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Ypoxk Ne 27-28

Tema ypoky: «Business lettersy

Mera ypoky: OszHailomuTH 3100yBadiB OCBITM 3 TpaMaTMYHUM MaTepiajioM; BUBYUTH HOBY
JICKCUKY; y3araJlbHUTH 3HAHHS IPAMaTUYHOIO MaTepiamy.

Marepian ypoky:

1. O3nailomuTHCS Ta BUBYMTH CTPYKTYPY ALJIOBHX JIUCTIB.

dopmar AiJIOBUX JIUCTIB SBJISIE COOOIO MOCIIAOBHICTh TAKUX €JIEMEHTIB:

Name and Address of Recipient (im’s orpumyBaua i ajpeca).
Date (nara).

Reference (mocunanms).

Salutation (mpuBiTanHs).

Body (ronosHa yactuna).

Closing (miacymox).

Signature (miamuc).

Typist initials (iniianu BiAnpaBHUKA).

Enclosures (moxatkn).
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2. 3anucaTv Ta BUBYUTH CJIOBA, ()pa3u Ta NPABWIIA AJIs1 HANMCAHHSA AUIOBHX JIUCTIB.

BukopucroByiiTe npaBuwibHUi (popMaT i npuBiTaHHS.
[cHytoTh MeBHI cTaHAapTH JUist 0POPMIIEHHSI JUIOBUX JIUCTIB aHTJIHCHKOI0 MOBOIO, X04a
JesKi  BIIXMJICHHA €  NPUMHATHUMH  (HampUKIa, MDK ~ €BpONEHCHKUMH 1
MiBHIYHOAMEPUKAHCHKUMH J1IOBUMU JINCTAMHU ).
Bkpait HeoOXiJHO CTBOPUTH rapHe Mepllle BpaXKeHHS Ha CaMOMY MTOYaTKy BalllOro JIUCTA.
BukopucToByiite miaxosiie NpuBITaHHS.
[Ipyn HeoOXigHOCTI, SKIIO (OpMaIbHUNA JHMCT HE B €IEKTPOHHOMY BMIJIS/L, BKa3yWTe
ajipecy 1 Mpi3BHUIle a/ipecary y BEpXHbOMY NPaBOMY KyTi. | MOTIM modnHaiiTe nmucaTu TeKcr.
OO0O0B’s3K0BO TepeKoHaiTecs, 1O 1M’s 1 MpI3BUILE JIOAWHM HalMCaHl NPaBUIIBHO.
BukopucroByiite «Dear Sir/Madamy, SIKIII0 BU HE 3HA€TE KOMY aJpECYEThCS JIHCT .
Dear Sir/Madam — IllanoBuwuii mane (mamHi).
Dear Mr. Smith — IllanoBHui1 MicTepe CMIT.
Dear Ms. — [llanoBHa naHi.
Dear Jack Johnson — IllanoBHuuii JIxxek JI>KOHCOH.
Dear Customer — [llaHOBHMIT TIOKYTICTIB.
Gentlemen — ITaHose.
A ocp mpuKIaaAu BCTYNHUX (pa3 y AUIOBOMY JIMCTI ( 71 BUKOPUCTAHHS MOCHUJIaHb Ha
NOMEPETHI0 KOPECMOHAEHIII0; Ui BKa3IBKM TOrO, SIK BH B3HAIM MpO OTPUMYBaua;
MOBITOMJICHHS] TPUYMHU HAITMUCAHHS JIUCTA 1 T.J.):

With reference to your letter of 7 September, | ... — ITocunarource Ha Bam suct Bijg 7
BEpECHH, ...
I am writing to enquire about ... — Hanpasisito Bam nuct 3 MeToro yrouHeHHs iHpopMartii

npo...



After having seen your advertisement in ..., | would like ... — VY 3B’s3ky 3 Baroro
PEKJIAaMHOIO 00 SIBOKO ¥ ..., 51 XOTiB(J14) ...

After having received your contact information from ... , | ... — V 3B’s13Ky 3 oOTpUMaHHsAM
Bammx pekBi3uTiB (KOHTAKTHUX JaHUX) Bif ..., 1 ...

I received your address from ... and would like ... — 5 orpumaB Bariri koHTakTHI qaHi Bif ... i
XOTIB OH ...

We/l recently wrote to you about ... — Hemoaasuo mu/s nanpasisuin(s) Bam indopmariito mpo

Thank you for your letter of 3 November. — [Isixyro Bam 3a Bam aucr Big 3 nmucronana.

Thank you for your letter regarding ... — JIskyto Bawm 3a Bar iucT BiTHOCHO ...
Thank you for your letter/e-mail about ... — Bucnosiioro Bam Basunics 3a Bamn
JHCT/ENEKTPOHHHIA JIUCT TIPO ...

In reply to your letter of 2 June, ... — V Bignosigs Ha Bamr iuct Big 2 4epBHS ...

