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Peyenzenm:

lopesa C.A., 3asedyrowuil yuebHo-memoouueckum omoenom Tambosckozo
Gunuana AHO BO «PocHOY »

II 78. [Iposomoposa FO.B. Cocmagnenue 31eKmMpPOHHbIX NUCEM HA AHETAUUCKOM
sA3viKe. Yuebno-memoouyeckoe nocobue no oucyuniune «/[enoeou uHoCmpanHblil
A3bIKY O CMYOeHmo8, O00VYaloWuxcsi No  HANpAagieHusmM Hnoo020MmOGKU
«IOpucnpyoenyusy, « DKOHOMUKAY, «Ilpuxnaonasn ungopmamura»/
IIposomoposa FO.B. — Tambos, 2022 2. — 24 c.

Imo yuebHo-memoouueckoe nocobue, paccuumanHoe Ha 6a3086blii YPOBEHb
U3YYeHUs AHSIULUCKOU 0el0801U OOKYMeHmayuu, peKoMeHO08AHO OJisl CIYOEeHMO8
2 Kypca no oucyuniume «/{eno8oil UHOCMPAHHBLUL SA3bIK», 00VHAIOWUXCS NO
Hanpagnenusam noocomosxku «FOpucnpyoenyusy, «konomuxay, «llpuxkiaouas
ungopmamuray.

Llenv Oannoco nocodbus - 03HAKOMUMb CMYOEHMO8 C 0COOEHHOCMAMU
MENCKYIbMYPHOU KOMMYHUKAYUU U UZTIONCUMb HEKOMOopble NpaKmuyecKue
pexomMeHOayuu no 8e0eHut0 0el1080U NepenucKku U 0OWeHU ¢ 3apyoedcHbIMU
napmuepamu. B 3py unopmayuonnvix mexwonocuu 0enoeas Nnepenucka
npuobpemaem yugposot hopmam. Ce200HsA INEKMPOHHASL NOUMA ABIAEMC
HEOMbeMIeMbIM CHOCOOOM — KOMMYHUKAyuu. 3HAHUE OCHOBHBIX HNPAGUIL
Hanucamusi u O@OpPMIEHUS IIEeKMPOHHbIX NUCEM HA AHSIUUCKOM A3bIKE
ABNAECMCA BAINCHLIM ACNEKMOM MENCKYIbMYPHOU KOMMYHUKAYUU 8 0eN080l
npogheccuonanvbHoll cpeoe.

Jna cmyoenmog Poccuticko2o HO8020 yHUsepcumema

© FO.B. IIposomoposa, 2022
© AHO BO «PocHOY», 2022
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BBenenue

B Hacrosmiee BpeMs aHIIMUCKUNA S3bIK MMEET CTAaTyC SI3bIKa MEKIYHApOIAHOTO
oOmenusi. Jlroau pa3HbIX HAIMOHAIBHOCTEH MONB3YIOTCS UM C LEIBI0 OCYIIECTBICHUS
MEXKYJIbTYPHOI KOMMYHUKAUU. AHIIIMHCKUM A3BIK IIUPOKO MCIIONB3YETCs B MEPENUCKE C
JPY3bsIMH, KOJUIETaMH, 3apyOeKHBIMU JCIIOBBIMU MTAPTHEPAMHU.

B Bek coBpeMeHHBIX HMH()OPMAIMOHHBIX TEXHOJOTHH OOIIEHHE MMOCPEICTBOM IHUCEM
npuoOperaer uudposoir ¢opmar. Takue QOpMBI BIEKTPOHHON KOMMYHHKAIMH, Kak
9JIEKTPOHHAs MOYTa, YaThl, (POPYMBI, MECCEHKEPhl BBITECHWIH TPAAUIMOHHYIO OYMa)KHYIO
HEePEnucKy. DTO OOBSICHSIETCS MPEXKAE BCETO TEM, YTO SJICKTPOHHAS MTEPETIHUCKA SABISETCS CAMbIM
OBICTPBIM, SKOHOMUYHBIM M YAOOHBIM BUIOM ITEPEIIHCKH, HE3aBUCHMO OT PACCTOSIHUI M CTPaH.

