r J
OdmumanbHoe Mm/
NenoBoe NUCbMO

=

0ObIYHO NpeaHa3Ha4YeHo ans
noanepXXaHus AenoBbIX
OTHOLLEeHUU Mexay thupmamm n nx
COTPYAHUKAMMN UITU KITUEHTaMM.



IlenoBoe NUCbMO UMeeT Mmaccy
Pa3HOBUOHOCTEMN:

bnarogapcTtBeHHOe MUCbLMO
PekoMeHaaTenbHoe NUCbLMO
ConpoBoanTenbHOEe NUCbMO
[apaHTUUHOE NUCbMO o~
[IncbMo npe3naeHTy
CnyxebHoe NUCbMO
UHdpopmaLMOHHOE NMNCBMO
NMNo3pgpaButesribHO NUCbLMO
NMncbmo TpedboBaHue
NMncbmo xanoba

[Mncbmo npurnaweHue




€/106ble NUCH

B coBpeMeHHOM 100aJbHOM MHPE YMEHHE IHUCaTh ACIOBBIC
IMMChbMa HA AHIJIMKCKOM SI3bIKE CTAHOBUTCS KPUTHYECKH BAXKHBIM.
CyLIECTBYIOT YETKUE MPaBUIa BEICHUS JEJIOBOM MEPEIIMCKU Ha
AHIVINVICKOM fI3bIKEa

B npaBom BepxHem yriy Bel pacnoJsiaraere cBou peKBHU3HMTHI,
4yTh HUKE CJI€BA MUILIETEe PEKBU3UTHI aJpecaray eCcJau 3T
NUCHMO OTHPABJIACTCH O0BIYHOU MOYTOM.




Hecko/bK0 NpaBHJI KNPABUJIbHONUY JICKTPOHHOM NMEPENUCKH ¢ AHIVIOA3BIYHBIMH
NeJIOBBIMH NMAPTHEPaAMMUs

1. He nuwunTe 3anyTaH§De cbMa. [IN1HHbIe NcbMa He 3
laH  KoOpPecroHA a300pd™cs B cyTu Bonpoca. [Moatomy n a

-

Nncbma o€
HedopasyMeHUn 1 nytaHuubl. [lepedntanTte 0EAUTECH, YTO B HEM HET
OBYX3HaYHbIX dopas unu npeanoxeHun.

2. He no3sonaunTte cebe MpoHnM B NUCbMax. ATO rpaHn4nT ¢ rpybocToto. B
OEenoBOW Nepenunucke Takasi BONbHOCTb KaK OCTPOTbI COBEPLLEHHO HE
gonyckaetcd. Ho gaxke ecnu Bbl fonyckaeTe Konkme opasbl, TO 3aKOHYNTE
npeanoXxeHne CMaunmukoMm ;), KOTOPbIW MOACKAaXXET rnonyvaTtento, 4To HE CTOUT
Cepbe3HO BOCMPUHUMATL BaLluM CrnoBa.

3. Takke He CTouT yrnoTpebnsaTh B 4ESI0BOM NMUCbME COKPaLLEHUS, TaKMUe KaK

WBR
(With best regards - C Hanny4wmnmu rnoxxenaHnsimm) nnu gpyrue. Xors B
NPOAOIMKUTESNTIbHON O PYKECKOM Nepernncke 3To BrnosiHe 4onyCcTUMO.
4. B nenoBoM NMCbMe Ha aHFMUUCKOM HE CTOUT UrpaTbCsl
doopmaTupoBaHMEM N UCMOSb30BaTb LIBETHOM UM HECTaHAap

pPUPT.




1/ JlaTa
NOSmMKHa ObITb HanmcaHa,

MONHOCTLIO. ~
[na BennkobputaHuu..

=

XapaKTepeH cneayrLnmn
doopmart
naThbl: geHb/mMmecsu/roa.
3ansTble He NCMNOSb3YHTCA.




2/ Uma un agpec nonyyarens

OOJTKHbI HAXOOUTBCA Ha Pa3HbIX CTpOKa!
Nmsa nonyyaTtens HYy>XHO yKa3biBaTb B TOYHOCTY

TakK, Kak OH NoAnucbIBaeT CBOU I'IVICbMa./
Hanpumep, ecnu nony4yaTtens .
nognucbiBaeTcda James Black, MMEHHO TaK U Hy>|<H01
nucaTtb ero nm4.

