YyumMmcs nucaTthb
ocdbmumanbHoOe NUCbMO Ha
aHIMUUNCKOM A3blKe




3anomMHuTe

CTtaHgapTHbIM hopmaT odbuumanbHOro nucbma
npegycmaTpmBaeT HECKOSbKO BaXXHbIX MOMEHTOB B €ro
HanncaHum, TEM HE MEHeEe Haao cTapaTbCs, YTOObI
Bawle doopmMaribHOEe MMCbMO Ha aHITIMUCKOM DbIo Kak
MOXHO 6oriee NpoCTbIM, ACHbIM, TONbLKO MO AeNy U He
YCIOXHATb ero AfTMHHLIMWU NPEaNioOXXEeHUAMU, He
NCMNOJSIb30BaTb CIIMLLKOM Y3KO cneumMdUnyecKyro NIEKCUKY,
KOTOPYHO He BCe NOHUMAIOT, HEe BCTaBMNATbL CTapOMOAHbIE
BblpakeHus.

Takke Hago yuuTbiBaTh, popmaribHoOe NMCbMO Ha
aHIMUNCKOM He MOXXeT UCMOoMb30BaTh COKPALLEHHbIE
doopMbl, MANOMbI, Ppa3oBble rnarofbl, NOBENMUTENbHOE
HaKNoOHeHNe, SMOLMOHAarlbHbIE, CYyOBLEKTUBHbIE U
HedACHble cnosa: very, really, actually, totally, terrible,
nice, good 1 TOMYy NogobHbIE.



B opmnumansHOM nnucbme He OonyCTUMbI:

e COKpalieHua tTuna: I’'m, can’t, wouldn’t n Tomy
NoaoOHbIe

* NOWUOMBbI
* (ppasoBble rnarossbl

* MOBENUTENbHOE HAKIMOHEHUE
« BocknuuaTtenbHblE 3HaKM

cnosa Tuna: very, really, totally...
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Appeca B opuumanbHOM NUcbme

 CTaHpapTHOE aHrmumnckoe oduumarbHoe
NMMCbMO Ha4YMHaAEeTCsa C adpeca omrpasumerns
nucbma, KOTOpbIN NULLIETCA B NPaBOM BEPXHEM
yrny. TenedoHbl 1 agpeca 3NeKTPOHHOMU MOoYThI
OObLIYHO HE NULLYTCHA, HO 3TO BMOJSIHE
O0onycTUMO.

CrneBa 1 HWXKe nNuieTcs uMst

U adpec nony4vartens nucbma. Ecnn nma sam
HEen3BeCTHO, NCMNOMNb3ynTe NOOXoaALNN TUTYN,
HO nydlle Bcerga agpecoBaTb NMCbMO
KOHKpPETHOMY rnosiydaTtento.
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[laTa

* [loTom nuweTca gata. Ee gonyctmMo ctaBuTb
Kak nod adpecom omripasumersisi, makK u rnoo
adpecom rnostydamerssi. Popmartbl AaTbl B
nocriegHee BpemMa yxe ctanu boree
cBOOOAHbIE, HO YTOOLI HE NepenyTaTb YMCIO C
MecsaueM, MecsiL, Nyylle nponuncbiBaTb

cnosom: 1 March 2018, 1st March 2018
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[lpuBeTCcTBME

« [lanee naget npmusetcTBue (Salutation), kKoTopoe 3aBUCUT OT
TOro, 3HaeTe N NMA YenoBeKa, K KOTOPOMY obpallaeTecs.
Ecnun 3Haete, To nuwute: Dear Mr. Moore, Dear Mrs.
Thompson, Dear Miss Johnson

 OuyeHb BaXxHO: ncnonb3ynTe Bcerga obpawieHne Ms ons

XEHLLUHBLI, eCnn Bac cneuynanbHO HE NPOCUIIN NCNOSb30BaTh
Mrs, Miss

* HekoTtopble nuwyT 6e3 Tutyna: Dear Jane Empson, HO
aHrnnyaHe cuyMTaloT Takoe obpatlleHne rpyobiM. [loaTomy
nyJylie ucnonb3oBaTb TUTYN. Ecnu Bbl 3HaeTe, YTO YesioBekK,