CeromHsi 3NIeKTPOHHAS TIOYTA SBJISAETCS HEOTHEMIIEMBIM CIIOCOOOM KOMMYyHUKanuu. He
CTOUT OTPHULIATH €€ aKTyaJlbHOCTh M HEOOXOAMMOCTh 3HAaHUS OCHOB HAIMCAHUE AJIEKTPOHHBIX
nuceM. ODJeKTpoHHoe mucbMo (e-mail, cokp. oT auri. electronic mail) — TexHonorus u
NPEJOCTABIIIEMBIE €0 YCIyTH IO TEPECHUIKE U IOJYYEHHUIO 3JIEKTPOHHBIX COOOIIEHUH 10
r7100aTbHOM KOMIIBIOTEPHOU CETH.

lenp nmanHOrO Yy4eOHOTO TIOCOOMSI - O3HAKOMHUTH CTYACHTOB HaIpaBlICHUMN

«OkoHoMmuka», «llpuknagnas wuHbopMaTuka»y u «tOpHCHpyIeHIUS» C OCOOCHHOCTSIMU
MEXKYJIbTYPHOH KOMMYHHKAITMH U W3JIO)KUTh HEKOTOPBIC MPAKTHUYSCKHE PEKOMEHIAINU TI0
HAITMCAHWIO 3JIEKTPOHHBIX MTHUCEM.

B mocobum mnpuBOAMTCA OMHMCAHHWE PA3NUYHBIX CTHIEH ODIEKTPOHHBIX IHCEM,
U3NIaraeTcs UX CTPYKTypa HAMHUCaHWs HA AHTIUHCKOM SI3bIKE, NAIOTCA PEKOMEHAAlUU U
BEIpQXKCHHS, HEOOXOTUMBIC I THCHbMEHHOTO OOIICHHWS Ha WHOCTPAHHOM, a TaKke
IpeIaraloTcsi 00pasIpl MUceM, 3aIaHus Ha 3aKPEIUICHHE U COBEPIICHCTBOBAHUE SI3BIKOBOMH,
KOMMYHHKATHBHOM U COLIMOKYJIBTYPHON KOMITIETEHIIUI B TaHHOM 00JIacTH.

Martepuan mone3eH s TOATOTOBKM CTYIEHTOB K MPAKTUYECKUM 3aHATHSM TIO0

AHIIMMCKOMY SI3BIKY.



1. CTnim 3J1eKTPOHHBIX NMHCEM, X CTPYKTYPA M OTJIMYHSA

9J'I€KTp0HHa$I mo4yra - CaMo¢€ IOIIYJIAPpHOE CPCACTBO O6H.[€HI/IH B COBpEMCHHOM MHPCE. Mun1
nUmeM 1nmucbMa U OTBC4YacCM Ha HUX ITOYTHU Ka)I(,HBIﬁ JACHb, U MHOI'AAa IPUXOAUTCS COCTABIIATL UX
HE TOJIBKO Ha PyCCKOM, a TaKXKC Ha AHTJIMHACKOM SI3BIKE.

CymiecTBYIOT ~CIHEAyIONIUME CTWIM HAMHCAHUS THCEM Ha  aHTJIHICKOM S3BIKE:
dopmanbublii (formal), u HedhopmanpHbIi (informal).

OOPMAJIBHBIE EMAIL HE®OPMAJIBHBIE EMAIL
® [HCHMO KJIHMEHTY, KOJUIEre Uu ® IHUCHMO IpyTY, 3HaKOMOMY,
JIeI0OBOMY TIapTHEpY; MPUATEINIO, KOJIJIETE;
® HCHMO-OTKJIMK Ha BaKaHCHIO; ® THUCHMO YIIeHaM CeMbH,
® [HCHMO C 3alPOCOM HH(POPMALIUU POJCTBEHHUKAM.

WK IIMCbMO-Ka100a B
TEXIOAJCPKKY, OHJIAH-Mara3uH H T.
1.

e KOpHopaTHBHAs MEPEIUCKA.

Briiensirot Taxke mosrypopMaibHBIN I HEUTpanbHbIHA (semi-formal or neutral) cTuis,
HO TI0 CBOEMYy XapakTtepy OH Ommke K QopmambHomMy. CTHUIb MNHCbMa 3aBUCHUT OT
azpecaTa/moyJaTes.

OcHogHble cocmasnauue nucoma:

. Subject (Tema mmcbMa) — OMKHA OBITH KOPOTKOW, MPOCTOH, MaKCHMAaJIbHO
OTpa’karollel CyTh MHChbMa.