[Tognunce Mr J Black byoeT HenpaBUITbHOMN.




cnegyet Ha4vu ACJ'I'e,E.I,yPOLLI,I/IM obpa3om - Dear Sirs
ear Sir, Madam, Gentlemen. 15*’,?‘\\

Y M3BECTHO UMSI Apecara, T0 UCH TCA

€HUA - Dear M, Mrs Miss or Ms.

1EHUN >I<eHLLI,l/IH fysile Mcnosb3osarb
WieHe Ms.




4/ KOHLOBKA.

OBbIYHO MMCLMO 3aKaH4YMBalOT, NCMOSIb3YA
BEXIMNBYIO KOHLIOBKY.

Cawmbie pacrnpocmpaHeHHbIe
eapuaHmbl KOHUOBOK: Yours
faithfully (ncnonb3yeTcsa TONbLKO B
coyeTaHum c obpatleHnem Dear Sir/Sirs/Sir
or Madam) 1

Yours sincergly(ncnonb3yetca B COYeTaHU
Mumm obpalleHnamu).




4-5 CTPOK,
4YyTOObI OCTaBUTbL MECTO AN noan
Uma oTnpaButensa MOXHO Hanuc
yrooHo — UesIMKOM NpPOonuCHI
OykBamMu Ui UcnosbL30BaThb
OyKBY TONbLKO And nep
JonXxHocTb oTnpaBuTensa (unNu HasBaHue

oTAena) AomkHa Objlik YKas
HenocpeacTBEHHO B C loLen cTpoke

noa nveMem. 9



6/ BnoxeHwus

Ha TO, YTO B NUC ECTb BMNOXEHUSA, —
9TO HanucaTb @qc nnun Encs BHU3Y NUCbMa,
NPonycTUB OOHY CTPOKY NOCe JOMKHOCTY
oTrnpaBuUTeEns.

Cambin paCHpOCTp.;I:?bIVI cnocob ykasaTtb




TEKCT, Post Scriptuif (P.S.).
Kak npaewuro, B P.S. HANNCaHO YTO-TO
oe:

nogTBepXXaeHWEe APEANOXEHMNS, ONMUCAHHOIO
BblLLe, unun fipocbba BbicNaTb YTO-TO




8/ Kak npasmno
2 Oennblx nuc:b/vlax He
McnonbsyeTc;l CIeHr v
pasﬁig“qb’ Hble COKpaLLEeHUS.




"OYyeHb BaXXHO NOMHUTL; Komy anpecosaHo nVICbMO
OT atoro byget 3aBeCMTb CTeFIeHb ero cbopmaanocm
OTBevaTb Ha I'II/ICbMO cneayeT B TOM >|<e CTUne, 4YTo Bbl

nonyuunu. Ecnu BaM NPULLIIO NUCBMO, ‘agpecoBaHHoe 'Dear

Joel' - Bam cnenyeT OTBETUTb aHariormyHo - 'Dear Jack',

\- oTmMevaeT [>xo3n PawToH,
gé’noAaBaTenb British Council

. \
/ '/i -
/d ey /\




CnnUcokK cTaH BblpaXXeHUU, KOTOPbIE YaCTO UCMONb3YTCA B 4eST0BOU
nepenucke.
npoLnon Bctpeye/ npeabiaywiemM nucbme

for your letter of (date)... ,
alle nnucbmo oT (4ucna) /
for contacting us /

“» bnaro 3a obpalleHme K Ham /
your last letter... //
»  OTBeyvas Ha BaLLe MUCbMO

3 Further to our meeting last week //
B non;'m eK Hgmel‘/'l BCTPeYe Ha npoLurion Hegene
I apologlze,flsr getting in contact with you before now. ..

