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�6989A<9 

� A4EFBSM99 6D9@S 4A7?<=E><= S;O> <@99F EF4FGE S;O>4 @9:8GA4DB8AB7B 

B5M9A<S. �R8< D4;AOI A4J<BA4?PABEF9= CB?P;GRFES <@ E J9?PR BEGM9EF6?9A<S 

@9:>G?PFGDAB= >B@@GA<>4J<<. �A7?<=E><= S;O> L<DB>B <ECB?P;G9FES 6 C9D9C<E>9 E 

8DG;PS@<, >B??974@<, ;4DG59:AO@< 89?B6O@< C4DFA9D4@<. 

� 69> EB6D9@9AAOI <AHBD@4J<BAAOI F9IAB?B7<= B5M9A<9 CBED98EF6B@ C<E9@ 

CD<B5D9F49F J<HDB6B= HBD@4F. &4><9 HBD@O Q?9>FDBAAB= >B@@GA<>4J<<, >4> 

Q?9>FDBAA4S CBKF4, K4FO, HBDG@O, @9EE9A8:9DO 6OF9EA<?< FD48<J<BAAGR 5G@4:AGR 

C9D9C<E>G. 1FB B5NSEAS9FES CD9:89 6E97B F9@, KFB Q?9>FDBAA4S C9D9C<E>4 S6?S9FES E4@O@ 

5OEFDO@, Q>BAB@<KAO@ < G8B5AO@ 6<8B@ C9D9C<E><, A9;46<E<@B BF D4EEFBSA<= < EFD4A. 

%97B8AS Q?9>FDBAA4S CBKF4 S6?S9FES A9BFN9@?9@O@ ECBEB5B@ >B@@GA<>4J<<. !9 

EFB<F BFD<J4FP 99 4>FG4?PABEFP < A9B5IB8<@BEFP ;A4A<S BEAB6 A4C<E4A<9 Q?9>FDBAAOI 

C<E9@. 1?9>FDBAAB9 C<EP@B (e-mail, EB>D. BF 4A7?. electronic mail) 4 F9IAB?B7<S < 

CD98BEF46?S9@O9 9R GE?G7< CB C9D9EO?>9 < CB?GK9A<R Q?9>FDBAAOI EBB5M9A<= CB 

7?B54?PAB= >B@CPRF9DAB= E9F<.  

&9?P 84AAB7B GK95AB7B CBEB5<S - B;A4>B@<FP EFG89AFB6 A4CD46?9A<= 

«1>BAB@<>4», «#D<>?48A4S <AHBD@4F<>4» < «2D<ECDG89AJ<S» E BEB59AABEFS@< 

@9:>G?PFGDAB= >B@@GA<>4J<< < <;?B:<FP A9>BFBDO9 CD4>F<K9E><9 D9>B@9A84J<< CB 

A4C<E4A<R Q?9>FDBAAOI C<E9@. 

� CBEB5<< CD<6B8<FES BC<E4A<9 D4;?<KAOI EF<?9= Q?9>FDBAAOI C<E9@, 

<;?4749FES <I EFDG>FGD4 A4C<E4A<S A4 4A7?<=E>B@ S;O>9, 84RFES D9>B@9A84J<< < 

6OD4:9A<S, A9B5IB8<@O9 8?S C<EP@9AAB7B B5M9A<S A4 <ABEFD4AAB@, 4 F4>:9 

CD98?474RFES B5D4;JO C<E9@, ;484A<S A4 ;4>D9C?9A<9 < EB69DL9AEF6B64A<9 S;O>B6B=, 

>B@@GA<>4F<6AB= < EBJ<B>G?PFGDAB= >B@C9F9AJ<= 6 84AAB= B5?4EF<. 

 4F9D<4? CB?9;9A 8?S CB87BFB6>< EFG89AFB6 > CD4>F<K9E><@ ;4ASF<S@ CB 

4A7?<=E>B@G S;O>G. 
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1. !F<?< Q?9>FDBAAOI C<E9@, <I EFDG>FGD4 < BF?<K<S 

1?9>FDBAA4S CBKF4 - E4@B9 CBCG?SDAB9 ED98EF6B B5M9A<S 6 EB6D9@9AAB@ @<D9.  O 

C<L9@ C<EP@4 < BF69K49@ A4 A<I CBKF< >4:8O= 89AP, < <AB784 CD<IB8<FES EBEF46?SFP <I 
A9 FB?P>B A4 DGEE>B@, 4 F4>:9 A4 4A7?<=E>B@ S;O>9.  