Pa3zmemienue- crnenunanbHas crpoka cBepxy. KommuecTtBo cimoB 5-7 cinoB.-Hamuuue
3all0JIHEHHON TEeMbI NMHChMa — D3JIEMEHTApHOE IPABHJIO XOPOILIET0 TOHA, 3aJOor ycrlexa B
JIeJI0BOM mepernucke (OoJblie MIaHCOB ObITh MPOYUTAHHBIM, a HE 3a0pOIIEHHBIM B KOP3HUHY).
Yetko o603HaueHHas Tema (Meeting on the 16 March at 10 a.m, Birthday Invitation on 12 of
February, Custom declaration, Thanks for your present) uagopmupyert anpecara, o yem HOoWJIeT
pedb B MHCbME, BAXKHOE, CPOYHOE, aKTyalTbHOE OHO WJIM HET U T. .

. Body (Teno mucbma) — B JaHHOM paszziesie HEOOXOJIMMO HamucaTh OCHOBHOE
COJIepKaHus IHChMa.

. Attachment (BiokeHHE€) — €CJIM TIOMUMO TEKCTOBOTO COJEP>KaHUsSI HEOOXOIUMO
HNPUKPENHUTh N300paKEeHUs, TOKYMEHTBI, I0TOBOP

. CC —a10 konus muchbma. Ecii Bam HE0OX0TMMO OTIPABUTH MMCHMO HECKOJIBKHM
ajipecaram, TO yKa)XUTE 3JIEKTPOHHBIE a/ipeca B JaHHOU CTPOKe.

OcHogHule snemenmol email:

. O6pamienue/IIpuBeTcTBUE — BKIIOYAET UMsI MOJy4aTesis, €CIM OHO HM3BECTHO.
Hanpuwmep, “Hello John” — “Ilpuser [xon” mmm “Good day Mr. Smith” — “JloOpblii neHb,
muctep CMut”

. Berynnenne — ecnau BBl NMIIETE IMHCBMO HE3HAKOMOMY YEJIOBEKY, TO
npencraBbTech. Hanpumep, “My name is Julia, | am working as a web designer at ABC
Company” — “Mens 30ByT Jlxymnus, s pabortato BeO-au3aiinepom B ABC Company”.

. Llens cooOmieHnss — OCHOBHAs 4acTh MHCHbMa, B KOTOPOH HEOOXOAMMO yKa3aTh
OCHOBHOE COJIep’KaHHe U 11e]b MHChMa.

. [TonpoOHOCTH —MHpOpMAIMA, HAa KOTOPYIO IOJydyaTellb JOJKEH OOpaTUTh
BHHMMAaHHC.

. 3aBepiieHue nucbMa - 0a30Bast BeKIMBas (Gppasza, JaHHBIC U KOHTAKTHI, HOJIHNCH.
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[Ton un¢poii 1 mokazaH 3aroyI0BOK, BKIOYAIOLINI aJpecaTra U TEMy MUCbMa, o1 Hu(poit 2
MOKAa3aHo TeJO MUChMa, o] HH(pPOi 3— OJIOK TTOIMHUCH.

S T

| a Dear Sir/ Madam

Please would you send me details of your quad sound systems, advertised in the
April edition of 'Sound Monthly'?

I am particularly interested in the Omega range.
I look forward to hearing from you.

€) Beatrix Kaasen (Ms)
Bredgade 51
DK 1260
Copenhagen K
Tel / Fax: (+45) 741583
Email: kaasenb@mtertel net.dk

OueHb Ba)XHO XOPOIIO MOHUMATh pa3rpaHuyeHue (HOopMaTbHOrO W He(POpPManTbHOTO CTHII,
9TOOBI TPABWIBHO MPUMEHATh AHTJIMACKUA B HYXHBIH MOMEHT. PaccMOTpMM OCHOBHBIC
OTJIMYUTENbHBIE OCOOEHHOCTH (POPMAILHOTO U HE(HOPMAIBHOTO CTHIIEH B aHTJIMHCKOM:

® JIEKCHKa
rpaMMaTHKa, UCI0JIb30BaHHE aKTUBHOTO U MTACCUBHOT'O 3aJ10Ta
UCIOJIb30BaHUE (PPa30BBIX ITIAr0JIOB
UCIOJIb30BaHUE Aa0JI0OHOB PeyH, KIIUIIIe
yHoTpeOeHNe COKpaIIeHHbBIX (opM
corJIacoBaHUeE Uaei

Otnnuus popMasibHON U HEPOPMaTbHOM JIEKCUKU:

I'naroasi (Verbs)

