulie 2007, sperdm cd...

m Incheierea

Incheierea depinde de mesajul pe care dori(i sd-1 transmiteti : tonul va fi amabil daci relatia
cu partenerul de afaceri se desfisoard bine; in caz contrar, el va fi mai putin amabil,
rdmandnd in orice caz politicos.

|18 |
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We look forward to receiving your order and promise you, as usual, a rapid delivery.
In asteptarea comenzii dumneavoastrd, vi promitem, ca de obicei, o livrare rapida.
We are looking forward to your visit to our plant.

Asteptim cu nerdbdare si vizitati uzina noastrd.

Thank you once again for your advice and practical help.

Va multumim inci o dati pentru sfaturile dumneavoastrd si pentru ajutorul efectiv pe care ni
l-an dat.

We hope that this information will be useful in your new undertaking.

Sperim c# aceste informatii vd vor fi utile in activititile dumneavoastra viitoare.

We do hope you will accept our apology for the mishap that occured during your visit.
Speram din suflet ci ne vefi accepta scuzele pentru intdmplarea nefericitd care a avut loc in
timpul vizitei dumneavoastrd.

We can assure you that no such incident will happen again.
Tinem si vi asigurdm cd un astfel incident nu se va repeta.

Your late deliveries over the past three months give us no choise but to end our dealings with you.
Intarzierea cu care ati ficut livririle in ultimele trei luni ne obligd sd punem capat relatiei
noastre.

Unfortunately, your lack of reliability forces us, reluctantly, to terminate our contract with you.
Din picate, din cauzi ci nu prezentati incredere, ne vedem obligati sd reziliem contractul cu
dumneavoastra.

m Formulele de incheiere

Formulele de incheiere (complimentary close) depind de formula de adresare :
Dear Sir(s)/Madam . .. ... ... ... ... ... . ... ... Yours faithfully
Dear Mr/Mrs/Miss/Ms Smith/John/Mary . ... ... ... .. Yours sincerely
Atentie la majusculd, la s-ul final de la Yours si la litera micd la faithfully si sincerely!

® Semnatura

e Semnifura este urmati de numele expeditorului in urmitoarea ordine: mai intai pre-
numele, apoi numele de familie. Intr-o scrisoare de afaceri, aceastd ordine este intotdeauna
respectatd, chiar dacd formula de adresare este una de tipul Dear Peter. John Smith se scrie
adesea John SMITH, mai ales dacd numele de familie poate fi confundat cu un prenume.

» Anglofonii obisnuiesc si-gi scrie numele indicand doar initialele prenumelor, cand acestea
sunt mai multe : G W P Brown sau George W P Brown. In consecintd, cand ii rdspundeti
acestei persoane, va trebui sd scrieti si dumneavoastrd Mr G W P Brown.

» (Cand semnatarul scrisorii este o femeie, aceasta poate indica, dacd doreste, starea sa
civild addugand intre paranteze, dupd nume, Miss, Mrs sau Ms.
Exemplu : Mary Jones (Miss)/(Mrs)/(Ms)
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E-mailul profesional

Tonul mesajului electronic (al e-mailului) depinde de context. Daci ii trimiteti un mesaj
unui coleg dintr-o firmd cu care colaborati de mai multd vreme, limbajul folosit se va
apropia de stilul limbii vorbite.

Scrisoarea profesionald trimisd prin e-mail seamind mult cu cea expediatd prin posta
clasicd, dar este in general mai scurtd. Ea incepe cu Dear... si se incheie cu Best wishes
sau cu Best regards.

Sfaturi cu privire la redactare

Precizati subiectul scrisorii in cAmpul , Subject” al e-mailului, nu in scrisoarea propriu-
-zis3.

incepeti scrisoarea abordand direct ideea cea mai importanta.

Frazele trebuie sd fie concise, cuprinzind o singuri idee.

Alcatuiti paragrafe scurte, de cel mult trei fraze.

Nu expuneti decit ideile cele mai importante.

Evitai formularile prea stufoase. inlocuigi, de exemplu, formularea we would be very
grateful 1f you would send us cu please send us. ..

Evitati exprimarea impersonald si utilizati de preferini adverbe sau auxiliare modale. De
exemplu, in loc de it is important that I have the report puteti folosi I must have the
report.

In schimb, scrieti data ca in orice alti scrisoare : 6 July 2006, niciodata 6.7.2007.

