3aHaTue Ne2. HayyHasa nepenucka.
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CTpyKkTypa AenoBoro nucbma

. larta (Date).
. Agpec nony4darena (Inside adress).

. NpueetctBne (Opening salutation).
. 3arosioBoK K TekcTy (Subject heading).
. HayanbHbin ab3au (Opening paragraph).
. TekcT nucbma (Body of the letter).
. 3akntountenbHoi ab3auy, (Closing paragraph).
3akntountenoHaa dopmyna Bexnmeoctn (Complimentary
closing).
[Tloonucb, oTMETKa O HanMMuYun NPUOXEHUS, NOCTCKPUNTYMOB,

HanpaBfieHUN KOMUM.



The Secretary,
The Western Wheat Co.Plc,

64, Darwin Road,
LIVERPOOL, 16,
England.
(The Inside Address)
2" Febr,2005
( The date)

Dear Sir,
(The Opening Salutation)
Abt: ORDER No. 1367
(The Subject heading)
We thank you for your letter Qf'23"d of January and are writing to inform you that .....
(The Opening Paragraph)

(The Body of the Letter)
We hope that these alterations will be acceptable to you and expect your reply as soon as
possible.
( The Closing Paragraph)
Yours faithfully,
(The Complimentary Closing)
per pro. THE ORIENTAL TRADING Co.LTD

J. Brown
Manager
(The signature)
Enc: Alterations (I page)
(Enclosures and postscripts)



I [aTa

BE: 2" November, 2015 (2 Nov., 2015)

I AE: November, 2" 2015 (Nov. 2"9, 2015)



Courtesy titles — BexxnuBble hopmbl 0OpaLLeHuUs:

Dear ...
Single Plural
Mr Mister Messrs Mes§|el.1rs
[ma’se:Z]
Sir (oduLt.) Sirs
Mrs Mls(zgn}yxliZESS) Mmes HIESEEIMEE
KEHLLHA) [mei’'da:m]
Miss [ 'mis]

Misses [ 'misiz]
(HE3aMYXXHASA XeHLnHa)

Ms ['miz]

Mses or Mss [ 'miziz]
(ntobas xeHwmnHa)

Madam ['maedam]
(nobas xeHwwmHa; oduu,.)

Dr Doctor Drs Doctors

Prof. Professor Profs Professors




MpuBeTcTBUME

Dear Sir/Madam, (bonee oduumansHoe; Ms agpecarta MOXeT
ObITb HEU3BECTHO)

Dear Sir of Madam, (non agpecaTta He N3BECTEH)
Dear Professor Petrov,
Dear Mr Smith,

Gentlemen: (AE)



Mone3Hble cnoBa u hpa3bl ANA CBA3U YacTen nMcbma

however, still, yet, less, but OLHaKo, BCE Xe, HO
nevertheless TEM HEe MeHee

otherwise NHave, B NPOTUBHOM Clly4ae
on the contrary HaobopoT

again newe

also, in addition, besides KpOMeE TOro

so, therefore, in this way NO3TOMY, TakumM obpasom

in short KOpo4ye roBop4

as a result B peaynbkrarte

on the other hand C OPYrov CTOPOHbI




3aknuuTtenbHbIX ab3ay

We look forward to hearing (gerund.)
from you soon.

C HeTepneHnem oxunagaem Baluero oTeeTta
B brivxkaviem oyayLiem.

Your prompt/early reply will be
appreciated.

Mol 6yoem GnarogapHbl 3a Ball ckopbin
OTBET.

Awaiting (In anticipation of) your reply, |
remain ...

B oxxnpaHum Ballero otBeTta, ocTarocs ...

| hope that we shall have the pleasure of
seeing you at the next congress.

Hapgetocb, Mbl CKOPO YBUONUMCS Ha
crneayroLLeM KOHrpecce.

Thank you once again for ...

Ewe pa3 cnacubo 3a ...

Please give/send/convey/extend my
best (sincere and warm) regards to ...

[ToxanywucTa, nepegavte Mou nyyune
(uncTocepaeyHble U TEMMbIE) NoXenaHus

| extend my best wishes to you.
With all best wishes/regards.
With best personal wishes/regards.

C HanJyqylwnMmn noxenaHnamum

'Thanking and expecting your reply at
your earliest convenience, | remain ...

C BnarogapHOCTbIO N B OXUOAHUN
Bawlero ckopeuuiero oteeTta, oCcTarcCsh ...




3aknounTtenbHasa coopmyna BeXXNMBOCTH

Dear Sir(s), Dear Madam

(VIMS! HEeW3BECTHO) Yours faithfully, ... C yBaxeHuewm, ...

Yours sincerely, ...