%GM9EF6GRF E?98GRM<9 EF<?< A4C<E4A<S C<E9@ A4 4A7?<=E>B@ S;O>9: 
HBD@4?PAO= (formal), < A9HBD@4?PAO= (informal).  

("$ ��0!/� EMAIL !�("$ ��0!/� EMAIL 

• C<EP@B >?<9AFG, >B??979 <?< 
89?B6B@G C4DFA9DG; 

• C<EP@B-BF>?<> A4 64>4AE<R; 
• C<EP@B E ;4CDBEB@ <AHBD@4J<< 
<?< C<EP@B-:4?B54 6 
F9ICB889D:>G, BA?4=A-@474;<A < F. 
8. 

• >BDCBD4F<6A4S C9D9C<E>4. 

• C<EP@B 8DG7G, ;A4>B@B@G, 
CD<SF9?R, >B??979; 

• C<EP@B K?9A4@ E9@P<, 
DB8EF69AA<>4@. 
 

 

�O89?SRF F4>:9 CB?GHBD@4?PAO= <?< A9=FD4?PAO= (semi-formal or neutral) EF<?P, 
AB CB E6B9@G I4D4>F9DG BA 5?<:9 > HBD@4?PAB@G. %F<?P C<EP@4 ;46<E<F BF 
48D9E4F4/CB?GK4F9?S. 

�EAB6AO9 EBEF46?SRM<9 C<EP@4: 
• Subject (F9@4 C<EP@4) 3 8B?:A4 5OFP >BDBF>B=, CDBEFB=, @4>E<@4?PAB 

BFD4:4RM9= EGFP C<EP@4.  
$4;@9M9A<9- EC9J<4?PA4S EFDB>4 E69DIG. �B?<K9EF6B E?B6 5-7 E?B6.-!4?<K<9 

;4CB?A9AAB= F9@O C<EP@4 4 Q?9@9AF4DAB9 CD46<?B IBDBL97B FBA4, ;4?B7 GEC9I4 6 
89?B6B= C9D9C<E>9 (5B?PL9 L4AEB6 5OFP CDBK<F4AAO@, 4 A9 ;45DBL9AAO@ 6 >BD;<AG). 
'9F>B B5B;A4K9AA4S F9@4 (Meeting on the 16th March at 10 a.m, Birthday Invitation on 12th of 

February, Custom declaration, Thanks for your present) <AHBD@<DG9F 48D9E4F4, B K9@ CB=89F 
D9KP 6 C<EP@9, 64:AB9, EDBKAB9, 4>FG4?PAB9 BAB <?< A9F < F. 8.  

• Body (F9?B C<EP@4) 3 6 84AAB@ D4;89?9 A9B5IB8<@B A4C<E4FP BEAB6AB9 
EB89D:4A<S C<EP@4. 

• Attachment (6?B:9A<9) 3 9E?< CB@<@B F9>EFB6B7B EB89D:4A<S A9B5IB8<@B 
CD<>D9C<FP <;B5D4:9A<S, 8B>G@9AFO, 8B7B6BD 

• %% 3 QFB >BC<S C<EP@4. �E?< 64@ A9B5IB8<@B BFCD46<FP C<EP@B A9E>B?P><@ 
48D9E4F4@, FB G>4:<F9 Q?9>FDBAAO9 48D9E4 6 84AAB= EFDB>9. 

 �EAB6AO9 Q?9@9AFO email: 
• "5D4M9A<9/#D<69FEF6<9 3 6>?RK49F <@S CB?GK4F9?S, 9E?< BAB <;69EFAB. 

!4CD<@9D, <Hello John= 3 <#D<69F �:BA= <?< <Good day Mr. Smith= 3 <�B5DO= 89AP, 
@<EF9D %@<F= 

• �EFGC?9A<9 3 9E?< 6O C<L9F9 C<EP@B A9;A4>B@B@G K9?B69>G, FB 
CD98EF46PF9EP. !4CD<@9D, <My name is Julia, I am working as a web designer at ABC 
Company= 3 < 9AS ;B6GF �:G?<S, S D45BF4R 695-8<;4=A9DB@ 6 ABC Company=. 

• &9?P EBB5M9A<S 3 BEAB6A4S K4EFP C<EP@4, 6 >BFBDB= A9B5IB8<@B G>4;4FP 
BEAB6AB9 EB89D:4A<9 < J9?P C<EP@4. 