Informal Formal Translation
ask for enquire MIPOCHUTH,
3ampalimuBaTh



bring out
check

deal with

find out

fix

get

get in touch with

give

go down
goup
have

leave out

let

need
ring up
say sorry
seem

set up
show

tell

cause
verify

handle

discover
repair
receive
contact

provide

decrease
increase
possess

omit

permit
require

call
apologize
appear
establish
demonstrate

inform

OBITH IPUYNHOMN
IPOBEPSITH

HMETH JIEJIO C
yeM-JIn00

BBISICHATD
PEMOHTUPOBATH
IIOJIy4yaTh
CBA3BIBATBHCS

1aBaTh,
o0ecrieunBaTh

YMCHBIIATLCA
YBCINYUBATLCA
HUMETH

OCTaBJIATH,
YIIyCKaTh

pasperars
HYKJIaThCsl
3BOHUTH
U3BUHSITHCS
Ka3aTbCs
YCTaHABIIMBATh
IIOKa3bIBaTh

UH(OPMHUPOBATH



CymectBuresibHbIe (Nouns)

Informal Formal Translation
boss employer HavaIbHUK
chance opportunity BO3MOKHOCTh
help assistance MTOMOIITh

job occupation pabora
money funds cpencTBa

old people senior citizens MTOYKHITBIE JTFOTH
place location MECTO

quarrel debate crop

way manner croco0
workmate colleague KoJutera

Jlaxxe coro3pl (QOopMaJIbHOIO M HEPOPMAIBHOTO CTUJIS HMMEIT CBOM OTauuus. B
He(opMaIbHOM OOIIEHUH Mbl HUCHOJIb3yeM MpPHUBBIYHBIA HaOOp (pa3 M BbIpaXKEHHH, 4YTOObI
00BEIMHUTD CBOU HJIeU. BOTBITMHCTBO U3 HUX KOpOTKuUe: and, but, also, because. Coro3b1, KOTOpBIE
YIOTPEOIIAIOTCS B GOPMATIBHOM PETUCTPE, Kak MPaBWIIO, JIIMHHBIE clioBa WK (pa3el. Paccmorpum
TaOJUILy ¥ CPAaBHUM HEKOTOPBIE M3 HUX:

Informal Formal Translation
about regarding IIpo, o
concerning
and as well as TaKxe
because as a result B pe3yJibTaTe
due to (the fact that) n3-3a
since 0 IPUYHHE
but while HO
whereas OJTHAKO
also additionally B JIOTIOJIHEHUE



in addition

SO therefore
thus

or alternatively
instead
otherwise

but however

if provided that
in case
unless

what's more moreover

TaKXC

TakuM o0pazom

U1
B IIPOTUBHOM CJIy4ac
BMCCTO

OJJHaKoO

IIPH YCIJIOBUH, YTO
B Clly4ae
€CITU He

0oJsee Toro

2. ®opMaJIbHBIN CTUJIb JJIEKTPOHHOI0 MUCHMA

Kak Hauath mepemnucky mo email Ha anrmuiickom? HadnHaTh MUCHMO HAJO C OOpamieHHs K

ajpecary.

Mecrto O6paH_IeHI/I$I (Ha‘-IaJ'ILHaH (ppa3a)_B MMUCBMC - TICpBas CTPOKa U OTACIISACTCA SaHHTOﬁ, a TCKCT

IMMOCJIC HET'O IMUIICTCA YIKE C HOBOM CTPOKH.

Ob6pamienue

Dear Mr. Smith

Dear Ms. Smith

Dear Sir or Madam,

To whom it may concern,

Ilepsoe npeonoscenue 6 email-coobwenusx

KommenTapuii

OoparieHre K KOHKPETHOMY
MY>KUHHE.

YHuBepcalibHOe 00paleHne Kak K
3aMy’KHEH, TaK U K He3aMy KHEHN
Jame.

Ynorpebmsiercs, Koraa Bbl HE
3HaeTe, KTo Oy/IeT OTBeUaTh Ha
BaIlle MUCHMO.

OOBIYHO UCTIOB3YETCS B JIEIIOBOM
MepenucKe, KOraa Bbl MUILIETE Ha
KOPIOpaTUBHYIO I10YTY U HE 3HAETE,
KTO U3 COTPYJIHUKOB OyJeT
OTBEUaTh Ha BallE MHCHMO.

Ecnu BBI siBNIsIeTECHh MHUIIMATOPOM MHUCHMA, TO CHAaYala MOKHO MPEACTABUTHCS, IPU yCIOBHUH,
4TO BBI HE 3HaKOMBI (My name is Ivan Petrov), a 3atem cooOmuTh 11enb Bariero e-mail:



®pasa

I am writing in connection with...

I am writing to enquire about

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

dates) .

I am writing in reference to

With reference to our telephone conversation on Friday, I
would like to let you know that... (your article has been

selected for publication.).

