Letter of Complaint

Dear Yura,
I work in Kiev-Atlantic Ukraine open joint-stock company, Kiev, as a head of department.
From August 01, 2022 to August 27, 2022, he was on leave (including unused leave from previous periods). While on leave, he was under outpatient treatment.
   On August 03, 2022 I submitted a sick leave certificate to the HR department, but I have not received any payment so far. In violation of labour law, I have not been issued an order to extend my leave, therefore I cannot calculate the calendar date of offence to perform my duties under the labour contract.
Despite the fact that I am currently an employee of this organisation, the management of Kiev-Atlantic Ukraine has instructed the employees in charge of the pass control not to let me enter the territory of the employer, which makes it impossible for me to fulfil my labour rights and obligations.
   My workplace was given to another employee of the company despite the fact that my personal belongings and assigned to me material resources (monitor, computer unit, printer, etc.) are located there for which I have a material responsibility to my employer.
The management of Kiev-Atlantic Ukraine is also evading to accrue and pay me my average earnings for the period of my being on leave, because my earnings have been wrongly calculated and bonuses for December 2021, March 2022 and April 2022 have not been accrued.
   I am asking you to look into this situation, to hold the guilty parties accountable and to restore my violated rights.


Yours Sincerely
Alexander 



Job Application

  To the director of "All will be well" Ltd.
  Konstantin Dobrody.
 
  Zverev Igor Valentinovich,
  registered at:
  street. Stroiteley,** , flat: ** ,
  Kiev city, phone: +380*********
  Passport: series ME №********,
  issued by Desnyanskiy Division of the Main Department of the Ministry of Internal Affairs of Ukraine in Kyiv.
  Main Department of the Ministry of Internal Affairs of Ukraine in Kiev city on 20.08.2022.
  Registration number of the registration card
  taxpayer: **********
 
  APPLICATION
 
  Please accept me for the post of driver of vehicles of category C from September 1, 2022 at the main place of work with probationary period of one month.







Letter of Apology

Dear Victor Olegovich

"Comfy" Shop apologises to its customers for the delay of the expected shipment, which was caused by difficulties in transportation.

The transport company which we have been using for many years has informed us that the cargo will not arrive at our warehouse until the beginning of next week, not earlier than September 5, 2022.

Because of the long lead times we are giving you notice that we are giving a money back to all our customers who made an advance payment and are not prepared to wait for delivery, but to customers who will not change their minds in spite of the delay we will give you a present as a compensation in exchange for the waiting time.

We apologize again,
Regards, "Comfy" shop











Letter offer

Dear Ivan,

As the new head football coach at the Boris Grinchenko University, I would like to introduce myself and our programme to you.

We are a member of the "Third league" and we are bulding our program to complete at a national level.
We’ll do thatby recruiting great student-athletes who want to be challenged both on the field and in the classroom because,after all,a championship and a University degree don’t come easily.We work hard to make sure that the scholarship money that we have to offer (athletic,academic,and need-based financial aid) is used efficiently and helps the players on our team make University much more affordable. 

I will be reaching out soon with more information about our program and how you can let us know if your interest in our football program is growing.We’‎re building something special here and we’‎re looking down the road into your class,the class of 2023,to see who may fit into our program.



Yours Sincerely
Victor





Letter of Enquiry


Dear Konstantin Ivanovich,

    Our organisation is a well-known and ambitious outerwear manufacturer. Due to our production needs, we would like to purchase a large batch of buttons for coats and mackintoshes. Can you draw up a quotation for us to purchase the product in question? Our company needs 10000 cylindrical buttons. 
   In addition, please specify the exact shipping cost. We await your detailed reply. 

 
Sincerely
 Alexander Nikolayevich















Answer to Enquiry


Dear Alexander Nikolayevich,
 
    Thank you for your enquiry dated 27.08.2022 and your interest in our products.
     Sorry, but due to current market needs we do not manufacture such products.
 We asked Mr Bortnikov, with whom we fruitfully co-operate, to send you relevant suggestions.
 We would like to add an illustrated catalogue with detailed description of products we produce.  Please let us know if you are interested in any of them, then we can send you a draft contract specifying delivery terms, costs, payment terms etc..


Regards
Konstantin Ivanovich