• #B8DB5ABEF< 3<AHBD@4J<S, A4 >BFBDGR CB?GK4F9?P 8B?:9A B5D4F<FP 
6A<@4A<9.  

• �469DL9A<9 C<EP@4 - 54;B64S 69:?<64S HD4;4, 84AAO9 < >BAF4>FO, CB8C<EP.  
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#B8 J<HDB= 1 CB>4;4A ;47B?B6B>, 6>?RK4RM<= 48D9E4F4 < F9@G C<EP@4, CB8 J<HDB= 2 

CB>4;4AB F9?B C<EP@4, CB8 J<HDB= 3– 5?B> CB8C<E<. 

 

"K9AP 64:AB IBDBLB CBA<@4FP D4;7D4A<K9A<9 HBD@4?PAB7B < A9HBD@4?PAB7B EF<?S, 
KFB5O CD46<?PAB CD<@9ASFP 4A7?<=E><= 6 AG:AO= @B@9AF. $4EE@BFD<@ BEAB6AO9 
BF?<K<F9?PAO9 BEB59AABEF< HBD@4?PAB7B < A9HBD@4?PAB7B EF<?9= 6 4A7?<=E>B@: 

• ?9>E<>4 
• 7D4@@4F<>4, <ECB?P;B64A<9 4>F<6AB7B < C4EE<6AB7B ;4?B74 
• <ECB?P;B64A<9 HD4;B6OI 7?47B?B6 
• <ECB?P;B64A<9 L45?BAB6 D9K<, >?<L9 
• GCBFD95?9A<9 EB>D4M9AAOI HBD@ 

• EB7?4EB64A<9 <89= 

 

"F?<K<S HBD@4?PAB= < A9HBD@4?PAB= ?9>E<><: 
 

�?47B?O (Verbs) 

Informal Formal Translation 

ask for enquire CDBE<FP, 
;4CD4L<64FP 
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bring out cause 5OFP CD<K<AB= 

check verify CDB69DSFP 

deal with handle <@9FP 89?B E 
K9@-?<5B 

find out discover 6OSEASFP 

fix repair D9@BAF<DB64FP 

get receive CB?GK4FP 

get in touch with contact E6S;O64FPES 

give provide 8464FP, 
B59EC9K<64FP 

go down decrease G@9APL4FPES 

go up increase G69?<K<64FPES 

have possess <@9FP 

leave out omit BEF46?SFP, 
GCGE>4FP 

let permit D4;D9L4FP 

need require AG:84FPES 

ring up call ;6BA<FP 

say sorry apologize <;6<ASFPES 

seem appear >4;4FPES 

set up establish GEF4A46?<64FP 

show demonstrate CB>4;O64FP 

tell inform <AHBD@<DB64FP 
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!Gщ9EF6<F9?PAO9 (Nouns) 

Informal Formal Translation 

boss employer A4K4?PA<> 

chance opportunity 6B;@B:ABEFP 

help assistance CB@BMP 

job occupation D45BF4 

money funds ED98EF64 

old people senior citizens CB:<?O9 ?R8< 

place location @9EFB 

quarrel debate ECBD 

way manner ECBEB5 

workmate colleague >B??974 

�4:9 EBR;O HBD@4?PAB7B < A9HBD@4?PAB7B EF<?S <@9RF E6B< BF?<K<S. � 
A9HBD@4?PAB@ B5M9A<< @O <ECB?P;G9@ CD<6OKAO= A45BD HD4; < 6OD4:9A<=, KFB5O 
B5N98<A<FP E6B< <89<. �B?PL<AEF6B <; A<I >BDBF><9: and, but, also, because. %BR;O, >BFBDO9 
GCBFD95?SRFES 6 HBD@4?PAB@ D97<EFD9, >4> CD46<?B, 8?<AAO9 E?B64 <?< HD4;O. $4EE@BFD<@ 
F45?<JG < ED46A<@ A9>BFBDO9 <; A<I:  

Informal Formal Translation 

about regarding 

concerning 

#DB, B 

and as well as F4>:9 

because as a result 

due to (the fact that) 

since 

6 D9;G?PF4F9 
<;-;4 
CB CD<K<A9 

but while 

whereas 

AB 
B8A4>B 

also additionally 6 8BCB?A9A<9 
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in addition F4>:9 

so therefore 

thus 

F4><@ B5D4;B@ 

or alternatively 

instead 

otherwise 

<?< 
6 CDBF<6AB@ E?GK49 
6@9EFB 

but however B8A4>B 

if provided that 

in case 

unless 

CD< GE?B6<<, KFB 
6 E?GK49 
9E?< A9 

what's more moreover 5B?99 FB7B 

2. $BD@4?PAO= EF<?P Q?9>FDBAAB7B C<EP@4 

�4> A4K4FP C9D9C<E>G CB email A4 4A7?<=E>B@? !4K<A4FP C<EP@B A48B E B5D4M9A<S > 
48D9E4FG. 

