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Linapranka K BUA€OPONUKyY

KaK Hanucatb NnuCbmMo

fl NpuUroToBM ANA Bac WNapranky — B HeN Bbl HANAETE COBETDI
Mo HAMMCAHUIO NUCeM, None3Hbie hpasbl U NPUMepbI.
Wcnonb3yuTe ee, korga byaete nucatb NUCbMO

APYry UNW KONJere Ha aHrmMuncKom.

CopepxaHue

1. Tunbl nnucem

2. CTpyKTypa nucbMa 1 nonesHbie dpasbl

3. Mpumep NMYHOTo NMCbMa

4. Mpumep AENOBOr0 31EKTPOHHOIO NMCbMa



1. Tunbl Nucem

A

NuuHoe (informal) o fenosoe (formal)

Apyry, 6N13KOMy pOACTBEHHUKY UK 3HAKOMOMY KnueHTy, konnere, 4eN0BOMY NapTHEPY, ANPEKTOPY
KomnaHum, pabotoaatento, ouLmanbHbIM TULAM

npurnaweHne Ha MeponpuaTue; npurnaweHne Ha MeponpuaTue;
OTBET Ha NPUrNalleHNne; OTBET Ha NPUrNaLlEeHNE;
06MeH HOBOCTAAIMM U ApYyron MHhopMaLuen; OTK/IUK HA BaKaHCUI0;
COBETDI; 3asBneHNne;
BblpaXkeHne 61arogapHOCTM UK COXaNeHus; Xanoo6a;
nosgpasneHue. 3aKas;
3anpoc BO3BpaTa;
06MeH nHdopmaunen.

Pa3roBOPHbIV, TMUHO 06PALLEHHbI TOH; Cepbe3Hblil, 06€31MUEHHbIN TOH;
MpocTas pa3roBOpHas IeKCUKa; C/TIOXXHAA M 3MOLMOHANbHO HEOKPALLEHHAA NEKCUK];

AOMYCKAKTCA COKPALLEHUS, PA3rOBOPHble He ynoTpebnsATCA Pa3roBOPHbIe BbIPAXKEHMS,
BbIpaXXeHUs, UANOMbI 1 hpa3oBble Farosbl; nAnombl, hpasoBble rMaronbl;

MOXXHO OMYyCKaTb MECTOUMEHUS. 4acTo NCNONb3YyeTcs NACCUBHbIV 3aN0T;
pa3BepHyTble NPeanoXeHNs.




2. CTpyKTYypa nucbma 1 nonesHole thpasbi

Tema nucbma

Heob6xoauma Tonbko ana email. Boipa3ute 0CHOBHYIO MbIC/b 'g
MUCbMa B HECKOMbKUX CNOBaXx. ]

Hpumepbl TeM And NINYHbLIX NUcem an/IMepbl TeM And aenoBbixX nucem

Thanks for your present - bnarogapto 3a Meeting on March 26th, 11 a.m. - Bctpeua 26

nogapok mapTta B 11.00

| won! - 4 Bbiurpana! Response to advertisement - OTBeT Ha

. o6bABNEeHue
Questions - Bonpochl

Big party! - GonbiAn BeUSPUHKA! Job application — OTKAUK Ha BakaHCUIO

Order confirmation - MoaTBepxaeHne 3aKasa

Mone3Has cTtaTbA:

Kak HanucaTtb email Ha aHIMUNCKOM s3biKe + 4 caliTa Ans NOUCKa Apy3el

!!0 I'IeQeI'IVICKg
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MpuBercTBue N obpaweHne

HauHuTe NucbMo ¢ obpalleHuns K aapecaty. ObpalleHne nuwmnTe
Ha OTAEeNbHOW CTPOKE N OTAENSAINTE 3anATON OT OCHOBHOIO TEKCTa.

’ ®dpa3sbl ANA TNYHbIX NUCEM ®dpa3sbl ANA 4enoBbiX NUCEM

- Dear Mum/Sue, - Dear Sir/Madam,
Hello / Hi / Hi there Tom, Mr/Mrs/Ms Green,
HeopmasibHble Opyxeckue npusemcmeus. ¢hopmarsbHble npusemcmeus.

- Greetings / Good morning/afternoon, Elena, - To whom it may concern,
npusemcmeusi, Komopbie 38y4am popmarsnbHee, ucnosnb3yume 8 0es0eouU nepenucke, ecau He
uem Hello unu Hi. 3Haeme, KMo U3 CompyoHUKos8 bydem
omeeyamb Ha sauwe nucbmo.