Bkasyiite cBo10 MeTy

Merta cBOro 3BepHEHHsS NOTPIOHO BKa3yBaTH y MepimiomMy ab3ami, a Jami HamucaTé
OCHOBHY JYMKY.
As per our phone conversation ...
VY npooBxkeHH1 Hamoi TeaedOHHOT PO3MOBH...
I am writing to provide the information you have requested.
Hanpagnsito iHpopmailito, sIKy BU 3alUTYBaJIH.
It was a pleasure meeting you at the meeting/conference last Monday.
byB panuii 3yctpiTucs 3 Bamu Ha 310paHHi/KOH(MEpeHIIi] y MUHYIHI TOHEA1IOK.
Thank you for writing to us about your experience in our research center last week.
Jsxyemo Bam 3a Te, 110 Hanmucany HaM Mpo CBiM AOCBIJ y HAIIOMY JOCIITHUIILKOMY IIEHTPI Ha
MUHYJIOMY THKHI.
I am happy to write to confirm our agreement about the summer workshop.
Panmii HanrcaTy po miATBEpKEeHHs Hamoi 3 BamMu yroam y BiTHOIICHHI JTITHROT MAalCTEPHI.
Thank you so much for contributing to our auction.
Benuke nsaxyro Bam 3a Te, 110 BHECITH CBiff BHECOK Y HAIll ayKI[iOH.
I am applying for graduate schools in marine biology, and | would be very grateful if you
would write a letter of reference for me.
51 moparo 3as8BKy B acIlipaHTypy MO CHENiaJIbHOCTI «010JI0Tis MOPCHKOTO CEpeIOBUINay, 1 51 OyB
Ou BKpail BIguHUM, k110 Ou Bu Hanmucanu pekoMeH1aliiHui JIMCT A7 MEHE.
Thank you for writing to ask about attending the conference in Baltimore. | wish | could
approve your request.
Jlsixyro Bam 3a nuct 3 nmpuBoy koHdepeHiii y bantumopi. Xotis 61 g cxBanutu Bam 3amut. Ha
Kalb...
Please accept my apology for missing the meeting yesterday. | am very sorry that | was
unable to attend.
[TpuiimMiTh MOT BHOAUEHHS 3a MPOIYIIEHY 3yCcTpiu BUOpa. MeHi ayske 'Kajb, 0 s He 3MIr OyTH
HIPUCYTHIM.
Congratulations on successfully passing your bar exam. You are now officially an attorney!
BiTaemo Bac 3 ycnimHo ckinagenum icnutom. Ternep Bu odiliiftHo € yrioBHOBaXkeHe JuIe!

3aBepueHHs JiJIOBOIO JIMCTA
B ocrannbOoMy ab3aili Baloro JucTa noTpioHO MUCATH:
Please feel free to contact us in case you have any questions.
3BepraiiTecs y pa3li BAHUKHEHHS Oy/Ib-IKUX MUTaHb.
A00 HACTYIHI BUPa3H, y BUMAJKY SKIIO BU XOYETE TOKJIACTH JOJATKOBI TOKYMEHTH,
dororpadii:
«l am enclosing... » unu «Please find the enclosed/attached ...»



3aKiHUCHHSI JIUCTa Yy TMEpIIy 4Yepry 3aJeKHTh BiJ BallMX CTOCYHKIB 3 aapecaToM.
Bukopucropyiite «Yours faithfully», sximo Bu He 3HaeTe IOAMHY, 1O SKOI 3BEPTAETECH,
i «Yours sincerely» — mns agpecartis, sikux 3Haete qo6pe. I He mepemnyraiite! Tak sk Barma
BiJIBEPTICTh JJIsi HE3HAWOMOi IFOJMHU MOKE BHSIBUTHCS JOBOJI MiJO3PUIOI0 1 BUKIUKATH
30€HTEe)KEHHS.

Jdns wmenm odiumidHUX JIMCTIB MOXHAa BHKOpUCTOByBaTH: «Best regards» a6o
«Kind regardsy». B kinmi jrcra moTpiOHO OCTaBUTH (CBiii IiAMKC) MPIi3BHUILE i TOCaTy.
Haragyemo npo HeoOXiIHICTh EPEBIPUTH CBil JINCT HA HASIBHICTH TOMUJIOK TIEpPEJT BiIIPABKOIO!

IMpuxkaaau BupasiB B KiHIIi AiJIOBOTO JIMCTA!
Sincerely (Cepueuno);

Sincerely yours (Illupo Barn);

Regards (3 moBaroo);

Best (Bchoro Haikpaiioro);

Best regards (3 moBaromw);

Kind regards (3 HaiikparmuMu mo0akaHHIMH);
Yours truly (Illupo Bar);

Most sincerely (Cepaeuno);

Respectfully (3 moaror);

Respectfully yours (3 Haiirimu6110t0 moIaHor);
Thank you ([Iskyro Bam);

Thank you for your consideration (/Isxyto Bawm 3a yBary),

[Ticist ubOTO CTaBTE KOMY, 1 3 HOBOTO a03ally MUIIITh CBOT IaHi:
name;
email address;
phone number.
Mpuxkaaau ¢ppas 19 3aKiHYEeHHSA TiJ10BOr0 JUCTA
Taki ¢pasm 3a3Buuaii BUKOPUCTOBYIOTHCS JUIS TIOCHJIAHHS HA HACTYNHI TOil; MOBTOpHE
MIPOXaHHs BUOAYEHHS;, MPOMO3UIIii IOTTOMOTH 1 T.1I.
I look forward to your reply. / | look forward to hearing from you.

