18.04.2022
«Opranizaunisa A3Y»
I'pyna 15
¥Ypoxk 30-31

Tema: Inozemna moea ¢ mexcax po3moeHo20 ma npoheciiiinez2o MiHiMymy

Merta: o3natiomumu 3006y8auie 3 HeOOXIOHUM MIHIMYMOM 3HAHb IHO3EMHOI MOBU 8
PAMKAX 8UBHUEHHS OUCYUNTIHU.

CydacHe XUTTS JUKTY€E CBOI MMpaBuiIa, 1 0OMiH €JIeKTPOHHUMH JIUCTAMU - 11€
BXKE JAaBHO YaCTHHA IIOJCHHOI PYTHHH aisi Ouibmiocti. BpaxeHHS mpo Hac
CKJIQIa€ThCS 3 MEPIIMX PAIKIB HAIIOTO e-mail, ToMy Ba)JIMBO mam'saTaTH, KOMY MU
MUIIEMO 1 SIK caMe ciijJ ckiaagatd JHUCT. OcoOJHMBO 1€ Ba)KIMBO, KOJIH MU
roOBOpUMO TIpO (PopMasibHI IMEMIM aHIJIINHCBKOIO, SIKI HaM TIMCAaTH TPOXHU
CKJIAJHIIIEe, HDK HAIIOK PIAHOK MOBOK. [lpy3sM 1 3HalloMuM MM 3a3BHYAll
MUIIEMO B JIPY)KHbOMY, He(pOpMaIbHOMY CTHII, SKUW JOIMYCKa€ JIETKUM, 1HOI1
HAaIBXKaPTIBIUBUNA TOH.

[Ipu cxnamanHi  (QopManbHOrO JHUCTa MOTPIOHO OyTH MaKCHMAaIbHO
KOPEeKTHUM 1 BHUKIIOYAaTH MOMEHTH, ¢ aJpecary IMOTpiOHO Oyae Mpo IIoCh
3/I0TayBaTUCsS caMOCTiHO. DopMalbHI JIMCTU 3apa3 MalXKe HIXTO HE MHIIE B
3actaputomy formal style, #ioro 3amiHiOOTH Ha OUIbII M'sKUii neutral, mpaBuIam
CKJIQJIaHHS SIKOTO 1 TPUCBAYEHA 1151 CTATTSI.

IIlo x Bigpi3Hsi€ GopMaIbLHUI JUCT BiJ HePOPMAJIBHOIO i APYKHBOTO?

1. Complete sentences: subject + verb - moBHe peycHHS, 3 MMIIMETOM i
MPUCYAKOM.
| saw your last e-mail, a ue Saw your last e-mail (I7Tiomem | nponyweno).

2. No contractions - 6e3 ckopo4eHb.



3. | am Julie and | have finished your course, a ne I'm Julie & I've finished
your course.

4. Conjunctions (but, if, and) - cmonyunuku. BukopucTaHHS KOPEKTHHX
CIIOJYyYHHUKIB, a HE KOM abo THUpe B KOXHOMY  PCUCHHI.
| have already been to all the presentations you have mentioned, but if you
insist, | am ready to watch them again online.

5. Fully spelled words - moBHicTIO IpomKcaHi ¢iioBa, 0€3 CKOPOUCHb.

Ur - ye nenpunycmumo, oonycmumo your.

6. Transition words (before, besides, however) - nepexinni cioBa, Taki sk J10,
KpiM Toro, mpote 1 T.1. Lle Te, mo nmotpiOHO nonaBatu B Baul (OpMaIbHHIA
JIMCT TSl TIJIAaBHUX MIEPEXO/IiB BiJl OJIHIET JYMKH JIO 1HIION.

7. Paragraphs - a63amu. Po30OuBaiiTe Bamm jucT Ha ab3amu, mob ioro Oyso
JICTIIIC YUTATH.

8. Punctuation - nynkryamig. IlyHkTyamis - 1me Ta cmemis, 0e3 sKoi
dbopmanbHuil MCT He noAaroTh. [Ipu HamucanHi GopManbHUX JIUCTIB CIiA

JIOTPUMYBATUCS «IpaBUIT BiJIKpUTOT

MyHKTyaIlii», TOOTO HE BUKOPUCTOBYBATH Ti

3HAKW MYHKTYyallii, 0e3 SIKMX MO>KHa OOIMTHCS.

