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[Tone3Hada nekcuka no teme

«Kak nncatb NnMcCbMoO-3anpoc

MHPpopmMaLumu,

OTBeT Ha Hero

U MMCbMO C npeano>xeHmem

peLwieHus n

pobnembi»

®pa3bl 4158 NnMcbMa-3anpoca nHbopmaymnm

[MpuBeTtcTBME

Dear Mr. Smith,

YBaxkaeMbli muctep CmMuT,

Dear Mrs./Ms. Smith,

YBaxkaemas mmccmuc/mmucc CmuT,

Dear Sir/Madam,

YBaxkaeMbli(-as) cap/Magam,

Bctynutens

Hble ppas3bl

I am writing to inquire about...

fl N1y c Bonpocom o...

I am writing in connection with...

Al Ny B cBA3M C...

3anpoc Tpebyemoro

Could you possibly send...

Bo3moxxHO, Bbl Moram 66l npucaats...

I would be grateful if you could...

Al 6610 6bI NpU3HaTeneH, ecin 6ol Bel Moraw...

Would it be possible for you to tell/send me...

He moram 6b1 Bbl coobwutb/npucnatb MHe...

I would appreciate some information about...

Al 6b1n1 6b1 HarogapeH 3a nHGoOpPMaLUIo O...

I would appreciate it if you sent me / if you could
tell me...

Al 6b1n1 6bI NPU3HaTENeH, ecan 6bl Bl Bbichanu
MHe / ecin 6bl Bbl MOrin coobWwmTb MHE...
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,ﬂ,OI'IOﬂHVITeﬂ bHbIE BOMPOChHI

Could you also please send me...

He moram 661 Bbl Takke, noxanywncra, npucnatb
MHe...

Another matter I need information on is...

Takxe MHe HeobxogMma MHPopMmaLma
KacaTesnbHoO...

I would also like some information on...

Al 6bI TakKe XOTenN y3Hatb O...

3aknrouunTten

bHble ppa3bl

I look forward to your reply.

C HeTepneHuneM xay Bawero otserta.

I look forward to hearing from you.

C HeTepneHuneM Xy Bawero otserta.

I look forward to hearing from you at your earliest
convenience.

Xay Bawero oTBeTa B KpaTyanlume CPoKu, ecam
3TO BO3MOXHO.

I would appreciate it if you could inform me as
soon as possible.

Al 6b1 6bIN NpU3HaTeNeH, ecin 6bl Bbl
NPOUHPOPMUPOBANN MEHA Kak MOXHO CKOpee.

Thank you in advance for your assistance.

3apaHee 6bnarogapeH 3a Bawe cogencTeue.

MNpowaHne

Yours sincerely, (your full name)

C yBaxxeHvewm, (Bawe nmsa n dammnmns)

Yours faithfully, (your full name)

C yBaxeHvewm, (Bawwe nmsa n dammnmns)

®pasbl 414 NMCbMa-0TBETa Ha 3anpoc

MHPOP

MaLnu

[NpwvBeTcTBME

Dear Mr. Smith,

YBaxkaeMbli muctep CMuT,

Dear Mrs./Ms. Smith,

YBaxkaemasa muccmc/mmcc CmuT,

Dear Sir/Madam,

YBaxkaeMbli(-an) cap/mMagam,
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BctynutensHble ¢pasbl

[ am writing

e inreply to your letter asking for
information about...;

e with regard to our telephone conversation
concerning...;

e in connection with...;

e inresponse to your query/letter.

A nnwy

e B OTBeT Ha Baw 3anpoc nidopmauyum o...;

e KacaTe/bHO Halero TenepoHHOro
pa3rosopa o...;

e BCBA3NC..,

e B OTBeT Ha Baw 3anpoc / Bawe nucbmo.

I am writing to inform you about / advise you on
/ let you know that...

A nuwy, ytobbl cOO6WMTL Bam 0 / aaTb coBeT B
OTHOLWEHMM / YBEAOMUTb O TOM, YTO...

I regret to inform you... / I feel obliged to inform
you...

C coxaneHuvem coobuiaro Bam... / A BbIHY>aeH
Bam coobuuTs...

I feel delighted to inform you... / Twould like to
inform you...

C pagocTbto coobuato Bam... / A 6b1 xoTen
coobwuTh Bam...