 9EFB B5D4M9A<S (A4K4?PA4S HD4;4) 6 C<EP@9 - C9D64S EFDB>4 < BF89?S9FES ;4CSFB=, 4 F9>EF 
CBE?9 A97B C<L9FES G:9 E AB6B= EFDB><. 
 

"5D4M9A<9 �B@@9AF4D<= 

Dear Mr. Smith 
"5D4M9A<9 > >BA>D9FAB@G 
@G:K<A9. 

Dear Ms. Smith 

'A<69DE4?PAB9 B5D4M9A<9 >4> > 
;4@G:A9=, F4> < > A9;4@G:A9= 
84@9. 

Dear Sir or Madam, 

'CBFD95?S9FES, >B784 6O A9 
;A49F9, >FB 5G89F BF69K4FP A4 
64L9 C<EP@B. 

To whom it may concern, 

"5OKAB <ECB?P;G9FES 6 89?B6B= 
C9D9C<E>9, >B784 6O C<L9F9 A4 
>BDCBD4F<6AGR CBKFG < A9 ;A49F9, 
>FB <; EBFDG8A<>B6 5G89F 
BF69K4FP A4 64L9 C<EP@B. 

�9D6B9 CD98?B:9A<9 6 email-EBB5M9A<SI 

�E?< 6O S6?S9F9EP <A<J<4FBDB@ C<EP@4, FB EA4K4?4 @B:AB CD98EF46<FPES, CD< GE?B6<<, 
KFB 6O A9 ;A4>B@O (My name is Ivan Petrov), 4 ;4F9@ EBB5M<FP J9?P 64L97B e-mail: 
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(D4;4 #9D96B8 

I am writing in connection with& 3 C<LG 6 E6S;< E & 

I am writing to enquire about 3 C<LG, KFB5O G;A4FP B & 

I am interested in & and would like to know & (the start 

dates) . 

3 <AF9D9EGREP & < IBF9?4 5O 
;A4FP& 

I am writing in reference to 3 C<LG BFABE<F9?PAB 

With reference to our telephone conversation on Friday, I 

would like to let you know that& (your article has been 

selected for publication.). 

'FB >4E49FES A4L97B 
F9?9HBAAB7B D4;7B6BD4 6 
CSFA<JG, S 5O IBF9?4 84FP 64@ 
;A4FP, KFB & 

I would like to clarify 3 5O IBF9? CDBSEA<FP& 

I kindly ask you to 3 ?R59;AB CDBLG 64E 

I am writing to enquire about/ to apologize for/ in 

connection with/ get more details about/ explain 

3 C<LG 64@, KFB5O G;A4FP B/ 
<;6<A<FPES ;4/ 6 E6S;< E/ G;A4FP 
89F4?< B/ 

 

�E?< 6O BF69K49F9 A4 CB?GK9AAB9 C<EP@B, FB EBB5M9A<9 @B:AB A4K4FP F4>: 

(D4;4 #9D96B8 

I am writing to inform you / to ask you / to thank you... 

3 C<LG, KFB5O EBB5M<FP �4@ / 
ECDBE<FP �4E / CB5?47B84D<FP 
�4E... 

I regret to inform you...  A9 :4?P EBB5M4FP �4@... 

I would like to thank you... 3 5O IBF9? CB5?47B84D<FP �4E... 