Mone3Hble cTaTbu:

Reference letter: kKak HanucaTb pekoMeHAaTebHOe NUCbMO

Ha aHIMUNCKOM S3blKe

|KaK nMcaTb NMCbMO-3aNpPoC MHMOPMALINK, OTBET HA HEIO U I'IVICbMOl

kI'IDe.EI,ﬂO)KeHMQM peweHns I'IDO6}'IeMb‘



https://englex.ru/how-to-write-a-reference-letter/
https://englex.ru/how-to-write-a-reference-letter/
https://englex.ru/letter-of-inquiry-and-letter-providing-suggestions/
https://englex.ru/letter-of-inquiry-and-letter-providing-suggestions/

BcTtynneHue

MuwunTe BCTyNnneHne C HOBOWN CTPOKMN M 60NbLLON BYKBbI.

CoobwmuTe aapecaTy NPUUKNHY, MO KOTOPOWA Bbl MULLIETE NMUCbMO.

@ (Dpa3b| ANA NNYHbIX NUcem

Sorry | haven’t written in ages, but... -
N3BuHM, 7 He nucan(a) oueHb A4ABHO, HO...

How are your parents? — Kak TBoun pogutenu?
What are you doing? — UTto Tbl fenaeuub?

So what’ve you been up to lately? - Tak uem
Tbl 3aHMMAJICA B NocneaHee Bpems?

Thank you very much for your kind offer! -
Bonbwoe cnacn6o 3a nobesHoe
npegnoxeHue!

Many thanks for your recent letter. -

bonbwoe cnacnb6o 3a TBOE HegaBHeEE MUCbMO.

It was nice to hear from you recently. -
Bblfo NpUATHO ycnbiwaTb 0 Tebe HeaaBHO.

| would love to... — 1 6b1 xoTen...

®dpasbl 4ng AenoBbiX NMcem

I am writing to inquire whether... - 9 nuuwy,
YTO6bI Y3HATb...

I would be really interested in... - MHe 6b1710 6bl
OUYEeHb NHTEPECHO...

I would like to apply for admission to the... -
9 xoTen 6bl NOAATHL 3asABNIEHME O NpUeme
Ha pa6oTy B / Ha MOCTynneHune B...

I would like to be considered for... — {1 6b1 xoTen,
UTO6bl MO0 KAHANAATYPY PACCMOTPENMN...

I am writing with regard/reference to your
advertisement for... - 1 nuwy no nosoay/
KacaTenbHO Balero o6bsABMEHUS...

I am writing to you in connection with... -
A nuwy Bam B CBA3M C...




” ®dpasbl ANA NNUHBIX NUCEM ®dpasbl gng 4enoBbix NMcem

It was great to get your letter. - bbino 370poBO I am writing to apply for the post/job/position
MONYyYnTb TBOE MUCbMO. of which I saw advertised in... - f nuwy, utTo6bI
NnoaaTh 3assBKY Ha AO/MKHOCTb/ paboTy/

It was a great surprise to find out... - [1na meHs
No3uLnio, KOTOpYIo A yBUaEnN B...

6b1N10 601bLWION HEOXUAAHHOCTbBIO Y3HATb, UTO...
I am writing to complain about/regarding... -

I’'m writing in the hope that you may be able
g P y y A nuiy )ano6y o / 0THOCUTENbHO TOTO, UTO...

to... - 9 nuwy B Hagexae, UTo Tbl CMOXeLb...
I am writing to complain on account of/because
of/on the subject of... - f nuwy xano6y ns-3a/
Could you please confirm that this is the case? noTomy uto/no npeameTy TOro, yTo...

— He mor 6bl Tbl NOATBEPAUTD, UTO AENO
06CTOUT UMEHHO TakK?

As | remember... - HACKONbKO 1 MOMHIO...

I am writing to draw your attention to... -

A nuuwy, yTo6bI 06PATUTH Balle BHUMAHUE Ha...
I was wondering if you could provide me with
a little more information about... - 4 xoTten 6ol
y3HaTb, He MOT 6bl Tbl NPEAOCTABUTb MHE
HEMHOTrO 60/ble MHopmauum o...

I want to express my strong dissatisfaction
with... - § Xxouy BbIpa3uTb CBOE CUNbHOE
HeA0BOMbCTBO MO MOBOAY...

| feel | must protest/complain about... -
fl UyBCTBY10, UTO IO/HKEH Bbipa3uTb npoTect/
Xano6y no nosoay...

Could you advise me on ...2 - He mor 6bl Tbl
MPOKOHCYNbTUPOBATb MEHA MO NOBOAY ...?

I'd love you to come. - 1 6b1 xoTen,
YTOObI Tbl NpUexan




OCHOBHas 4YacCTb

PackponTe Temy NucbMa noapobHee. Kaxayo HOBY MbICMb HAUMHANTE C HOBOW CTPOKMN.
UTo6bl cienaTb NMCbMO Nerkum Aans BOCNpuaTUS, Ucnonb3ynte hopmaTtupoBaHme

(3aronoBku, cnnckm).