I would like to clarify

I kindly ask you to

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

connection with/ get more details about/ explain

ITepeBon
S nuiry B CBsI3U C ...

S nuiy, 9TOOBI Y3HATH O ...

51 uHTepecyroch ... U xoTena Obl
3HATb...

! MMHUITY OTHOCUTCIIBHO

Yro KacaeTcs HaIIIero
TeneOHHOTO pasroBopa B
NATHUIYY, s OBl XOTela JaTh BaM
3HATH, YTO ...

51 Ob1 XOTEN NPOSACHUTS. ..
51 mo6e3Ho nporry Bac

S numy Bam, 4TOOBI y3HaTh Of
M3BUHHUTHCA 33/ B CBS3M C/ y3HATh
neranu o/

Ecnu BeI oTBeuaeTe Ha IMOJIYUYCHHOC IMUCbMO, TO COO6HI€HI/I€ MOXXHO Ha4daThb Tak:

®pasa

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

I regret to inform you...
I would like to thank you...
Thank you for your message —

Thank you for your e-mail of

I am writing with regard to

In compliance with your request...
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ITepeBon

S numry, 4ytoObl cooOumTs Bam /
cupocuth Bac / mnoOnaronaputhb
Bac...

MgHe xanp cooomars Bawm...

A 661 XoTen nobnarogapuTh Bac...
Cmacu0o 3a Baiie cooOmienue

Crnacubo 3a Bame SJICKTPOHHOE
MACHMO OT (Z1aTa)...

S nunry BaM B CBSI3H C

BrimonHsis Bamry mpoce0y



Further to our conversation/ telephone talk...

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

B TpOJOJDKEHUE Hamied Oecenpl/
TeneOHHOTO pa3roBopa. ..

Cnacu6o 3a mucemo (ot 11 utrons)
C BOIIPOCOM O ...

B ocHOBHOI1 yacTu nurcbMa MOYKHO OTBETUTH Ha 3aJJaHHbIE paHEe BOIPOCHI, pacCKa3aTh
BakHbIE (paKThl (HOBOCTH, COOBITHS ), 33/1aTh BOIIPOCHI COOECETHUKY WU MOMPOCUTDH JaTh COBET.
He cymectByer enunoil ¢opMyIibl i OCHOBHOM 4acTH, TOTOMY YTO €€ COJIep’KaHue LETHKOM

3aBUCHUT OT 0OCTOSTEILCTB.

Ecnu B nucbMe ecTh HadanbHas (pasza, To Oyaer u 3akimodynTenbHas. OHa MUIIETCS C
HOBOH CTPOYKH B KOHIIE TUChMA, U MOCJIE HEE BCETAA CTOUT 3arlsTasl.

®paza
Yours sincerely/faithfully/truly,
Regards,

Sincerely yours,

With best wishes,

With many thanks and best wishes,

Kind/Best regards,

ITepeBon

C yBaxeHueM,
C yBaxxeHuew,
Hckpenne Bam,

C HaunyymMMH TOXENaHUsAMHU, (4yTh
MeHee (popmanbHOE)

C OnaroJapHOCTBI0O W HAWITYYIIUMH
MOXETaHUSIMH, (49yTh MeHee
dopmanbpHOE)

C HawlydmMMM  TOXKENIaHUAMH, /
CepneuHslii IpUBeT,

[Tocne 3akmrountensHOM ¢pa3bl B (HOpPMATBEHOM JIIEKTPOHHOM MHCbME Ha aHTIUICKOM HAA0
HamucaTh cBou UM U pamunuto. Eciu Bbl mumiere ot 1uia KOMIAaHUN CBOEMY KOHTPAreHTy, YKaKUTe
CBOIO JIOJDKHOCTh M Ha3zBaHWe mpeanpustus. Eciy ke Bbl MUIIETE NUCHhMO KOJUJIET€, MOXHO HeE
yKa3bIBaTh 3TH JaHHBIE U OCTABUTH B MOJIMICH TOJBKO UM U (haMILIUIO.

Attachment (BokeHHUE) - BaXKHBIN 3JIEMEHT AJIEKTPOHHOTO MHChbMa, OCOOCHHO O(PUITMATBEHOTO.
O0s13aTeNbHO HY>KHO COOOIIUTD MOJIyYaTENIO apecary / 0 MPUKPETNIEHHOM JOKYMEHTE.

MO’KHO HCTIONB30BaTh cleayone Gppassr:

®paza

Please find attached... (my CV and cover letter).

I am attaching... (the document you requested).