A npowy nﬁb A, 4T0, [0 CMX MOPp He Hanmcan Bam
With r'éf enceto your letter of (date)
OTHOCUTENbHO E 4
With reference to your ad\/e‘kt ¢ t in(Newspaper or Magazine)

OTHOCUTENBHO BalLEen pe’k an
With reference to yé‘u i
OTHOCUTENbHO BaLIETO Mg

Would just like to confirm the main pom‘&- \



UYMHbI HAaNUCaHUA NUCbMa

writing to enquire about

y Bam, 4Tobbl y3HaTb

iting to apologize for

YTOObI U3BUHUTLCA 3a

ing to confirm

A nnwy TO ObI NOATBEPAUTL

7ag1 writing in connection with

N SAnnwy Bam B cBsian

2 wolild like to point out that :

~ 6‘paTI/ITb Balue BHUMaHue Ha

I am contacti I 1 ;‘»fcx the following reason

H0.CrieayoLLmUM NpUYMHam

| N and,would like to know

A HepasHoO ynTan / cnbliuan.
| would be interested in (c ing/receiving) ...

MHe 6bir10 6bl MHTepe‘éhz;\




3/ Mpocbba s\

Could you possibly
He mornu 6b1 Bl
| would be grateful if you could
A 6b1n 661 NpU3HaTeneH Bawm, ecnu Obl Bl
| would like to receive P
A1 bl XOTEN NOMYYNTb &
Please could you send me”
He mornu 6b1 Bl Bbl Tb MHe
We would appreciatesitif you would
MbI GbINM Gbl NPU3HATERbHBI, ecriv 6b1 Bbl
In addition ould like to receive
, A xXoTten 6bl NoNy4YnTb
ur immediate attention to this matter




4/CoobLueHne XopoLwunx HOBOCTEMN

n-coobwmnTtb Bam, yto
will be pleased to learn that
Bbl Oygete paabl y3HaTb, UTO

&



5/ CoobOLleHne nnoxmx A

Unfortunately
K coxaneHuto

v lam afra at :
"W botoc o R,
> sorry to infogm you th

e TS

XKeno co aTtb Bawm,
Y . e
N We regret to i you that
K COXXaneHuto, Mbl BbIHY>XAEHbI coooLwmnTb Bam o
After careful consideration we have decided (not) to

I Vvalacraroarmca




6/ XXanooOol
T

ting to express ssatisfaction
bipa3nThL CBOe HeOoBOJI

riting toc ain abou
N LY MOXa TbCA Ha.~
~We ﬁgret to mform you that'our order N2 is now
considerably overdue

! u,..'---_ ¢ S L




7/ bnarogapHocCTb

Thank you for wter of
Cnacubo 3a Ba CbMO

Thank you for enquiring -2
\Fgacv@o 3a npo;lsneH#
ould like to thank you our letter of

Mbl xoTenu 66l no6narogapuTs Bac 3a




8/ N3BUHeHus

We are sorry for the delay in replying
[pUHOCUM N3BUHEHUS 3aw|<y C OTBETOM
| regret any inconvenience caused

A coxaneto, 3a AoCTaBNEHHbIE HeyLI,OGCTBa

ould like to apologize for (the delay
bl U3BBUHUTbLCA 3a (3age

Once again, l'apologize for any Inconvenience
ELle pa3 npuHOCUM CBOU U3BUHEHUS 3a MPUYNHEHHbIE
HeynobcTBa




y J
9/ NlononHuTenbHbIe Bonpocy '

| am a little unsure about /

A HeMHoOro He yBepeH B .w»
| do not fully understand what
A He OO0 KoHLIA NOHAN
Could you possibly explain
He mornu 6bl Bel 0ObACHUTL




10/HanomunHaHue o byayuien
BCTpeYe

| look forward to
A c HeTepneHueMm Xxay
hearing from you soon
Korga cMory CHoBa ycnbiwate Bac
meeting you next Tuesday
BCTpeyn ¢ Bamu B cneqyrowimm BTOPHUK
seeing you next Thursday
BCTpeyn c Bamu B yetBepr

.




dKNKO4YUNTEeINbHO

can be of any further assistanc
Mbl MOXEM MpeaocTaBUTb NOAPOBHYIO UH
noxanywncra, cooowmTe
If | can help in any way, please do not hesitate to contact m
Ecrnn a mory nomoyb B nNtobom criydae, noxanymcra, He
CTeCHANTECH ObpallaTbCsl KO MHE
For further details
bonee nogpobHo
We hope you are happy with this arrangement
MC4, YTO Bbl 4OBOSIbHLI 3TOW AOrOBOPEHHO
We hope you can settle this matter
CH, YTO Bbl MOXETE pPEeLUnNTb 3TOT