=KOTOPOMY Bbl MULLETE, MMEET CrneLmnanbHbIn cTaTyc —

kasbiBauTe ero: Dear Dr. House

=
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[lpnBecTBME

« Ecnn BooOLLEe HEN3BECTHO HE TOMBKO UMS1, HO U MY>XYMHA UK
XeHLWKnHa 0yayT umtaTb 3TO NMCbMO, TO obpalleHne
cnepytouiee: Dear Sir/l Madam (Dear Sir or Madam).
OKkoH4aHMe nucbMa ByaeT 3aBUCETb OT TOro, Kak Bbl €ro
Ha4anu. Ecnun ykasbiBanocb M — 3Ha4YUT KOHLOBKa NMCbMa
oynet: «Yours sincerely,». Ecnu sir or madam — «Yours
faithfully,». Cpa3sy noa aTum BblpakeHMemM CTaBUTCS Balla

noanucb, NoAd HEW nevyaTaeTcs UmMa n damMunus.

[Tocne npmBeTCTBMA cenyac ctano obbl4YHbIM cpa3y ykasbiBaTb

MNOBOM HaNMCcaHMA 3TOro NMCbMa U AaXke BblAENATb €ro XXUPHbIM
LUPUATOM MNK NoAYEepPKMBAaTL, YTOOLI B criy4ae HagobHOCTH, He
BAaBadACb B YTEHME NogpobHOCTEN, YENMOBEK MOI NepeaaTthb ero

" bonee nogxoodwen kaHgmoartype
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CyTb NUcbMa

e CyTb NncbMa OMKHa BbITb N3MOXEHA YETKO, KOPOTKO,
TONbLKO No aeny. Tekct pasbunBaeTcs Ha naparpadobl.
UenoBek, KOTOPOMY Bbl NMuLLETE, MOXET ObITb 3aBarieH
NMCbMaMn, TaK YTO €CJIN OH MOSTyYUT TPU CTpaHULbI
MNSIOTHO MCNWUCAHHOMO TEKCTA, TO CKOpee BCero saile
MNCbMO 3aKOHYUT CBOK XXM3Hb B MYCOPHOU KOP3MHeE.
[TnCcbMO OOMKHO ObITb MPOYNTAHO 32 HECKONBLKO CEKYHA,
TaK YTO He UCMNOSIb3YUTE HUKAKOW NULLHEN

nHdopmauunmn, Tem 6onee Ton, KoTopasa NpuUNoXeHa K

NNUCbMY OTAENbHO
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[lpoBepbLTE CBOE (hopmManbHOE NUCbMO
Ha aHIMTUNCKOM

* QuyeHb TWATENLHO NPOBEPLTE rPaMMaTUKy U opdporpadouio,
OLLIMBOKM MOTyT NPOU3BECTU NIIOXO0E BrnevaTrieHme, a ecnu
Bbl 0bpallaeTech C LEnblo YCTPOUCTBa Ha paboTy, TO Balle
MNCbMO C OLIMBKaMM TOYHO MONETUT B KOP3UHY. Ecnn ecTb
BO3MOXHOCTb, JauTe ero eLe Komy-nmbo Ha NpoOBEPKY.
OcobeHHO XOpOoLOo NPOBEPLTE, Kak HanMcaHo UMs
nony4varens.

* CTunb NUcbMa OOMKEH ObITb BEXNMUBbLIM, YBAaXKUTENbHbIM,
aaxke ecnm a1o xanoba. OanH n3 cnocoboB 3TOro
0oOUTLCA, MCNOMb30BaTh BCrOMOraTernbHble
/ a rnarosnbl could, would, should, Ho He 3noynoTpebnsanTe,
Z=PaK KaK eCTb BEPOSITHOCTb TOr0, YTO NUCbMO nepenaeT B

‘ pa3psaa CrMKOM popMarnbHbIX U JaXe CTapOMOAHbIX.
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[TonesHble dppasbl U BblpaXeHUd

OS5 Hadana pasroBopa Bam OyayT nonesHbl cregyrowme
cTaHOapTHble (HO TEM HE MeHee BCerga aktyarbHble)

dpassbl:
« Thank you for your e-mail of ... — briazodapto Bac 3a
Bawe nucbmo...

| apologize for not getting in contact with you for a long
time... — 5 npuHowy ceou u3eUHeHUs, 4YMO mak 005120 He
ces3blearsicsi ¢ Bamu. ..

