JlesioBad 1eperrcka B
AHTJIMUCKOM f3bIKEe

O




CocraBJjieHHe JJI000Tr0 1eJI0BOr0o MUCHhMa HA aHIJINVCKOM A3bBIKE
IMOAYHUHSAETCA OOIIM IIPAaBUJIaAM:

Bech TekcT pasjesisercs Ha ab3albl 6e3 UCII0Ib30BaHNA KPACHON CTPOKHU.

B BEPXHEM JIEBOM YIJIYy ITNCbMA YKA3bIBAETCA IIOJTHOE UMA OTIIPABUTEJIA NJIN
Ha3BaHHWE€ KOMIIaHHUH C aAPECOM.

Jlasiee ykasbIBaeTCs UMsI a/[pecaTa U Ha3BaHWe KOMIIAHWU, KOTOPOU MTUChMO
IpeIHa3HadYeHo, a TaK:Ke ee azipec (C HOBOM CTPOKH).

JlaTa oTpaBJieHUs YKa3bIBAETCS TPEMS CTPOKAMU HUKE UJIN B BEDXHEM
IIPaBOM yTJIy ITMChMaA.

OCHOBHOM TEKCT JOJI>KEH ObITH IIOMEIIEH B IIEHTPaJIbHOIN YacTH IIHChMA.

I'71aBHAA MBICJIb TMCHMA MOXKET HAYMHATECSA C IPHMYHHEI obpamienus: "I am
writing to you to ..

OOBIYHO ITHCHMO 3aKaHYMBAETCHA BBICKA3bIBAHNEM 6JIaI‘OZ[apHOCTI/I ("Thank
you for your prompt help ") u mpuBeTcTBUEeM "Yours sincerely," eciim aBTOp
3HAET UMs ajipecaTa u "Yours fait fully', ecoim Her.

LIeTI)IpI)MH CTPOKaMHM HUXKE CTaBUTCA II0JIHOE NMA aBTOpPa U AO0JIZKHOCTD.
HO,Z[HI/ICB dBTOpPaA CTABUTCA MEXKAY IIDPUBETCTBUEM U KMEHEM.



1. O6paLieHune
Dear Sirs, Dear Sir or Madam

Dear Mr, Mrs, Miss or Ms

Dear Frank,

(ecnv Bam He U3BECTHO MMs agpecaTa)

(ecnu BamMm M3BECTHO UMS adpecaTa; B
TOM cry4yae Kora Bbl HE 3HaeTe
CEMEWNHOE MNONoXXeHUe XXeHLUHbI
cnenyet nucatb Ms, rpydoun oimbkomn
SIBNSIETCA ncnonb3oBaHue dpasbl “‘Mrs
or Miss”)

(B obpaLLeHnn K 3HaKoOMOMY YesTOBEKY)



2. BctynneHue, npeablayuiee obweHue.
Thank you for your e-mail of (date)... Cnacubo 3a BaLle NMCbMO OT (4ncna)
Further to your last e-mail... OTtBe4as Ha Balle NUCbMO...

| apologise for not getting in contact with A npowuy npoLueHns, 4To 4o cux nNop He
you before now... Hanucarn Bam...

Thank you for your letter of the 5th of Cnacubo 3a Balue n1cbMo oT 5 MapTa

March.
With reference to your letter of 23rd OTHOCUTENBbHO Bawlero nucbma ot 23
March MapTta

With reference to your advertisement in  OTHOCUTENbHO Ballen peknambl B
«The Times» Tanmc



3. YKka3zaHue npuyYuH HanMcaHusa Nucbma

| am writing to enquire about

| am writing to apologise for

| am writing to confirm

| am writing in connection with

We would like to point out that...

A nuwy Bam, 4YTOBbLI Y3HATD...
A nuwy Bam, 4TO6bI U3BUHUTLCS 3a...
A nuwy Bam, 4TO 6bI NOATBEPAUTD. ..
A nnwy Bam B cBA3U C ...

Mol xoTenu 6bl 06paTuTb Balle
BHMMaHME Ha .



4. Npocbba
Could you possibly...

| would be grateful if you could ...

| would like to receive
Please could you send me...

He mornu Obl Bbl. ..

A 6b1n 661 NpU3HaTeneH Bam, ecnu 6ol
Bbl ...

A Obl XoTEN NonyynTb......

He mornu 6bl Bbl BbICNAaTb MHE. ..



5. CornaweHune ¢ ycrnoBusimm.
| would be delighted to ...

| would be happy to

| would be glad to

6. CoobOLeHne NNoxXmx HOBOCTEN
Unfortunately ...

| am afraid that ...

| am sorry to inform you that

We regret to inform you that...

A 661N Obl pag ...
A 661N Obl cyacTnus...
A 661N Obl pag...

K coxxaneHuto...
Botoch, 4TO...

MHe Tsaxeno coobuwaTtb BaMm, HO ...

K coxaneHuto, Mbl BbIHY>XXOEHBbI
COOOLWNTb BaM O...



7. MpunoxeHue K NUCbMY AOMNONMHUTESIbHbIX MaTepuanos
We are pleased to enclose ... Mbl ¢ yOoBOnbCTBMEM BKNagbiBaeM. ..

Attached you will find .. B npukpenneHHom darine Bbl

Hangere...
We enclose ... Mol npunaraem...
Please find attached (for e-mails) Bbl HangeTe npukpenneHHbln aun...