Exemplu de e-mail profesional

Subject: | Receipt of order J
Date: [10 Octaber 2005 |
From: houpro @ olws.co.uk 0
To: anabel@ecoaroup.ft Bl

e 1»

I8

Dear Mr Martin
Thank you for your order no. 57391 received on 5 October.
All the articles are in stock and will be forwarded to you tomorrow.

Please find attached our invoice no. 27271 for the sum of £6,550. Our terms
of payment are net against 3 months’ draft or 3% discount for payment
within 40 days.

Best regards

Ronald Brandon
Manager

House Products
LONDON EC3 4MJ

o wlq]




n “Exemple de’ésmailuri trimise intre colegi

Lara i trimite un mesaj colegei ei Shirley

Varianta mai formald

Hello Shirley Dear Shirley
Thanks for message and for useful  Thank you for the message and for the
information. useful information.
See you at the meeting. Hope we can go | will see you at the meeting. | hope we
for coffee afterwards. can go for coffee afterwards.
Bye for now Best regards
Lara Lara
Traducere

Multumesc pentru mesaj $i pentru informatia utild pe care mi-ai/mi-ati dat-o.
Te/Vi voi vedea la intalnire. Sper cd dupi aceea vom putea merge la o cafea.
Cu cele mai bune ganduri,

Lara

Shirley ii trimite un mesaj Larei

Varianta mai formald

Hi Lara Dear Lara
Thanks for email and attached report. Thank you for the email and the attached
Haven't time to read it today but I'll take it report.
home with me for the weekend! | have not got time to read it today but |
See you Shirley will take it home with me for the weekend.
See you soon
Shirley
Traducere

Mulfumesc pentru e-mail si pentru raportul final.
Nu am timp sa-1 citesc astdzi, dar il voi lua acasi in weekend.
Pe curind.

Peter doreste si organizeze o intalnire cu un coleg pe nume Alex

Varianta mai formala

Hi there, can we meet next Friday? Dear Alex
If so, how about 10 in my office? Can we meet next Friday? If so, would 10
Hope you can make it. o'clock be all right in my office?
Cheers (salut) | do hope that you can come.
Pete Yours
Peter
Traducere

Ne putem vedea vinerea viitoare ? Dacd da, ce-ai/ati spune de ora 10?7
Sper cid vei/veti putea veni/cd intdlnirea propusd nu-ti/va stricd planurile.



m Conducerea (Management)

Consiliul de administratie . ... ... ... ......... Board of Directors
Presedintele Consiliului de Administratie . . .. .. ... Chairman/President (US)
Presedinte director general . ................. MD, Managing Director/CEQ,

Chief Executive Officer (US)

a Departamentele (Departments)

Productie .. ... ... ... ... ... Production

Marketing .. ... ... ... Marketing

Finante ... ... . ... . ... ... Finance
Cercetare-dezvoltare . . .. ... ................ Research & Development
Personal . . ... .. .. ... ... Personnel

Studiide piatd . . ... ... ... ... .. Market Research
Vanzari . ... ... Sales

Publicitate si promovare ... ................. Advertising & Promotion
Comtabilitate . .. ...... ... .. ... . ........ Accounts

Achizitii .. ... .. . Purchasing

Comercial .. ..... ... ... .. ... ... .. ..... Commercial

Relatii publice . ... ...... ... .. ... .. ... ... Public Relations

Tehnic ... ... ... .. Technical

Juridic ... .. . Legal

m Functiile (7itles)

Vicepresedinte . . . ...t Vice-President

Director general . ... ........ .. ... .. ..... Managing Director
Director de vanzari ............... ... ..... Purchasing Manager
Director administrativ . .. ... ..., ... .. ..., . Office Manager

Director aprovizionare . .................... Supplies Manager
Director comercial . .. ............. ... ..... Bussiness/Sales Manager
Director relatii publice .. ................... Public Relations Manager
Comntabil-sef .. ..... ... ... ... .. ... ... . ... Head Accountant
Director distributie ... ............ ... ..... Distribution Manager
Director financiar . ............. .. ........ Financial Manager
Director formare .. .......... ... .. ... . ..... Training Manager
Controlor gestiune . ....................... Cost Controller