Hanpuxnao:

- B MpPUBITAHHI 1 3aKIHYEHHI JIUCTa MOKHA
OITyCKaTH KOMU:
Dear John (zamicme Dear John,)

Sincerely (3amicmo Sincerely,)

- HE CTaBUTH KpaIKH B ajipecax (OIyIIeHl KOMU
nicis cimiB Towers, Avenue):

04-67 Hilton Towers

358 Green Avenue
New York 6455

- TIMCAaTH CKOpPOYEHHsI 0e3 KpamnKkhd B KIHII:
Mr Dr 3amicmo Mr. Dr.

1. Special greetings and sign-offs - criemianbHi BiTaHHs Ta Gpa3u s TPOIIAHHS.
BiTanns 1 npoianHa B GopMalibHUX 1 He(hOpMaNbHUX JIMCTAX BIAPI3HAIOTHCS. |
Jlaji MM IIOTOBOPUMO MPO HUX OLIBII I€TaJIbHO.

2. No Slang / Emoticons and emojis / Profanity / Jokes - i cienry, eMoxi,
cMaiisiaM, JaiikaMm, skaptam. [Hakmie kakydu Bamii OCOOMCTI €MOIlii MpPOCTO
HeJopeyHi B (hOpMaIbHOMY JIUCTI.
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A Terep naBaiiTe po3riITHEMO CTPYKTYPY (opMaibHOro abo HeldTpaabHoro e-mail.

Subject Line
Lle Tema nucTa, siKa MiJICYMOBYE JIEKIIbKOMa CJIOBaMHU, PO 1110 JHCT, ajie He
onucye Horo. PoOiTh TeMy JIaKOHIYHOIO 1 3pO3YMLIOIO.

Xopouunii NpuKJIag TEMU:

« Important - need you to choose the best option

« To all - confirm your presence ...

. Black Friday Discounts

« Answer needed ASAP

« Useful links for teachers

Tak nucatu HE BapToO:

« Re Re Re Re - UNGENT !l REAd And Answer! - ne naocunaiime cepiro
JIUCMI8 MAKUM YUHOM, Kpauje npuopamu 3auei cioea 3 memu i niokopuzysamu
cam e-mail.

« Quick Question... - sci aucmu max yu inaxwe micmsame y cobi NUMAHHSL.

« for you only - moouna moorce nponycmumu maxi «ocobucmiy rucmu K cnam.

« Meeting is reschedules to 5th of May, 5th floor, room 18- xopomko i
3pO3YMINO, ale 8 meMi JUCMA BJce HANUCAHA B6Cs NompioHa IH@opmayis,
8iOKpusamu 1020 He 6y0ymo.

Homer J. Simpeon W
M2 Evergreen Terrace

A008% - Springfield
_R(-':Ci ient rebruary 23, 198
: Date

Frecident, Mr. Burns
Kick off &
salutation

854 Nuelear Flan Road
Content

Ba5 - Springfield
* Firts paragraph
* Middle parogroph(s)
¢ Last paragraph

— Dear Mr Surns,

-—"1 am writing to apply for the Nuclear Safety Inspector
position &t the Springfield Mtomic Fower Plant. I learned
from Mr. Smith that you are looking for a lasmy and unqua-
lified employee to foresee the energetic production

I have 20 years of experience in drinking beer and I also
obtained the qualification of best bowling player for
three years on rope.

hs you can see from my OV, I have taken the cpportunity to
gain extra qualifications on Passive IV Watching.

o not hesitate to contact me should you require any
additional information. I thank you in anticipation for
considering my application

I would really love to work for free at the Nuclear Flant.

I look forward to hearing from you.

Yours Sincerely,

Homer Jay Simpson




Salutation
[TpuBiTanHs TOTO, KOMY aJIpecoBaHO JICT.
[Ipuknanu hopmalbHUX BITaHb:

Good afternoon! - yuisepcanvnuii éapianm, sikuti nioxooums y 6cix 6unaoxax.
To whom it may concern - (Oocigno - momy, K020 ye Moxce Cmocy8amucs) He
nuwims max, AKWO 6u 8 NOwyKy pobomu, Kpawe sumpamumu napy XeUiuH i
3'acysamu im'ss menedacepa abo HR, saxuii 6yoe pozensoamu eawe pesiome.
Dear First name Last name - cmasme xomy abo 0soxkpanky nicis yiei ppasu.
Dear First name (skwo ymu 3naemo im's, kKomy nuuiemo).