I am sending you... (the photo from our vacation).
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ITepeBon

[Toxanyiicta, mocMoTpu(-te)... (Moe CV
U COMPOBOJUTENLHOE IMHUCHEMO).

S npunarato... (JJOKyMEHT, KOTOPBII
Tb1/BbI ipocu(-n)).

A Beichmato Tebe/Bam... (poro u3
HAIIIETO OTITYCKa).



Please see... (the file attached).

[Toxanyiicra, OCMOTpHU(-TE)...
(mputoKeHHBIN (ait).

3. HeopmasibHbIii CTHJIb 3JIEKTPOHHOTO MUCbMA

Hpom;ume BEIHCTIUBOCHID U HAYUHUME REPENUCKY C 8EHCTIUB020 06pau¢enuﬂ:

Ob6pamenue

Hello / Hi / Hi there / Hello again John,

Greetings / Good morning / Good afternoon John,

Dear John,

KommenTtapuii

HedopmansHoe napyxeckoe
IPUBETCTBHE.

[TpuBeTCTBHSI, KOTOPHIC 3ByUYaT Yy Th
dbopmanbree Hello mim Hi.

B 3TOM NpUBETCTBUM NPUCYTCTBYET
OTTEHOK (hOpMaIbHOCTH

B nepeom a63aue 00s13aTeJIbHO CJIeayeT HO6J'IaFO,Z[apI/ITL CBOCTO ITOJIydareJs 3a €ro nmucbMo U

0013aTeNIHLHO YOOMAHYTH O NPCABIAYIINX KOHTAKTAaX:

®pasa

Many thanks for your recent letter (e-mail).

It was nice to hear from you recently.

How are things?

I was glad to get your letter.

Lovely to hear from you!

ITepeBon

Bompmioe  cmacubo  3a  TBOE
HEOABHEE TTUCHMO.

bbuto mpusTHO ycnblmate o Tebe
HEZABHO.

Kak xn3up?

51 Obu1 OUEHb pajsl MOJYyUUTh TBOE
IIACBMO.

S1 OB OYEHB PaJ] MOIYYUTh TBOE
IIUCBMO.

Bo emopom a63aue JOJDKHBI JaHbl HOJIHBIC OTBCTHI HA BCC 3a/laHHBIC BOIIPOCHI. Hauartsp

OCHOBHYIO YaCTb MOKHO CO CJIOB:

®paza

In your letter you ask me about...

12

[TepeBon

B cBo€M nucpMe ThI ClIpalinBacib
MEHs 0



In your letter you asked me several questions.

Now it's time to answer your questions about

Now, let me tell you my news.

I am writing to ask for your advice.

Give me your advice about...

I am writing congratulate you ...
I am writing to invite you to...
Have you made any plans for...
Last time we were discussing...
CioBa-CBA3KHU

firstly, secondly, thirdly

for that reason

as

because

nevertheless

also

by the way

however

although

for instance

in addition

the alternative is

in other words

on the other hand

moreover

in fact

SO

well

of course
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B cB0oéM mmucerMe TBI 3a4aJ1 MHE
HECKOJILKO BOITPOCOB.

Tenepb HacTaJlo BpEMs OTBCTUTH HaA
TBOH BOIIPOCHI O...

Teneps, N03BOJIbL MHE paccKa3arh O
CBOMX HOBOCTSIX.

A nunry, 9TOOBI MONIPOCHUTH Y TEOS
COBeETAa.

Jlaii MHE COBET 110 MTOBOJY...
S nuiry mo3paBUTh TEOS C. ..

S1 xoren OBl MPUTIIACUTH TEOS. . .

V 1e0s ecTh Kakue-1100 IUIaHbI Ha. .. 7

B mocneanuii pa3 Mbl 00CyXaaH. . .

Bo-niepBbIxX (BTOPBIX, TPETHUX)
10 ATON IPUYUHE

TaK Kak

MOTOMY 4TO

TEM HE MEHEee

a TaKxe

KCTaTH

OJTHAKO

XOTsI

HarpuMmep

KpOMe TOTO

albTEpHATHUBA B TOM, UTO...
JIPYTUMU CJIOBaMHU

C JIpyroil CTOPOHBI

6osee TOro

Ha caMOM JIelie

TaKk

TaK BOT, HY

KOHCYHO



surely
especially
generally

in conclusion

TOYHO, HEITPEMEHHO
0CO0OEHHO
BOOOIIIE

B 3aKJIFOYCHHC

B nocneonem ab3aye cnenyer OOBSICHHUTH, MOYEMY BBl 3aKaHYMBAETE HUCHMO U
00513aTeNIbHO YIIOMSHYTh O HaJIeK/ 1€ Ha JaJIbHEUIINE KOHTAKTBHI.