* With reference to your letter of 24th of August / your
article in the «<Economist»... — OmHocumensHo Bauwezo
nucema om 24 agaycma / Baweu cmambu 8 « QKOHOMUCM »

* Further to your letter / our meeting ... — Omeevas Ha
Bawe nucbmo... / B 0ononHeHue K Haweu ecmpeye. ..
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[TonesHble dppasbl U BblpaXeHUd

* KaXgoe NMUCbMO HY)XXHO Ha4yMHaTb C OOBbACHEHUS NPUYUNHBI,
noyemMy Bbl BOOOLLIE NMULLUTE 3TOMY YenoBeky. M ons
3TOro MOXETE BOCMONb30BaTbCS TAKUMU BblpaXXEHUSMM:

« | am writing to confirm / to enquire... — A nuwy,
umobkl nodmeepdums / y3Hamso ...
« | am writing to apologize for... — A nuwy, Yymobei

U3sUHUMMbCA 34....

B 60onbLUMHCTBE Criy4aeB 4enoBoe NMMCbMO MULLETCS C
npocb0O0oi, NMOO BaM HY)KHO COrMacuTbCs C YCNOBUAIMN,

nnn nepenartb MHPopMaLunio.
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CTtaHaoapTHble dopasbl

Could you, please.... — He moarnu 661 Bkbi. ..

| would be grateful if you...— 5 66111 661 6r1@200apeH,
ecsiu bbl Bebi...

| would be delighted / glad / pleased to... — 5 65151 661

pao...

e | am writing to let you know... — 4 nuwy, ymobsi
coobwumes o...

| am delighted to inform you... — 4 pad coobwums
Bam...

 We regret to tell you that... — K coxaneHruro, oomxeH

coobwumeb Bam, umo ...

Ecnu Bbl B NPUIOXEHMN MMCbMA BbICbINAETE Kaknue-To
dannbl, To coobLwnTL 06 3TOM agpecaTy MOXHO
cneayroLwmnm obpasom:

| / We enclosure... — 5/ Mbi npunazaem...

= [n the attachment you can find...— B npunoxeHuu
5 nucema Bbi Moxeme Haltimu..
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3aKkaH4yMBaTb NMMCbMO HeO6XO,EI,l/IMO CJ10BaMu

* «Yours faithfully» nnu «Your sincerely».
[Tlpnyem nepBbIN BAPUAHT MOXXHO
Mcnosb3oBaTthb, TOSTbKO eCnu Bbl obpallannck K
KOMY-TO HEN3BECTHOMY, @ BTOPOW COYETaeTCH C
nepcoHanbHbiMK obpalleHnamn. Hukorga, s
npoLly Bac, HMKOrga He Ucnonb3ynte gopasy
«Best wishes».

fppt.com



Obpa3zeLl odunumanbHOro NnMcbmMa Ha
AHIMMMMUCKOM SA3blKe
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Ve

Salutation

Dear Sirs if you are
writing to a
company or
organisation

Dear SirMadam  if you know the
position, but
not the name

Dear (name) if you know the

person’s name

Common titles

FAR EASTERN AIRWAYS COMPANY LIMITED

Regent House, 5th Floor,
12/16 Haymarket, London W1V 5BX
Administration: 020 7285 9981
Reservations: 020 7564 0930
1 Fax: 020 7285 9984

Mr Roberto Garcia

Universal Imports

28 Whitechapel Court

London E10 7NB

15 February 2006

——— Dear Mr Garcia

Re: Roxanna Garbey

Mr for men
Mrs for married women
Miss  for unmarried women
Ms for women, if you don’t
know or prefer not to
specify marital status
<
—~
Common abbreviations
Re. regarding
pp. (on behalf of) when you
sign the letter for
someone else
encs. documents are enclosed
with the letter
\&
(Endlngs
Yours sincerely if you know
the person’s
name
Yours faithfully if you do not
know the
person’s name
\&

Sign the letter, then print your
name and position under your
signature.

Roxanna Garbey has been accepted for a position as Passenger Service
Agent with Far Eastern Airways at Gatwick Airport.