Dear Mr./Ms. Last name

Dear Dr. Last name - 3s6epuernns sax 0o npogecionana, aucm 3 poooyUx NUMAaHb.
Dear Human Resources Manager / Dear Hiring Manager - sikwo nompiono
36EPHYMUCS KOHKPEMHO 00 NH0OUHU NEeBHOT NOCAOU.

Dear All / Dear team - 3seprenns 0o dexinvkox nmoodetl | komanou.

What to write

Writing a Formal Letter

— Sm— NS SE— S S RS SN WS s W Ee— e Boginalng yowr letter

Af yons St B i 10 i rd The s B, 4 im0
Loy b @ Wl srphaasian, lepa yar Wil mdh

l Dear Sir or Madam, <

Claning ywwr lttar

WA s Bopen wizh Dwar S or Madam you meat w34
T bt waing

Your letter _

Intro / Purpose

Baenenns abo omMc METH JIMCTA.

be3 kynu neraneii, BoHU OyAyTh B camMoMy JHCTi. JlaliTe 3po3ymiTH aapecarty, XTO
BU 1 3 SKOTO MPUBOY BU nummmTe. [IpounTaBIm i mapy psaKiB, agpecar IMOBUHEH
3pO3yMiTH, BiJl KOTO i mpo 1o Oyje cam e-mail.

[Tpuxknanu:

I am writing with the regard to your recent email ... - s nuwy y 6ionosioo na
eaut aucm ...

I am writing with reference to our order number ...- 5 nuwy wooo nomepa
3AMOGBJICHHA ...

Concerning your request ... - wo0do meozo npoxamnmsi ...

Could you give me some more information .... - moeiu 6 eu damu 6Ginrvuue
iHhopmayii wo00o...

I am writing to enquire about ... - s nuwy diznamucs npo ...

To follow up on our meeting - 6 npodosoicenns nawoi 3ycmpidi ...

I am writing back to you about ... - s nuwy eéam y 6i0nogios na ..



As promised | am ... - sk i 52 006iys6 5 ..
As we discussed in our call ... - six mu 0b62060punu nio uac nawozo 036inka

Detail — Body

OcHOBHa YaCTHHa.

Y miii 4YacTMHI BHM PO3KpUBAETE JETali: OMUCYeETe MPOoOJIEeMH, AUTITHCS
iHpopmarriero abo Bucnosoete npoxanus. What? When? Where? How? Why?
- IUTaHHSA, Ha sKi BIAMOBIiZa€ I YacTMHA JHCTa. Bpaxyiite, skmo Bam e-mail
NIEPETBOPIOETHCSI B CTATTIO HA Mapy CTOPIHOK, TO CIiJ MOAYMaTH MPO OCOOHCTY
3ycTpiu. ByabpTe nmakoHI4HI 1 3HABIII CBOET CIIPaBH 1 BUKIIAAANTe TyMKHU SICHO, YyKa
JIOAMHA MOKE HE 3pO3YMITH TOTO, IO JJIs BaC OYEBUIHO.

Avoid using slang,
abbreviation /acrongms,
Address emojis, or text-speak.

Salutations

Acceptable closing to use
include: “Sincerely, "Sincerely
yours, “Best Regards, “Thank
you," Thank gou‘for your
consideration; “Respectfully;
and “Very Respatﬁully.'

(Dpasn Ta MUTAHHHS 3 OCHOBHOI YaCTUHHU JIUCTA:

What is the final cost of your services and where can | find some legal
information about your company?(fka ocmamouna sapmicme éauiux nociye i
0e 51 MOJ#CY 3HAUMU NPABO8Y IHpopmayilo npo 6auly KOMNauio?)

Where are you planning to have your experiment carried out?
(/e eu nnanyeme nposooumu eaut excnepumeHm?)

Why are the expenses given without any detailed information?
(Homy oani npo sumpamu 6e3 demanvhoi inghopmayii?)

I would like to inform you, that the experiment is to be carried out next week.
We will let you know the exact time later this week and provide you with the
detailed report. (4 6 xomie nosioomumu, wo excnepumenm nposoOUMbCs Ha
Hacmynnomy mudicHi. Mu nogioomumo 6am MOYHUI 4acC RNi3HIUE HA YbOMY
MUMICHT T 0aMO OemanbHuil 36im.)

| have decided that | am not able to join your expediction, due to the fact, that
my sponsors are not willing to cover the expenses. (A npuiinses piwienns, wo e
3MOHCY NPUEOHAMUCS 00 8AULOT eKCneduyii, max 5K Moi CHOHCOpU He 6aXdcams
bpamu Ha cebe sumpamit.)