Thank you for your message 3  %C4E<5B ;4 64L9 EBB5M9A<9 

Thank you for your e-mail of 
%C4E<5B ;4 64L9 Q?9>FDBAAB9 
C<EP@B BF (84F4)& 

I am writing with regard to 3 C<LG 64@ 6 E6S;< E 

In compliance with your request&  �OCB?ASS 64LG CDBEP5G 
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Further to our conversation/ telephone talk&  
6 CDB8B?:9A<9 A4L9= 59E98O/ 
F9?9HBAAB7B D4;7B6BD4& 

Thank you for your email (letter) of 11th July, asking 

about  

%C4E<5B ;4 C<EP@B (BF 11 <R?S) 
E 6BCDBEB@ B & 

� BEAB6AB= K4EF< C<EP@4 @B:AB BF69F<FP A4 ;484AAO9 D4A99 6BCDBEO, D4EE>4;4FP 
64:AO9 H4>FO (AB6BEF<, EB5OF<S), ;484FP 6BCDBEO EB59E98A<>G <?< CBCDBE<FP 84FP EB69F. 
!9 EGM9EF6G9F 98<AB= HBD@G?O 8?S BEAB6AB= K4EF<, CBFB@G KFB 99 EB89D:4A<9 J9?<>B@ 
;46<E<F BF B5EFBSF9?PEF6.  

�E?< 6 C<EP@9 9EFP A4K4?PA4S HD4;4, FB 5G89F < ;4>?RK<F9?PA4S. "A4 C<L9FES E 
AB6B= EFDBK>< 6 >BAJ9 C<EP@4, < CBE?9 A99 6E9784 EFB<F ;4CSF4S. 

 

(D4;4 #9D96B8 

Yours sincerely/faithfully/truly, % G64:9A<9@, 

Regards, % G64:9A<9@, 

Sincerely yours, �E>D9AA9 �4L, 

With best wishes, 
% A4<?GKL<@< CB:9?4A<S@<, (KGFP 
@9A99 HBD@4?PAB9) 

With many thanks and best wishes, 

% 5?47B84DABEFPR < A4<?GKL<@< 
CB:9?4A<S@<, (KGFP @9A99 
HBD@4?PAB9) 

Kind/Best regards, 
% A4<?GKL<@< CB:9?4A<S@<, / 
%9D89KAO= CD<69F, 

#BE?9 ;4>?RK<F9?PAB= HD4;O 6 HBD@4?PAB@ Q?9>FDBAAB@ C<EP@9 A4 4A7?<=E>B@ A48B 
A4C<E4FP E6B< <@S < H4@<?<R. �E?< 6O C<L9F9 BF ?<J4 >B@C4A<< E6B9@G >BAFD479AFG, G>4:<F9 
E6BR 8B?:ABEFP < A4;64A<9 CD98CD<SF<S. �E?< :9 6O C<L9F9 C<EP@B >B??979, @B:AB A9 
G>4;O64FP QF< 84AAO9 < BEF46<FP 6 CB8C<E< FB?P>B <@S < H4@<?<R. 

Attachment (6?B:9A<9) - 64:AO= Q?9@9AF Q?9>FDBAAB7B C<EP@4, BEB59AAB BH<J<4?PAB7B. 
"5S;4F9?PAB AG:AB EBB5M<FP CB?GK4F9?R 48D9E4FG / B CD<>D9C?9AAB@ 8B>G@9AF9. 
 B:AB <ECB?P;B64FP E?98GRM<9 HD4;O: 

(D4;4 #9D96B8 

Please find attached... (my CV and cover letter). 
#B:4?G=EF4, CBE@BFD<(-F9)... (@B9 CV 
< EBCDB6B8<F9?PAB9 C<EP@B). 

I am attaching... (the document you requested). 
3 CD<?474R... (8B>G@9AF, >BFBDO= 
FO/�O CDBE<?(-<)). 

I am sending you... (the photo from our vacation). 
3 6OEO?4R F959/�4@... (HBFB <; 
A4L97B BFCGE>4). 
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Please see... (the file attached). 
#B:4?G=EF4, CBE@BFD<(-F9)... 
(CD<?B:9AAO= H4=?). 

 

3. �9HBD@4?PAO= EF<?P Q?9>FDBAAB7B C<EP@4 

�DBя6<F9 69:?<6BEFь < A4GA<F9 C9D9C<E>G E 69:?<6B7B B5D4щ9A<я: 

"5D4M9A<9 �B@@9AF4D<= 

Hello / Hi / Hi there / Hello again John, 
!9HBD@4?PAB9 8DG:9E>B9 
CD<69FEF6<9. 

Greetings / Good morning / Good afternoon John, 
#D<69FEF6<S, >BFBDO9 ;6GK4F KGFP 
HBD@4?PA99 Hello <?< Hi. 