Sincerely yours, ... (AE) BHgEl 2 BRI, -

Dear Mrs Smith
MHoroyBaxkaembli(-as)

Yours very sincerely ... MckpeHHe Balw

Gentlemen: (AE) Yours (very) truly ckpeHHe Bauy, ...
C
Respectfully yours, ... yBaXke€HNEM/NOYTEHNEM,

Kind regards/Regards/Best wishes/Best regards, ...

C Hauny4wmmu

NB: Best regards aBnsetca cmelleHnem Kind
noXxenaHnamu, ...

regards n Best wishes (ogHako ncnonb3yeTcs u
HOCUTENAMMW)

Devotedly yours, ... [TlpenaHHbIN Bawm, ...




cnonb3oBaHue 3andToun B TEKCTe nNucbMa

They will find it, however difficult./ OHn HangyT ero, kak Obl HM ObINO
TPYQHO.

They will find it, however, difficult. / OgHako, OHM COYTYT 3TO
3aTpPyaHNTENBHBLIM.

The building contains offices, two restaurants and a swimming pool,
in the basement. / B 3gaHun pasmelleHsbl odoucekl, ABa pecTopaHa
N NnaBaTenbHbIV BaccenH — U BCE 3TO B NoABafiIbHOM 3Taxe.

The building contains offices, two restaurants and a swimming pool

In the basement. / B 30aHnn pasmewieHsl odouckl, ABa pecTtopaHa
N NnaBaTenbHbIV BaccenH B NnoaBaribHOM aTaxe.



CocnaratenbHoe HaknoHeHue — Subjunctive: cnocoObl
00pa3oBaHMA B CNOXHbIX NpeanoXeHUsX

1. AHaNUTUYeCKM (C NOMOLLLIO CIY>XEDHbIX rnarosos):

a). [1o OTHOLLEHMIO K HAcTosLWeEMY U byayuiemy (Hagexga Ha
coObITHe):

Sshould/would + 1st form

0). ['lo OTHOLLEHMIO K NpOoLUIOMY (COXaneHne O NPOLUSIOM):

should/would + have + 3st form

NB: should/would He nepeBogsaTcs!

2. CnHTEeTN4YeCcKM (C nomMoLLb ocobon PopMbl CMbICITOBbLIX
rnarosos):

a). [No oTHOWeEHMIO K HacTodAWweMy unm dyayuwemy (Hagexaa Ha
cobObITne):

cosriadaem c Past Simple

6). [1o OTHOLLEHMIO K MPOLUNOMY (COXKarieHMe O NPOLUSIOM):

cosrnadaem c Past Perfect

NB: could/might B kauecTBe CMbLICNOBbLIX NEPEBOOAATCH



BbipaxeHue npocbObl C MOMOLbLIO YCITOBHbIX
npearioXXeHuu

maBHOe npeanoxeHue

NpunpaTto4yHoe ycrioBHOE

npearioxeHue
Future simple Present simple
| shall be much obliged if you send me the reprint of your
article.

Subjunctive (should/would)
| should be grateful

Subjunctive (,,Past simple*)
if you sent me ...

Future simple
| shall be much obliged

MooanbHbiti would
if you would send ...
= if you wouldn‘t mind send me

| wonder

Subjunctive
if you would send me ...
if you could send me ...




[Mucbmo-3anpoc (Enquiry letter): none3Hble dpasbl

| should like very much to take this
opportunity and ask you to ...

[Tonb3ydAcb 3TOM BO3MOXXHOCTbLIO, 4 MPOoLUy
Bac ...

| have a request to make to you about ...
(noun, gerund)

Y MeHs1 K Bam npocbba Hacuer ...

| am making use with this opportunity to
approach you with a request to ... (infinitive)

[Tonb3ydcb 3TOM BO3MOXXHOCTbIO, 4
obpaluatocb kK Bam ¢ npocekbon ...

ill you be so kind as to consider my request.

Byabte 0oOpbl, paccMOTPUTE MO MPOCHOY.

| wonder if | could ask you to ...

Mory nu a9 nopocutb Bac o ...

| shall be grateful if you send me this reprint.

A Oyny odeHb npuaHarterneH, ecnu Bol BoilwneTe
MHE KOMWIO 3TOWU CTaTbMu.

| would be much obliged if you gratified this
request.

byay oveHb Bam 065a3aH, ecnu Bl
BbINOMHUTE 3TY NPOCLOY.

\We would appreciate it very much if you
could/would ... (infinitive)

Mol o4eHb npocum Bac ...

Please find enclosed for your review an
original research article, which we are
submitting for publication in the journal of ...

MNpocum Bac paccmoTpeTb npunaratoLLyocs
OPUrMHanNbHYIO UCCIeoBaTeNbCKYO CTaThbio,
KOTOPYIO Mbl Hanpasnsem Ansa nyonvkaumm B

DKYpHane ...