S 3 HeTepmiHHAM Yekaro Ha Bairy BiAmoOBiIb.

I look forward to seeing you.

3 HeTepHiHHIM YeKaro Ha 3ycTpid 3 Bamu.

Please advise as necessary.

[Tpu HE0OX1JHOCTI BUHOCHTE CBOI pEKOMEHAII].

We look forward to a successful working relationship in the future.
Mu HanamrToBaHi Ha yCHIIIHY cHiBIpalto 3 Bamu y mMaii0yTHEOMY.
Once again, | apologize for any inconvenience.

[I1e pa3 npuHoLIy CBOi BUOaueHHs 3a OyAb-K1 HE3pYUHOCTI.

We hope that we may continue to rely on your valued custom.

Mu crioiBaEMOCH, 110 MOKEMO HaAIITHCS Ha Bami 1iHHI 3aMOBJIEHHS.
I would appreciate your immediate attention to this matter.

51 OyB O6u BrssuHMi 32 Bary Oe3nocepeHio yBary 10 IIbOTo MUTaHHS.

I await your reply with interest.

S ouikyro Barioi BiAnoBizi 3 3aliKaBIEHICTIO.

We look forward to building a strong business relationship in the future.
Mu HanamToBaHi Ha MOOYJOBY MIIIHUX JUIOBHX CTOCYHKIB 3 Bamu y MaiiGyTHOMY.
I look forward to our meeting on the 7th of October.

51 3 HeTepIIHHAM OUIKYIO HAIIOi 3yCTpiyl 7 *KOBTHSL.

Thanks for your extremely helpful attention to this matter.

Jskyro 3a Bamry Haa3BHYaliHO KOPUCHY yBary J0 bOTO MUTAHHS.
Thanks again for your attention, consideration, and time.

[I1e pa3 AsKyro 3a yBary, po3risij i yac.



It's always a pleasure doing business with you.
3 Bamu 3aBk1¢ MPUEMHO MaTH CIIPABY.

Thanks again for sharing your expertise in this matter.
IIle pa3 nsKyro 3a OOMIH IOCBIJIOM y IIbOMY ITUTaHHI.

I am looking forward to getting your input on this issue.

51 3 HeTepIiHHAM YEKal0 MOXKIIUBOCTI 3pOOUTH Balll BHECOK Yy 1€ ITUTAHHS

3. O3HAOMUTHCSA 3 PUKJIATOM IiJI0OBOI0 JIHCTA.

CBusiness English > By g iness letters

Brownlee @ CO Itd

don SE3B 5HY
; Blackheath, Lon
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NOTES ON
LETTER WRITING
The addréss of the firm sending the

letter is often printed on the paper —
this is called the letterhead )

\ 1,. Bradbury Esq, =
er .

2arr;adgur;( & williams,

" 40 shaftesbury Avenue,

London W1A 4WW

The name, position, firm and address
of the addressee (the person you are
writing to)

26th Octobel 1991 The date

The reference (usually the initials of

the person writing the letter and the
-person who types it)

our ref: SM/DK

pear Mr Bradburyr

ber
ourr'ietter of 22nd Octo

. ice
oui our range of offil

The first paragraph says why you
are writing

Thank you £o

: uiring &
P g en(\;} ent- The second paragraph says
a eq - what you want or what you

are doing (the real reason for
writing the letter)

i includes
st catalogue which I hzge
1atething of interest to ifer very .
someth 1 notice that we © Th;fmalparagraphisa
Y_Ou _‘_ﬂ,t{ma rerms of payment. T i
\ favours=- =

f [Wa[(l to heal]‘“g from yOU agald- .
\
b look (o] ;

Yours Sincerely'ou N
Son

PP pennis Kiley
sales manage’

You write ‘Yéurs sincerely,” if
you know the:name of the
addressee, and ‘Yours

Jaithfully,” if you don’t

The signature
o\

e The person writing the Jetter

S e b

His position in the firm

op stands for per procurationem’ — it means Sarah

. Encs stands for ‘enclosures’ — here the
Mann signed the letter for Dennis Kiley

enclosures are the catalogue and price list

4. Hanucatu aioBuii muct Bamomy napTHepy, BUKOPUCTOBYIOYH BUBYEHUI MaTepiaJ.

VYci BUKOHaHI 3aBJJaHHs HAaJICWIIalTe Ha EIEKTPOHHY ajapecy gr.ev@ukr.net 3 mianucom y temi
nucta «[1Ib, Ne rpymnu Ta Ha3Ba HaBYAIBHOI TUCIIUTUTIHI



mailto:gr.ev@ukr.net