8. BbicKa3biBaHUe OnarogapHOCTH 3a NPOABrieHHbIU UHTEpecC.
Thank you for your letter of Cnacunbo 3a Balle NMcbMo
Thank you for enquiring Cnacunbo 3a NposiBIEHHbLIN NHTEPEC...

We would like to thank you for your

Mol xoTenn Obl nobnarogapuTb Bac 3a...
letter of ...



9. NMepexopn K apyrou Teme.
We would also like to inform you ...

Regarding your question about ...

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

| also wonder if...

10. lononHuTernbHbIe BOMNPOCHI.
| am a little unsure about...

| do not fully understand what...
Could you possibly explain...

Mbl Tak ke xotenu 6bl cooOLWnTL BaMm
0...

OTHOCUTENbLHO BaLLero Borpoca o...
B oTtBeT Ha BaLl Bonpoc o...

MeHa Takke NHTepecyer...

A1 HeMHOro He yBEpPEH B ...
A He OO KoHUA NOHSAN...

He mornu Obl Bbl OObACHUTD. ..



11. MNepeaavya nupopmauun
I’'m writing to let you know that...
We are able to confirm to you...
| am delighted to tell you that...

We regret to inform you that...

12. MNpepnoxeHne cBoen NOMOLLMU
Would you like me to...?
If you wish, | would be happy to...

Let me know whether you would like me
to...

A nnwy, 4TobbI COOBLWNTL O ...
Mbl MOXXEeM NOATBEPANUTD ...
Mbl C yaoBONbLCTBME COOOLIAEM O ...

K coxaneHuto, Mbl BbIHY>KAEHbI
COOOLWNTb BaM O...

Mory nn a (cgenatb)...?
Ecnn xotute, 9 ¢ pagocTbio...

CoobLwute, ecrniv BamMm noHagooutcs
MOS MOMOLLb.



13. HanoMuHaHne 0 HaMe4YeHHOU BCTPe4ve U oXngaHme oTeBeTa

| look forward to ...
hearing from you soon
meeting you next Tuesday
seeing you next Thursday

14. NMoanuckb
Kind regards,
Yours faithfully,

Yours sincerely,

A ¢ HeTepneHuem xay,

Korga CMOory CHOBa ychnbilaTth Bac
BCTPEeYM C BaMu B crieayromin BTOpHUK
BCTpeyun ¢ Bamu B HetBepr

C yBaXXeHMEM...

NckpeHHe Baw (ecnn ums yenoBeka
Bam He n3BecTHO)

(ecnn ums Bam n3BecTHO)



DJIEKTPOHHAS II0YTa CTajIa OCHOBHOU (pOPMOU OOIIEeHU A
MEeKTy IPEACTABUTEAMU PA3JIUYHBIX OPTraHU3AINH 10
caMbIM pPa3HBIM BolipocaM. IlosTomy cieayeTr IOMHUTD,
YTO J€JIOBBIE MMUChMA I10 3JIEKTPOHHOU IIOYTE JIOJIKHBI
OBITH MAKCUMaJIbHO KOPOTKUMU U JJAKOHUYHBIMU, HE
coZieprKallye JUITHEN HHPOPMaIlH.

ITosie “Tema” mOJI3KHO OBITH 3aII0JTHEHO TaK, YTOOBI UETKO
oTpakaThb OCHOBHYIO HUJI€I0 IIHChMa.

IIpuBetrcrBue (Dear Sir/Madam) He 006s13aTeJILHO AJ1A
CTaHJAPTHOU IIEPEIMCKH, OJITHAKO B /IeJIOBBIX IIMChMaxX He
OyeT JTUIITHUM.



B niepBhIX c10Bax Haa0 cHOPMYJIHUPOBATH, B CBSA3U C
yeM BbI IIMIIIETE IIMChMO: BBl OTBeUaeTe, Ha3HayaeTe
BCTpeUy UM BbICKa3bIBaeTe CBOU COOOpaKeHUs B
cBA3U ¢ yeM-To. Hanmpumep: I am replying to your
letter dated 15 January 2007 wherein you asked for
information concerning our Spring courses on
Business Writing.

Eciiu B 3JIEGKTPOHHOM ITHCHhME Bbl HAUUHAETE CJIOBO C
3arJIaBHOM OyKBBI, 3TO O3HA4aeT, YTO Bbl XOTUTE
BBIZIEJIUTH €T0, KaK Han0oJiee BaKHYIO MbICJIb.



I11chbMO AOJI2KHO OBITH XOPOIIIO CTPYKTYPHUPOBAHO -
BCTYyILJIEHIIE, OCHOBHAsI 4acTh ((paKThl) 1 BHIBOI.

M crmosp30BaHMEe CTAHAAPTHBIX COKPAIlEHNH,
XapaKTEPHBIX JJId IOBCEJTHEBHOU IIEPEITNCKY, TAKHE
kak "IMHO” ( In My Honest Opinion) Tak:ke He
IIPUBETCTBYIOTCH.

OOpaTHbIi 3JIEKTPOHHBIN apec U UMs OTIIPaBUTEIS
JIydIlle HaIliCaTh B KOHIIE IMUChMa, HA CIy4Yal, eC/IU
I1ChbMO Oy/IeT BhIBEJIEHO Ha II€YaTh.



OCHOBHbBIE UCTOUHUKU:

® http://www.englishforbusiness.ru/materials/corresp
ondence/letter/

® http://www.englishforbusiness.ru/materials/corresp
ondence/basics/

® http://www.englishforbusiness.ru/materials/corresp

ondence/informal/
® https://habrahabr.ru/company/netologyru/blog/34
0358/

® http://www.study.ru/support/business/businessi 1.
html