Dear John, 
� QFB@ CD<69FEF6<< CD<EGFEF6G9F 
BFF9AB> HBD@4?PABEF< 

 

� C9D6B@ 45;4F9 B5S;4F9?PAB E?98G9F CB5?47B84D<FP E6B97B CB?GK4F9?S ;4 97B C<EP@B < 
B5S;4F9?PAB GCB@SAGFP B CD98O8GM<I >BAF4>F4I: 

(D4;4 #9D96B8 

Many thanks for your recent letter (e-mail). 
�B?PLB9 EC4E<5B ;4 F6B9 
A9846A99 C<EP@B. 

It was nice to hear from you recently. 
�O?B CD<SFAB GE?OL4FP B F959 
A9846AB. 

How are things? �4> :<;AP? 

I was glad to get your letter. 
3 5O? BK9AP D48 CB?GK<FP F6B9 
C<EP@B. 

Lovely to hear from you! 
3 5O? BK9AP D48 CB?GK<FP F6B9 
C<EP@B. 

 

�B 6FBDB@ 45;4F9 8B?:AO 84AO CB?AO9 BF69FO A4 6E9 ;484AAO9 6BCDBEO. !4K4FP 
BEAB6AGR K4EFP @B:AB EB E?B6: 

(D4;4 #9D96B8 

In your letter you ask me about& 
� E6Bё@ C<EP@9 FO ECD4L<649LP 
@9AS B 
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In your letter you asked me several questions. 
� E6Bё@ C<EP@9 FO ;484? @A9 
A9E>B?P>B 6BCDBEB6. 

Now it's time to answer your questions about 
&9C9DP A4EF4?B 6D9@S BF69F<FP A4 
F6B< 6BCDBEO B& 

Now, let me tell you my news. 
&9C9DP, CB;6B?P @A9 D4EE>4;4FP B 
E6B<I AB6BEFSI. 

I am writing to ask for your advice. 
3 C<LG, KFB5O CBCDBE<FP G F95S 
EB69F4. 

Give me your advice about& �4= @A9 EB69F CB CB6B8G& 

I am writing congratulate you & 3 C<LG CB;8D46<FP F95S E& 

I am writing to invite you to& 3 IBF9? 5O CD<7?4E<FP F95S& 

Have you made any plans for& ' F95S 9EFP >4><9-?<5B C?4AO A4&? 

Last time we were discussing& � CBE?98A<= D4; @O B5EG:84?<& 

!?B64-E6S;>< 

firstly, secondly, thirdly �B-C9D6OI (6FBDOI, FD9FP<I) 

for that reason CB QFB= CD<K<A9 

as F4> >4> 

because CBFB@G KFB 

nevertheless F9@ A9 @9A99 

also 4 F4>:9 

by the way >EF4F< 

however B8A4>B 

although IBFS 

for instance A4CD<@9D 

in addition >DB@9 FB7B 

the alternative is 4?PF9DA4F<64 6 FB@, KFB& 

in other words 8DG7<@< E?B64@< 

on the other hand E 8DG7B= EFBDBAO 

moreover 5B?99 FB7B 

in fact A4 E4@B@ 89?9 

so F4> 

well F4> 6BF, AG 

of course >BA9KAB 
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surely FBKAB, A9CD9@9AAB 

especially BEB59AAB 

generally 6BB5M9 

in conclusion 6 ;4>?RK9A<9 
  

� CBE?98A9@ 45;4F9 E?98G9F B5NSEA<FP, CBK9@G 6O ;4>4AK<649F9 C<EP@B < 
B5S;4F9?PAB GCB@SAGFP B A489:89 A4 84?PA9=L<9 >BAF4>FO. 

(D4;4 #9D96B8 

That's all for now. �BF < 6Eё 

That's all I have to tell you. �BF < 6Eё, KFB S @B7G F959 D4EE>4;4FP 

Now it's time to finish my letter. � F9C9DP CBD4 ;4>4AK<64FP C<EP@B 

Keep in touch. �9D:< EB @AB= E6S;P / A9 CDBC484= 

Go write back as soon as possible. !4C<L< >4> @B:AB E>BD99. 

Take care and keep in touch! �9D97< E95S < 5G8P A4 E6S;<! 
 