In order for Roxanna to work at Gatwick, she must have a
special pass which would permit her to visit high security areas. She
has given your name as a reference.

I would appreciate it if you could complete the enclosed form
and return it to us as quickly as possible. She is due to start work with
us on 15 March, but can only do so after we receive your reference.

Thank you for your cooperation. I enclose a stamped addressed
envelope.

Yours sincerely

J. P. Dent
Personnel Manager




lone3Hble opasbl C NepeBOoaoM
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1. OGpaugerne

Dear Sirs, Dear Sir or Ivladam

(ecn:n EAani He MECEeCTHO VA a,qpeca’ra)

Dear IVIr, IVIirs, IVIiss or Ivlis

(eci Ban MSBEEeCTHO MIA afpecaTa; B TOMM Cifydae KorZga
BRI He SHaeTe CeMelHOe IIOIOMKeHMe JKeHNFEEI ClIeQyeT
ricaTte IVis, rpywbof onmbKo¥ ABRIAeTCA HMCIIOES O aHMe
dpazer “Ivirs or IWiss™)

Dear Frank,

(B obpanieHesi K SHAKOMONIY QUelloB Ky )

2. BeTyiute HHe , NMpe abLyiuee obuge e .

Thank ywvou for yyour e-mail of (date). ..

Criacxbo 3a Banre IMCcERMO OT (SIFICIIA)

Further to yvour last e-mail. ..

O TBewad Ha Ballle IHMCBLIO. ..

I apologise for not getting in contact with ywou before
now. ..

A mponry IDIpolIeH:A, WIOo A0 CHX IIOP He HAaIIFCAal
BAan. ..

Thank wvou for yvour letter of the 5th of WMarch.

Criacxbo 3a sanre rxcerio oT 5 WlapTa

WWiith reference to your letter of 23rd Mlarch

OTHOCHTENERHO Balllero Icekria oT 23 WlapTa

With reference to yyour adwvertisement in ““The Times™

OTHOCHTEIIEFHO Balllef perIaneI B | afmac

2. ¥ xasauHe JPpHYHH HATCHCAHHA JTHCHIIA

I am writing to enngquire about

A rrmiry Bart, ITobRI vSHATE. ..

I am writing to apologise for

A romiry 5ant, ITOBEI MSEMEITECA 34a. ..

I am writing to confirm

A romiry Bara, ITo BRI DOATEEPAFTE . . .

I am writing in connection with

A rxoiry 5arI 5 CEASH C ...

Ve would like to point out that. ..

VeI xoTers 651 06paTETE Eallle BEHIMIIANEE Ha ...

4.ITpocsba

Could vvou possibly. ..

He raormm BRI BRI ..

I would be gratefial if vou could ...

HA 61 BRI IIPHEHATEISH Ban, ecI BBI BRI ...

I would like to receive

H BRI XOTEeJI ITOITVTITE . ... ..

Please could you send me. ..

He raormms BRI BRI BREICIIATE DAHE. .

S. Corralire HHe € YCJI0OB HSDIH.

I would be delighted to ...

HA 6ruI Be1pax ...

I would be happw to

H B6eo1 BRI cHACTIOME . . .

I would be glad to

A 6ruI Ge1paz. ..

6. Cooburexie JLTOXIX HOBOCTEeH

Unfortunatels ...

K coxxanmerroo. ..

I am afraid that ...

EBoroce, oro. ..

I am sorry to inform yvou that

IvIzme T/oxeno coobngaTe Bant HO ...

WWe regret to inform yvou that. ..

K COZKANeI OO, MBI BRIV R IOCHEI COOSIJ.MI'b EAnI O...

7 . ITpximosseHHe X JHCHDIIY J0JI0JIHHTE b HBIX MATEPHAI0OE

WWe are pleased to enclose ...

IvIex c YTO0E OB CTEHMENI EFRJIAOEIEACIVI. . .

SAttached yvou will find ..

B mprEpermiesson dafuole BRI HAaMAeTe. ..

WWe enclose ...

IVIEI ITprOIaracra. . .

| Please find attached (for e-mails)

| B HaFimeTe IIpHMEP eITIeHHBIET hakor. ..