2=
E (Dpa3b| ANA NNYHbIX NUcem

Thanks a lot for the invitation. - bonbwoe
cnacn6o 3a npurnaweHme.

I'm writing to... — 4 nuwy, uTo6HbI...
I'm planning... - 1 nnaHupyio...

| expect... - 1 HagelocCh...

How are things? - Kak Xun3Hb?

Sorry it's taken me so long to write back. -
N3BUHM, uTO A Tak AoNro He oTeeyan(a).

I'm very happy to hear/read about... - 1 oueHb
paj ycnblwartb/npoumnTaTs o...

I'm sorry / very sad to hear/read about... - MHe
)Xanb /[ oUeHb rPYCTHO CNblWaTb/unTaTh O...

By the way, have you heard about... - KctaTuy,
Tbl CAbIWAnN o...

®dpasbl gng genoBbix nMcem

I am writing to inform/ask/thank you... -
f nuwy Bam, UTo6bl COO6LWNTL/CNPOCUTL/
no6bnarogapuTb...

I regret to inform you... - MHe Xanb coob6waTb
BaM...

I would like to thank you... - {1 6b1 xoTen
no6narogaputb Bac...

| am also fluent in German... -  TaKxe
CBO6OAHO rOBOPO HA HEMELIKOM...

| am very keen on... - f oueHb 3anHTEpPECOBaH
B...

I would welcome the opportunity... - 1 66171 6bl
pajJ BO3MOXHOCTU...

I am familiar with... - 1 3Hakom c...




a ®dpasbl ANA NNUHBIX NUCEM ®dpasbl gng 4enoBbix NMcem

Oh, another thing | wanted to mention... - Ax I attach... - 4 npunarato...
Aa, ele oAHa Bellb, 0 KOTOpoi A XxoTen(a)

YNOMAHYTH Attached you will find... - B npunoxeHuu Bbl

e Hangere...
I'll think it over. - 1 nogymato.

) No sooner had I... - He ycnen 1...
I'll do my best. — {1 caenato Bce, UTO B MOUX

cunax. I am writing in regard to... - 4 nuuwy,
I'll take a crack at it. - 1 nonpob6yio. 4TO6bI NO6/1aroAapyTH 3a...

Thank you for your advice. - Cnacn6o 3a TBOW
COBET.

It seems ages since we last met. - KaxeTtcs,
MpoLuia BEYHOCTb C TeX NOP, Kak Mbl BUAENNCH
nocnegHumn pas.

I'm usually available... - 06bluHO A cBO60AEH...

Mone3sHble cTaTbu:
Kak nucaTtb I'IVICbMO—)KaJ'IO6 N NMNCbMO-U3BUHEHWE Ha aHFﬂMP’ICKOM A3blKE

Kak nucatb NMCbMO-NPOCHhOY M MUCbMO-3asiBIEHNE Ha aHTIMMNCKOM A13bIKE



https://englex.ru/letter-of-complaint-and-letter-of-apology/
https://englex.ru/how-to-write-a-letter-of-request-and-a-letter-of-application-in-english/

3aKnwyeHue

MuwunTe ¢ HOBOro ab3aLa B KOHLE NUCbMa.

” ®pasbl ANA NUUYHBIX NUCEM

This will mean that... - 310 6yaeT 3HauuTh...
That way... - Takum o6pasom...

I hope my advice helps. - 4 Hagetocb, uTo MoW
COBET MOMOXET.

Got to go now! - MHe Hy)XXHO yX04UTb cenvac.

Let me know what happens. - [lan mHe 3HaTb,
yTO CAyymuTCA.

Well, that’s all for now. - Y10 », Ha 3TOM NoKa
BCe.

I am looking forward to seeing you next month.
— C HeTepneHneMm xay BCTPeumn ¢ To601
B Cnepyiollem mecslie.

Thank you once again. - Ewe pas cnacub6o.

Please let me know if... - MoxanyicTa, aan MHe
3HaTb...

®dpasbl 4ng AenoBbiX NMcem

Thank you in advance for... - 3apaHee cnacu6o
3a...

I can be contacted on... - CO MHOU MOXHO
CcBA3aTbCs No...

If you feel that my qualifications meet your
requirements... — ECNin Bbl cuMTaeTe, UTo MoS
KBaNUMUKALNA COOTBETCTBYET BALLUM
TpeboBaHUAM...

| would be available for an interview... -
f1 6bI cMOT MponNTU cobecegoBaHume...

I would appreciate a reply at your earliest
convenience. — byay npusHaTtesneH 3a 6bICTPbIN
OTBeT.

I enclose my CV and | would be glad to attend
an interview at any time convenient to you. -
fl npunarato cBoe pestome u byay pag npunTu
Ha cobecefqoBaHue B Ntboe yaobHOe Ansa Bac
Bpems.