I am writing (to you) on behalf of...

A nuwy (Bam) oT MMeHM...

[ am writing (to you) in my capacity as...

A1 nnwy (Bam) B KauecTBe...

OtBeT Ha AONONHNTENbHbIE BOMPOCHI

I would also like to inform you...

A Takxe xoTen 6bl cOObLWKUTL Bam o...

In answer to your question (enquiry) about...

OtBeuas Ha Baw sonpoc...

3akarounTenbHble Gpassbl

I hope I have been of some assistance to you.

Hapetoch, 51 6611 Bam nosneseH / s cmor Bam
MOMOUYb.

I hope that this information will be of some
assistance to you.

Hagetocb, 3Ta nHpopmaLms byseT Bam nonesHa.

I hope I have answered all your questions.

Hapgetroch, 1 oTBeTUA Ha BCe Bawim Bonpockl.

Please inform me if I can be of any further
assistance.

Moxanyncra, coobwnTte, ecam 1 CMOry elle Yem-
TO Bam nomoub.

Please do not hesitate to contact us should you
require any further information.

Moxxanyncra, obpalantecb K Ham, eciv Bam
NoHagobuTcsa AonosHUTeNbHas MHGoOpPMaLms.
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[MpowaHne

Yours sincerely, (your full name)

C yBaxeHvewm, (Bawe nmsa n dammnmns)

Yours faithfully, (your full name)

C yBaxeHuewm, (Bawe nmsa n dammnmnsa)

®pa3zbl 414 NUCbMa C NPEAJIOXKEHNAMMN
peweHns npobaembl

MNpusetcTBME

Dear Mr. Smith,

YBaxkaeMbli muctep CMuT,

Dear Mrs./Ms. Smith,

YBaxxaemasa muccmc/mmcc CmMuT,

Dear Sir/Madam,

YBaxkaeMbli(-asn) cap/Magam,

MpnymrHa

To begin/start with...

Mpexae Bcero, ...

Because of / Owing to / Due to the fact that...

N3-3a / Bcneacteue / B €BA3un ¢ Tem, yTo...

For this reason...

Mo 3Ton NnpuumnHe...

Pesynbtat/lNocneacreums

This would... 370 6bl...

Then... Toraa...

Thus.. Mo 3Ton npuumHe / B cBA3m ¢ 3TMm / Beneacteme
3TOrO...

Therefore... Bcnepcreume 31OrO...

As a result... B pesynbrarte...

By doing this, you/we would...

Cpenas 370, Bbl/Mbil...

If ..., the result would be...

Ecam 6bl ..., TO pesynbTat 6bin Hbl...
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The effect/consequences/result of ... would be...

dddekt/Mocneacteuns/Pesynbrar ... 6bin Obl...

In this way...

Taknum obpazom...

As a consequence...

Kak cneacteue...

Consequently...

CnepoBatenbHo...

Bawmn npeano>xxeHuma

A useful suggestion would be to...

MonesHbIM NpeasoXeHneM Morao 6bl ObiTb...

Another solution would be...

3TO MOXHO 6b1710 Bbl PELINTL NyTEM...

Steps/Measures should be taken in order to solve
/ deal with...

Warn/Mepbl 4OMKHbI BbITb MPEeANPUHATLI, YTOOBI
pewmnTb / cCNpaBuTbCA C...

Another way to ... is / would be to...

Apyrnm cnocobom ... anseTcsa / 6bino 6bl...

The situation could be improved if/by...

CuTyaumo MOXHO 6b110 Bbl yayyLwInNTb
ecnn/nyTem...

It would be a good idea if/to...

XopoLwen naeen 6oi10 6bl, (€Can)...

It would help if you/we...

NMomorno 6bl, ecnm 6bl Bbl/Mbil...

3akarounTensHole Gpassbl
All'in all, ... MNoaBoAA UTOT U30XKEHHOMY BBILLE, ...
To sum up, ... 0606LLaa N3N0XXEHHOE BbILLE, ...

All things considered, ...

YunTbiBas Bce 06CTOATENLCTBS, ...

[MpowaHne

Yours sincerely, (your full name)

C yBaxeHvewm, (Bawwe nmsa n dammnmns)

Yours faithfully, (your full name)

C yBaxxeHvewm, (Bawwe nmsa n dammnmns)
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