Director logisticd . ... ..................... Logistics Manager
Director de marketing .. .......... ... ..... Marketing Manager
Director/Sef de personal . ................... Personnel Manager
Director de productie .. .................... Production Manager
Director regional .. ... .................... Area/District Manager
Director resurse umane . . .. ................. Human Resources Manager
Director uzind . . . . ....................... Works/Plant Manager
Director vanzari . ........................ Sales Manager
Asistent/d personal/a ... .. ... . ... ... ..., ... Personal Assistant
Sefde atelier ........... ... ... .. ... ..... Head Foreman
Contramaistru . . ......................... Foreman

Secretar .. .. ... Executive Secretary
Operator centrald telefonicd . .. ............... Switchboard Operator
Reprezentant comercial . .. ... .. ... .. ... ... Reprezentative, Rep



mLacreceptic (At the reception desk)

Visitor 1:
Receptionist:

Visitor 2:
Receptionist:

Visitor 2:

Good morning, my name is Sam Brown.

Ah yes, Mr Brown. Good morning, the Manager’s expecting you.
I’ll tell him you're here. Do, sit down.

Good afternoon, | have an appointment with the Financial Manager.
Oh, yes, Mr Petrescu. Mr Rambler has asked me to apologize —
he'll be a few minutes late. Please sit down. Would you like tea or
coffee while you're waiting?

I'll have black coffee, please.

Mai tarziu (Later)

Mr Rambler arrives: Ah, Marius, there you are. | do apologize for keeping you

Mr Rambler:
Mr Petrescu:

Mr Rambler:

Mr Petrescu:

Mr Rambler:

Alison:
Mr Petrescu:

waiting. | hope you enjoyed the coffee, at least! Follow me please,
my office is on the fifth floor. | expect you want to take the lift, like
me. We're not getting any younger...

So, did you have a good flight?

As usual, the flight was half an hour late. | can’t remember the last
time the Bucharest-London plane wasn’t delayed!

Yes, too many people traveling, not enough planes. Where are
you staying this time?

Same as usual, The Star. It's because | like the old pub just down
the road. | always go and have a drink there and enjoy their steak
and kidney pie, or gammon steak. Mmm, just the thought...

Yes, we recommend the hotel and the pub fo all our visitors. Right,
here we are then, the others are probably waiting for us. Hello
there, here’s Marius. Marius, | don't think you know the Plant
Manager, Richard Hale. Richard, this is Marius Petrescu, all the
way from Bucharest. You know Alison, the Sales Manager.

Hi, Marius, how are you? Nice to see you again.

Hello, it's good to be back.
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Exprimarea datei in vorbire

What’s the date today ? What date is it today ?

in ce dati suntem?

1t’s the first of March 2007/the second/third/fourth/fifth... of April.
Suntem in 1 martie 2007/in 2/in 3/in 4/in 5... aprilie.

No, it’s not, it's March the ninth.

Nu, suntem in 9 martie.

And it’s Tuesday, March the ninth, two thousand and seven.

Si este marti, 9 martie 2007.

Cum se scrie o dati

Ciénd scrieti data pe un document sau pe o scrisoare :

- omiteti cuvintele the si of ;

~ terminatiile -s¢t, -nd, -rd, -th sunt facultative : I March 2007 :
- luna se scrie obligatoriu cu majusculi.

Data se poate scrie in diverse moduri :

1 January 2 February 3 March 4 April 2007

1st May 2nd June 3rd July 4th August 2007
September 1 October 2 November 3 December 4 2007
September 1st October 2nd November 3rd December 4th 2007

1/4/2007 inseamnd I aprilie 2007 in engleza britanici (prima cifrd corespunzind zilei),
respectiv ignuarie 4, 2007, in engleza americani (prima cifrd trimitand la lund). Forma
cea mai simpld si mai ugor de scris este 7 April 2007 (nu mai existd riscul de a vi insela
cu privire la st, nd, rd, th). Evitati data exprimati exclusiv prin cifre, cidci ambiguitatea
o face periculoasa’!

Din aceastd multitudine de posibilititi trebuie si retineti ci data se scrie ca in exemplul
3 August 2007, cu majusculd pentru lund, si se citeste (Ir is) the third of August two
thousand and seven.