®paza

That's all for now.
That's all I have to tell you.
Now it's time to finish my letter.

Keep in touch.
Go write back as soon as possible.

Take care and keep in touch!

[TepeBon

Bor u Bcé
Bort u BCE, uTo 51 MOTy Tebe pacckazarhb
A Tenepb Mmopa 3aKaH4YMBaTh MUCHMO

Jlep>xu co MHO# CBsI3b / HE mponagai
Hanumm kak MOXHO ckopee.

beperu ceb6s u 6y1p Ha cBsi3u!

B KOHYEe nucoma Ha OTJIEILHOM CTPOKC YKa3bIBACTCs 3aBCPHIAOIIAA q)pa3a—1<nmue:

®paza

Love
Best wishes
All the best

Yours

ITepeBon

JIr00:1r0
C HaWTY4IIMMU TTOKETaHUSIMHU
Bcero camoro myuiero

TBoit

Ilocne 3aBepma10meITI (I)pa3bl BCErjga CTaBHUTCA 3amgTas! Ha C.TICJIYIOIJ_Ieﬁ CTPOYKCE ITOCJIC

HEC YKa3bIBACTCA UM aBTOpa 0e3 TOUKH B KOHIIC.
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4. O0pa3ubl JIEKTPOHHBIX MHUCEM HA AHTJINICKOM SI3bIKE

OBPA3I bl ®OPMAJIBHOI'O IIMCBbMA:

AZpec 3nNeKTPOHHOI NOYTL! NONYYaTENA

Subject: Meeting on the 26th March at 11 a.m.

Dear Mr. Smith,

| am writing to inform you that we are holding a meeting next month. Could

you please let me know if you can attend the meeting on the 26" March at 11
a.m.?

Yours sincerely,

Michael Jenkins

AJpec 2JIEKTPOHHON TOYTHI MOJTy4daTest

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

AJpec 2JIeKTPOHHON OYTHI MOJTydaTest

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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Mew Message — W X

To ad@myefe.ru
From Cc Bcc
Subject Regarding Post

Dear Site Oswner,

My name is Jane Brown and I am a Blogger Outreach
Expert. I have an idea for a new post. I think it would be
interesting and informative for your readers. I would be
more than happy to write for your website Myefe.com.
If vou have any questions, please let me know. I look
forward to hearing from you.

Warm Regards,
Jane Brown

S
o
Y
L]
6
©®
ml

New Message VAR
To
From " ad@myefe.ru Ce Bee

subject Regarding Post

Dear Ms.Brown,

My name is Lana. I am writing in reply to your letter
regarding guest blog post for myefe.com. It would be
interesting for us but we have no blog on myefe.com. If you
are interested in writing your article for myefe.ru, please let
me know.

Kindest Regards,
Lana Golubenko
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m
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OBPA3IbI HEOOPMAJIBHOI'O IUCBMA:

A,qpec SHGKTPOHHOﬁ noYyThi Nony4yaTena

Subject: Thanks for your present!

Hi there Jim,

Thank you for the wonderful present! I'm happy to be the owner of a new tent!
I'm looking forward to going hiking with my friends. Come in summer and join
us.

See you soon,

Michael

Az[pec 3J'IeKTp0HH01>i ITOYTHI TOJYYATCIIA

Subject: Thanks for your invitation!

Hi Mike,

I am really glad to hear from you! Thank you for the invitation to your birthday party. [ am
really looking forward to the celebration and will be glad to see you soon!

Cheers,

Tom
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ferR Ex R 0 2 &

Previous Next Reply Reply All Forward Delete Attachments Print

From: Maria ( maria@terra.es )
To: Alice (alice@hotmail.com )
€C:

Subject: My family

Hi Alice,
How are you? | hope you’re well. Thanks for your last e-mail. This time I'm writing to
tell you about my family.

My mother’s name is Amparo and my father’s name is Juan. My mother is 45 years old
and my father is 55. My mother is a doctor and my father is a dancer. | love them both
very much.

| have a horrible little brother and no sisters. His name is Fernando. He goes to the
same school as me. He is 8 years old. He loves playing football, video games and
annoying me! | like playing basketball and going out with my friends. | don’t like school
because my teacher is always angry.

We have one dog called Bobbi. He is always happy.

Well, that’s all for now. | hope to hear from you soon.