We have decided to relocate closer to the city center and this is the main
reason, why we are looking for a new office. (Mu supiwunu nepebpamucs



Onudcue 00 yeumpy micma, i ye OCHO8HA NPUYUHA, YOMY MU ULYKAEMO HOBUL

ogic.)

Ask / Action

HaiipaxxnuBimia yactuHa e-mail.,, sky ©0arato XTo, Ha ’Kajlb, MOXKE B3arai

nporycTUT. TyT BH THIIUTE, N0 KOHKPETHO BH YEKA€TE BiJ ajapecara, B sKi

TepMiHM 1 T.J. UM 11e BIAMOBIIb HA JIUCT, 3BOPOTHUHN JI3BIHOK 200 KOHKPETHI ii.

Hanpuknan:

« Could you resend the information about the participants once more and give
us a a call after?(Yu moenu 6 eu nepecnamu ingopmayiio npo yuacHukie i
nepeo38oHUmu nicis?)

« Will you be so kind and look though my plan before the presentation?
(Hu Oyoeme 6u Hacminoku 1100'93HI nepe2iaHymu Mili  niaH nepeo
npesenmauyicro?)

« Would appreciate your honest opinion on the looks I have chosen for the
show. What would you change?( 6y0y eosunuii 3a uecny OymKy npo iyKu, sKi
A nidiopas ons woy. Lo 6 eu 3minunu?)

Closing / Sign-off

BBiunuBe 3aBepiiieHHs JIUCTA, JIe BU BKa3y€Te Ballll KOHTAKTHI JaH1 Ta moba)xaHHs,
3a3BHYal BUTJISAIA€ HACTYITHUM YHHOM:

Sincerely, (ssiunuse npowanns, 36epuimo yeazy na Komy 6 KiHyi, Ky MONCHA He
nucamu)

John Black (nosne im's)

Sales manager, CBM group (nocaoa i nazsea komnanii)

jblack@cbm.com (exexkmponna nowma)

555-127349 (konmaxmuuii meneghon)

MoxksiuBi Qpas3u AJis 3aBEPILICHHS BAIIOTro JUCTA:

« Regards / Best Regards - 3 natikpawumu nobasxcannsimu

« Sincerely yours, David / Yours sincerely - wupo Baw /lesio | [L{upo Bau..

« Respectfully - 3 nosazoro ...



« Cordially / Cordially yours - cepoewiro saw

« With sincere appreciation - 3 wupoio 0ssunicmio

« Looking forward to hearing from / meeting with you / seeing you soon - uekaro
3 HemepninHAM 8i0nosioi 6i0 sacl 3ycmpiui 3 amu

« Looking forward to your reply / response on this matter - uexarw 3
HemepniHHAM a0l 8i0N06I0I HA Ye NUMAHHSL

« We look forward to your continued participation / support / assistance on this
matter / situation - mu uexaemo eawoi yuacmi | niompumxu | donomocu 6
oanomy numanni | cumyayii

« Thank you for your patience and cooperation - cnacubi 3a eéawe mepninns i
cnienpayio

« Thank you for your consideration - cnacubi 3a sawy ysaey

« If you have any questions or concerns, do not hesitate to let me know - sixwo y
8ac € NUMAHHsL AO0 3aHENOKOEHHS He CYMHIBaUmecs i oaume MeHi 3Hamu

Sxio BaM nmoTpiOHO oAaTH JOKYMEHT abo (oTo A0 Bamoro e-mail, moBigomre
po 11e no110Ho dpa3oro:
« Attaching a copy of my resume and portfolio - npuxpinuow ceoc pesiome |
nopmeonio
« You will find my resume attached below - nuorcue 6u 3uaiioeme moe pesrome
He 3abysaiite mepen BimmpaBkow Jmcra proofread - mepeuntatd HOro Ha
HasIBHICTh MTOMMJIOK.

How to Write a Business Letter

JlomamiHe 3aBIaHHA:
1. 3akOHCTIEKTYBaTH Ta BUBUUTH BUKIIAJICHUI BUIIE MaTepiall.

[ITanoBH1 yusni! Bari koHCIIEKTH Ta BUKOHAH1 JOMAIIIHI 3aBAaHHs HaJICHJIAUTE HA

CJIIEKTPOHHY ajpecy gr.ev@ukr.net



mailto:gr.ev@ukr.net