 � >BAF9 C<Eь@4 A4 BF89?PAB= EFDB>9 G>4;O649FES ;469DL4RM4S HD4;4->?<L9: 

(D4;4 #9D96B8 

Love �R5?R 

Best wishes  % A4<?GKL<@< CB:9?4A<S@< 

All the best  �E97B E4@B7B ?GKL97B 

Yours  &6B= 

 

#BE?9 ;469DL4RM9= HD4;O 6E9784 EF46<FES ;4CSF4S! !4 E?98GRM9= EFDBK>9 CBE?9 
A99 G>4;O649FES <@S 46FBD4 59; FBK>< 6 >BAJ9. 
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4. �5D4;JO Q?9>FDBAAOI C<E9@ A4 4A7?<=E>B@ S;O>9 

�� ��&/ $� ���0���� ��!0��: 
 

 
 

�8D9E Q?9>FDBAAB= CBKFO CB?GK4F9?S 
Subject: CV and cover letter for employment 

 

Dear Sir or Madam, 

My name is Mary Jones and I am highly interested to apply for the job opportunity at 

your organization and I hope to anticipate a positive response from you soon. I am 

applying for the position of the Editor Assistant. I am a journalist and, as you can see 

from my CV, my experience and qualifications match this position's requirements. In my 

CV you will also find my personal details and educational background. Please, feel free 

to contact me by email for any additional information. 

Sincerely, 

Mary Jones 

 

�8D9E Q?9>FDBAAB= CBKFO CB?GK4F9?S 
Subject: Meeting  on Tuesday 

 

Dear Mr. Jefferson, 

I hope this email finds you well. This is Sergey Nim from Roga and Kopyta Inc. I wanted 

to update you on the meeting we are having on Tuesday. Due to the weather conditions it 

has been moved from 9:00 a.m. to 10:30 a.m. 

Would you be so kind as to let me know if you will be able to attend it? Please accept my 

apologies for the inconvenience. 

Sincerely, 

Sergey Nim 

Roga and Kopyta Inc. 
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�� ��&/ ��$� ���0���� ��!0��: 

 

 

 

 

 

�8D9E Q?9>FDBAAB= CBKFO CB?GK4F9?S 
Subject: Thanks for your invitation! 

Hi Mike, 

I am really glad to hear from you! Thank you for the invitation to your birthday party. I am 

really looking forward to the celebration and will be glad to see you soon! 

Cheers, 
Tom 
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5. �D4>F<K9E><9 ;484A<S 

�BCB?A<F9?PAO9 D9>B@9A84J<< 

1. !9 ;45O64=F9 CDB HBD@4F<DB64A<9 F9>EF4. �9?4=F9 BFEFGCO, 6O89?9A<9 
:<DAO@ <?< >GDE<6B@. 1FB G?GKL<F 6A9LA<= 6<8 < K<F459?PABEFP F9>EF4. 

2. #<L<F9 >D4F>B < CDBEFB. 
3. &9>EF 8B?:9A 5OFP J9?BEFAO@. &4>:9 A9 ;45O64=F9 GK<FO64FP BEAB6AO9 

CD46<?4 CGA>FG4J<< 4A7?<=E>B7B S;O>4. 
4.  #9D9K<F4=F9 C<EP@B 6E?GI CBE?9 FB7B, >4> A4C<E4?< 97B. '59D<F9 ?<LA<9 

E?B64 <?< CB6FBD9A<S. 
5. � 89?B6B@ B5M9A<< 69:?<6BEFP 4 B5S;4F9?PA4. 

 

З484A<9 1. �CD989?<F9, > >4>B@G EF<?R CD<A48?9:4F CD<6989AAO9 A<:9 C<EP@4, 

G>4:<F9 BF?<K<F9?PAO9 CD<;A4>< QF<I EF<?9=: 
 

#<EP@B 1. 
 

 
#<EP@B 2. 

 

Subject: Thanks for your invitation! 

 

     Hi Mike, 

     I am really glad to hear from you! Thank you for the invitation to your birthday party. I am 

really looking forward to the celebration and will be glad to see you soon! 

     Cheers, 

     Tom 
 

З484A<9 2. З4CB?A<F9 CDB59?O, <ECB?P;GS E?98GRM<9 E?B64 < E?B6BEBK9F4A<S. 
 

 1.4m looking forward, 2.the enclosed, 3. thank you, 4.currently, 5.challenging,6. in reference,  

7.  do not hesitate,8.advertisement, 9.an editor 
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Subject: Post of the Head Editor 

 

Dear Mr Brown, 

I am writing ..................... to your ..................... in the Guardian for. ..................... and 

would like to apply. 

�s you can se9 from ..................... Curriculum Vitae l have a degree in Linguistics and I 

have ten years experience as an Editor. &&&&&&&.I am looking for a new position 4s I 

need a more &&&&&&& job. I might not be abroad for the next week sB ...................... to 

phone me should you have any questions. My mobile phone number is 0187565489 .................... 

for your understanding. 