E (Dpa3b| ANA NNYHbIX NUcem

I'm looking forward to hearing from you! -
C HeTepneHuem XAy oTseTa!l

You can contact me by telephone... -
Bbl MOXKeTe CBA3aTbCsA CO MHOW MO TenedoHy...

I do hope this email/letter will find you in good

health and spirits. - 1 oueHb HagetoCb,
YTO 3TO NUCbMO HauaeT Tebs B o6pom
34paBUN N XOPOLUEM HACTPOEHUN.

Make sure you write soon! — 0653aTenbHO
Hanuwmn B 6nmxanwee spems!

Keep in touch! - OctaBaricsa Ha cBa3u! / He
nponagan!

Drop me a line if you have time! - Hanuwwn mHe,

KakK byaet spems!

Let me know if you need anything. — [lain 3HaTb,

ecnu Tebe UTo-HNGYAb NOHAZO6UTCS.

Just give me a call if you have any questions
left. - MpocTO N03BOHK MHE, ecnun y Tebs
OCTaNuCb BOMPOCHI.

®dpasbl gng 4enoBbix NMcem

I look forward to meeting/hearing from you in
due course. - fl c HeTepneHuem xay BcTpeun/
3BOHKa OT BaC B OrOBOPEHHOE Bpemsi.

I hope that you will consider me for entry into...
— {1 HaflelCb, UTO Bbl PACCMOTPUTE MOIO
KaHAUAATYpY ANA BCTYMNNEHMA B...

I trust the situation will improve. - 1 Bepio,
UTO CMTyaumMa YNyuluTca /HanaguTcs.

I hope the matter will be resolved. -
fl HafeCb, YTO 3TOT BONPOC peLmnTCs.

I hope we can sort this matter out amicably. -
9 HageCb, UTO Mbl CMOXEM PELINTb 3TOT
BOMPOC MUPHbIM NyTeM.

| demand a full refund. - 4 Tpebyto nonHoro
BO3BpaTa.

Enclosed you will find further details of my
education and qualifications to date. -

A npunarato 6onee NO4PO6HYIO MHOPMALUIO O
MOeM 06pa30oBaHMM 1 KBaNUMUKaLMK HA
CerogHAWHNN AeHb.




Moanucb

Mocne 3aKkNUNTENbHON hpasbl HY)KHO A06ABUTbL NoANUCh. B hopmanbHOM nucbme
YKQXXUTEe CBOU MMSA U hamMunumio, TakKe MOXHO A06aBUTb OMKHOCTb U Ha3BaHUe
KOMMaHWM, OT NNLA KOTOPOK Bbl NulinTe. B HedbopmanbHOM nucbme

AOCTAaTOYHO HanucaTb CBOE NUMS.

(Dpa3b| ANA NNUYHbIX NUcem (Dpa3b| ANnd genoBbixX nucem

- Best wishes/regards, Tom * Yours faithfully, Tom Brown
- Love / Yours / All the best, Tom * Your sincerely, Tom Brown

no npomokoay ALEX &bl nonyunte +3 6ecnnaTHbIX VYPOKa

Npu NepBomn onsarte 3aHATUI C PYCCKOA3bIUHbIM NpenogaBaTenem.

Nogpo6bHee
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3. Mpumep NMUHOro NUcbma

Hey Andrew,

Hil How are you? What are you doing this Satvrday? I'm holding a fancy drecs party at home in the
afternoon and I'd love you to come.

Im planning a big party with ovr old cchool friends. There will be lots to eat and drink. Tve decided
fo give the party a cpooky theme, co make cure you get dresced up.

Youll probably be coming by train, won't you? Juct give me a ring from the station when you arrive
and my parentc will come and pick you up. I expect the party will go on quite late, co you can ctay the

night. You can chare my room.
Well, I really hope you can make it. It seems ages cince we last met. Please let me know if you can come.

(ove,

Sue




4. Mpumep AenoBOro 31IeKTPOHHOIo NUCbMa

To: Mr Grey
From: Sarah Jefferson
Subject: Apply for a job

Dear Mr Grey,

I am writing with reference to your advertisement in the Evening News on 3rd April for teenagers to
help children in the computer lab. I would be really interested in applying for the job.

| am 18 years old and am currently completing my final year. | will be starting my university studies in
September in Computer Programming. | am a native speaker of Russian, but I am also fluent in English
and am presently learning French.

Furthermore, | am very keen on computers. I have participated over the past year in our school’s
programme tutoring students and helping my teachers in our computer lab. Therefore, | would
welcome the opportunity to help children with something | am familiar with.

I attach my CV and a reference letter from my Computing teacher. If you feel that my qualifications meet
your requirements, | will be happy to hear from you. | would be available for an interview at any time.

Yours sincerely,
Sarah )Jefferson

< Send < Forward