Love,
Maria xxxxxx

Home | My MSN | Hotmail Web Search Shopping | Money People & Chat Carview

msn>

msn.co.uk

0tn;::‘" InboxJ »_.‘.‘:T;'Compose Options Help

friend1 @hotm ail.com

To: |mark@englishstudentlife.com Quick Address List

G- I To use the Quick
o Address List,
o populate your
Bec I Contacts!

Subject : [Trip to London
Attachments : Add/Edit Attachments

|Too|s _VJ V' Copy Message ta Sent Folder Send l Save Draft | Cancel I

Hark _:_l

I hope you are well. I've been watching Wimbledon on television to
improve my English. Is it still raining in England? ;)

I'll be flying to Heathrow on 1st July. I will stay in a hostel for the
first week and look for sownme accomuodation. After that I will go to a
language school for 6 months. I'm really looking forward to seeing you!

Regards,
Friendl

4] | _>_|'vJ
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5. IIpakT4yeckue 3aaHus

I[OHO.HHI/ITCJIBHLIG PEKOMCHJAIINH

1. He 3a0wiBaiiTe mpo (opmaTupoBaHue TeKcTa. JlemaliTe OTCTYIbI, BBIJCICHHE
YKUPHBIM HJIM KYPCUBOM. DTO YJIYUIIUT BHEIIHUN BU U YUTAOETBHOCTH TEKCTA.

2. [TummTe KpaTko ¥ mTpoCTo.

3. TexcT momxkeH ObITH LENOCTHBIM. Takke He 3a0bIBaiiTe yuWUTHIBATH OCHOBHBIE
IpaBuJia MyHKTYallUU aHTJIHICKOTO S3bIKA.

4. [TepeunTaiiTe MUCHMO BCIYX MOCIE TOTO, KaK HAUCAIN €ro. Y OepuTe JTUIIIHUE
CJIOBa WJIM MTOBTOPEHHUS.

S. B nenoBoM 001eHNH BEXKIMBOCTh — 00sI3aTEIbHA.

3adanue 1. Onpedenume, K KaAKomy CMUNO HPUHAONEHCAM NPUBEOEHHble HUdNCe NUCLMA,
VKasicume omaudumenbHvle NPUIHAKU 3mux Cmuiell.

ITucemo 1.

Subject: New Offer on Office Furniture
Dear Mr. Anderson,

As your business associate, it gives me great pleasure in informing you about the new offer we are
giving on the Latest Office Furniture Series.

As our customer of many years, you can avail of this offer at a Special Discount of 25%. This offer is
only valid for special customers like you and not across the board.

It gives us great pleasure to inform you that this latest series has been designed by our team
keeping in mind comfort, style, and durability.

We request you to kindly order at the earliest, so that you can avail of the fabulous discount and also
get an additional special gift from us.

Thanking You,

Yours sincerely,
Bob Hunt

ITucemo 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

3aoanue 2. 3anonrnume np06€ﬂbl, Ucnoib3ys Cﬂedy;ou;ue cnoea u cioeocodemaHul.

1.am 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,

[ am writing .........ccceuveeee. tO YOUT .ooeevieeeienee in the Guardian for. .................... and
would like to apply.

As you can see from ..................... Curriculum Vitae 1 have a degree in Linguistics and |
have ten years experience as an Editor. ...................... I am looking for a new position as [
needamore ..................... job. I might not be abroad for the next week SO ..........c.c.... to

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

Lo, to hearing from you soon.

............... (signature)

Helen Carter

3aoanue 3. Ilpoumume snekmponnoe nucvmo. Conocmagome ungopmayuio Po3vl ¢ smumu
80NPOCAMU.

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,

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. [’'m 19.
I like music, cinema and sport. I watch football on TV with my family every Saturday.

Please write soon.

Best wishes

Rosa

My name’s Rosa. I’'m from Mexico, and I live in Monterrey. I’'m a receptionist at a hotel. I study
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3aoanue 4. Ilpouumatime o mpex omesx.

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

IIpoyumaii anekmponnoe nucomo Cunveu. O kakom omene ona nuuiem?

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. |
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
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3aoanue 5. Ilpouumatime s1exmpoHHOe NUCLMO

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

Hanuwume snexmponnoe nucomo ceoemy opyey no nepenucke. Hanuwume o mom, umo eam
Hpasumcs / He HpaBUMCA.

From:

To:

Subject: Healthy food

Hi ,

Thanks for your email.

I like

Idon't

What do you like? Do you like ?
Write soon.

Love,

3aoanue 6. Ilpasunbro cmpykmypupytime 91eKmpOHHOE RUCLMO.

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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