I .....................................  to hearing from you soon. 

&&&&&(signature) 

Helen Carter 
 

З484A<9 3. �DBKF<F9 Q?9>FDBAAB9 C<EP@B. !BCBEF46PF9 <AHBD@4J<R  B;O E QF<@< 

6BCDBE4@<. 

 

Do you have a big family? 

How old are you? 

What languages do you speak? 

What’s your name? 
What do you do? 

What are your interests? 

Why do you want to learn English? 

What do the people in your family do? 

Where are you from? 

How old are your brothers and sisters? 

 

 From: Rosa  rosamarquez@hotmail.com 

To: Stefan stefan7541200@moeblus.ch 

Subject: Hi from Mexico 

Hi Stefan, 

   My name’s Rosa. I’m from Mexico, and I live in Monterrey. I’m a receptionist at a hotel. I study 
English in my free time. 

  I speak Spanish and a little English. I want to learn English for my job and to travel. I have a big 

family. I have three brothers and a sister. My father is a builder and my mother doesn’t work. My 
brothers and my sister are at school. My brothers are 14, 13 and 10, and my sister is six. I’m 19. 
  I like music, cinema and sport. I watch football on TV with my family every Saturday. 

Please write soon. 

Best wishes 

Rosa 
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З484A<9 4. �DBK<F4=F9 B FD9I BF9?SI.  

Mena House Oberoi Hotel, Giza, Egypt 

This hotel is where Egyptian kings stayed! It is a luxury hotel 

with the best view of the pyramids, and is the only hotel in 

Egypt with a golf course. Double rooms from €249. 

www.oberoihotels.com 

  

Hotel Daniel, Venice, Italy 

This hotel has 91 beautiful rooms. The best rooms are in the 

old part and there’s a wonderful roof terrace with views over 
the lagoon. Double rooms from €349. 

www.danieli.hotelinvenice.com 

  

 

 

The residence, Tunis, Tunisia 

This amazing hotel has a sea water spa and beautiful gardens. 

Famous guests include Sting and Catherine Deneuve. Double 

rooms from €211. 

www.theresidence-tunis.com 

  

 �DBK<F4= Q?9>FDBAAB9 C<EP@B !<?P6<. � >4>B@ BF9?9 BA4 C<L9F? 

From:  Sylvie Vartan sylvevartan@hotmail.com 

To: 

Subject:  Reservation for November 

Dear Sir/Madam 

I would like to make a reservation for a single room for three nights, 24, 25, and 26 November. I 

would like a room with a view of the gardens, if possible. Could you send me some information about 

the spa treatments? 

Please confirm the reservation. 

Yours 

Sylvie Vartan 

 

http://www.oberoihotels.com/
http://www.theresidence-tunis.com/
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З484A<9 5. �DBK<F4=F9 Q?9>FDBAAB9 C<EP@B 

From:Anna 

To: Katie 

Subject:Healthy food 

    

 

Hi Katie, 

Thanks for your email. 

I like healthy food. I like salad and I like apples and bananas, too. I 

don`t like carrots and I don`t like fish. I like pizza. 

What do you like? Do you like healthy food? 

Write soon. 

Love, 

Anna 

  

�4C<L<F9 Q?9>FDBAAB9 C<EP@B E6B9@G 8DG7G CB C9D9C<E>9. �4C<L<F9 B FB@, KFB 64@ 
AD46<FES / A9 AD46<FES. 

From: 

To: 

Subject: Healthy food 

 

 

Hi___________, 

Thanks for your email. 

I like ____________________________________ 

I don`t __________________________________ 

What do you like? Do you like_______________? 

Write soon. 

Love, 

_________ 

 

З484A<9 6.  �D46<?PAB EFDG>FGD<DG=F9 Q?9>FDBAAB9 C<EP@B. 

Subject: Exams  

From: Daniel 

To: Alessandra 

Hi Alessandra, 

Best wishes, 

Hope to hear from you soon! 

Thanks for your last e-mail. I hope your exams went well. I have some exciting news and I’m 
writing to ask for your advice. 

Daniel, 

I want to go on holiday to Argentina next year. What do you think is the best month for me to come? 

I can only come for three weeks, so which places do you think I should visit? Do you think I should 

hire a car or travel around by bus or train? 

I’m planning to spend a few days in and around Mendoza, and it would be great if we could meet. 
Can you recommend a good hotel?  
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