Intr-o scrisoare profesionald, este inutil si addugati la datd ziua sdptdmanii. Totusi, daci
va referiti la zilele sdptamanii undeva in altd parte a scrisorii, nu uitati s le scrieti cu
majusculd : Monday, Tuesday, Wednesday, Thursday, Friday, Saturday, Sunday.

in ceea ce priveste anotimpurile, acestea se ortografiazi cu minusculi : Spring, summer,
autumn, winter.

Cateva expresii

['ll meet you on Monday, 1 March. Ne intdlnim luni, pe 1 martie.

We’ll leave on 5 January. Plecim pe 5 ianuarie.

We’il be coming in August. Venim in august.

He telephones three times a day. (E) telefoneazi de trei ori pe zi.

He is going 10 buy a car in six months’ time. Peste sase luni (el) va cumpira o masini.
She reads the paper every day. Ea citeste ziarul in fiecare zi.

I read it every other day. Eu 1l citesc o dati la doud zile/din doud in doui zile.
He will be staying (for) a fortnight. (El) va riméane doud siptimani.

Il kinow by Friday week. Voi afla pind vinerea viitoare.

Make sure you arrive on time. Faceti in asa fel incat s ajungeti la timp.

I witl arrive in time for your song. O si ajung la timp ca si te aud cAntand.
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B Cum'se'intreaba’ ce ora este

Intrebirile care se pot pune peniru a afla ora sunt urmitoarele :

- What time is it ? Cat e ceasul?

- Have you got the time, please ? Fiti amabil, sti{i cumva cat e ceasul?

- Could you tell me the time please ? Puteti sd-mi spuneti ct e ceasul, va rog?

m Exprimarea orei

e It's two o’clock, five/ten past two, a quarter past two, rwenty/twenty five past two, half
past two. Este ora douid, doui si cinci/zece, doud si un sfert, doud si doudzeci/doudzeci i
cinci, doud si jumatate.

o It’s twenty five/twenty to three, a quarter to three, ten/five to three, 3 o’clock. Este trei
fard douiizeci si cinci/trei fird un sfert, trei fard cinci/zece, trei fix.

e Daci arititorul ce indici ora se giseste intre cifrele de pe cadran, in cazul in care con-
textul nu presupune precizie absolutd, rispunsurile pot fi urmitoarele :

» Ii’s nearly ten past two, it’s just gone five past two. Este aproape ora doud ; este trecut
de doua si cinci.

e Daci se impune si fi{i mai exact, va trebui si recurgeti si la cuvantul minutes
It’s seven minutes past two. Este doud si sapte minute.
Toate indicatiile cu privire la pozitia ardtdtorului intre cifrele de pe cadran se dau asadar
addugand cuvantul minutes :
It’s fourteen minutes past three ; twenty seven minutes (o four.

m Orarele

e Pentru a vorbi despre orare, veti spune:
The plane leaves at 10.15 (ten fifteen) and arrives at 15.20.
The program on the BBC World Service starts at 12.45 and finishes at 13.15.

e Totusi, pentru a diferengia intre intre prima parte a zilei si dupd-amiazd, puteti utiliza
abrevierile am, respectiv pm .
My train leaves at 10.15 am and arrives at 3.20 pm.
Abrevierea am (ante meridiem) se foloseste pentru intervalul cuprins intre miezul nopii si
amiazi, iar pm (post meridiem) pentru jntervalul cuprins intre amiaza si miezul noptii.

m Citeva expresii referitoare la timp

They did work in next to no time. Si-au ticut treaba cat ai zice peste.

I have explained that to her time after time. I-am explicat-o de nenumarate ori.

For the time being, I am living alone. Pentru moment/in prezent, locuiesc singur.

Time flies when one is busy. Timpul zboard cand esti ocupat.

Only time will tell if I did the right thing. Numai timpul va ardta dacd am facur ce trebuia.
I lived in China for a short time. Pentru scurt timp, am locuit in China.

At the time, I did not know her name. La vremea aceea, nu-i stiam numele.

JTime’s up,” shouted the invigilator. ,Acum!/E timpul ! ”, strigd supraveghetorul.

It takes a long time 1o learn to type. Dureazi pand inveti sd scrii la calculator.

It does not take long to type a letter. Nu dureazi mult s scrii (la calculator) o scrisoare.
What a waste of time ! Ce pierdere de vreme !

Are you sure you've got the right time ? Esti sigur cd ceasul tau indicd ora exactd?
Have we time to have something to drink ? Avem timp sd bem ceva?
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