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2. Шаблоны, чтобы задать вопрос
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3. Шаблоны-просьбы
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5. Шаблоны, чтобы что-то предложить
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6. Шаблоны, чтобы извиниться/попросить прощения

Business letter clichés to apologize
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7. Шаблоны, чтобы выразить сожаление

Business letter clichés to express regret
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8. Шаблоны, чтобы выразить удовлетворение

Business letter clichés to express satisfaction
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9. Шаблоны, чтобы выразить неудовлетворение

Business letter clichés to express dissatisfaction

Конец ознакомительного фрагмента.
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Could you please tell me ...
Please let me know ...
Would you be kind enough to let me know ..

| would be grateful if you could let me know
what...and inform me when ..

| wonder if you could give me some information

We would be pleased to hear from you
concerning .

| should be very much obliged if you could fet
me have the following information.

We would be very much obliged if you could
inform us

| would be grateful if you could tell me as soon
as possible the dates of ..

May | hope for

We suggest you let us know as soon as possible

should you have any comments regarding ... we
would very much appreciate hearing from you.

We hope that you will write to us concerning
your interest in...

s there anything that can be done about this?
We would be interested to hear your further
comments on this project and whether you
intend to go ahead with it

Does this idea appeal to you?

Following my conversation with your
representative

ByAsTe A06peI, coobuTe, NoXanyicta,

Towanyiicra, coobuyre wre ...
He Gyaere nw B Tak n1oGe3Hbl COOBUIATE MHE ..

6111 6b1 Becsma Gnaropapen Bam, ecam Goi Bt
COOBUMAM, 4TO ... KOTAA .

XoTenoce Gbi 3HaT, He cMoXeTe /i Byl MHe AaT
[

6yaem pagsl, €A Bet HanMHTE HaM 0 TOM, 410
Kacaerca

6617 Gbl Bam OdeHs npusHaTEneH, ec Gbi Bl
MOTAM A3TH MHE CAEAYIOUIYIO HBOPMaLiio.

Msi Gygem ouens pagsi, ecnm Bui cvowere
MIBECTATS HaC ..

6111 Gb1 Gnaropapen, ecnu Gbi Bl cooGuIM
MHE KaK MOXHO CKOpee AaTbi ..

Mory A HagesTbcs Ha

Msi nosaraew, 470 Bl COOBUIMTE HaM KaK MOXHO
ckopee

Ecn y Bac ectb Kakve-nuG0 oGbACHeHMS,
KaCAIOULYIECS .., Mbl C YAOBOMLCTBMEM
BbiCAyWaEM ux.

Msl Hageemcs, 410 Bbi HanuwuTe Ham
OTHOCHTEIBHO BAULIX HHTEPECO B

MOKHO 7 4TO-HUBYAb NPEANPAHSTE N0 STOMY.
nosoay?

Msl BecMa 3aHTepecosaHs! y3Hars Bauwm
KOMMEHTapHh 110 N0BOAY 3T0r0 MPOEKTa, 1
'HaMepebi 7 Bbl HavaTh €10 ocywecTanenHe.

Mpusnexaet v ac 31 waen?

Tlocre mMoero pasrosopa c sawmm
npepcTasuTenem
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Let me inform you that ...

This s to inform you that ...

This is to certify that ..

| am writing to confirm that .
Please take note of the ...
Perhaps I should mention that ...
itis important to us that ..
According to my notes ..

As you know ...

As you will see from ...

We wish to draw up your attention to the fact
that ...

In reply to your letter

In reply to your telephone enquiry ...

As you know from previous correspondence ..

We agree to your proposal.

We have carefully considered your proposal.

We are of a different opinion.
We intend to ...
Enclosed (attached) please find ...

Please find enclosed (attached) ...

Mo3BONLTE COOBWMTS, HTO ...
Hactosumm coobusaro, 4o ...
HacToswum yaocTosepsercs, uro ...
My, 4TOBbI NOATBEPAUTS, HTO ...
OparuTe, noXanyiicTa, BHUMaHHE, TO ...

BOIMOKHO, MHE C/CAYeT OTMETHTS, 4TO ...

Ans Hac BaxHO, HTOGbI
CornacHo MouM 3anucam
Kak Bam u3sectHo ...

Kax Bol ysuguTe u3 ...

O6pauaem Bauwe BHUMAHME Ha TO, 4T ...

B orBer Ha Bauwe NMCbMO .

B OTBeT Ha Baw TenedoHHbIi 3anpoC ...

Kak Bbl 3HaeTe 13 peblAYUIeH NepenicK ..

Mbi COTACHBI Ha Balle NPEAIONEHHE.

M TuarenisHo paccmotpeny Bawe
npeanoxenve.

Mbl NPUAEPKUBAEMCH AAPYTOTO MHEHUA.
Mbi Hamepesaemcs ...
TIPUAOKEHO K IUCbMY ...

CMOTPUTE BAOKEHME ..
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My (our) apologies for
We offer an apology for

Please accept my apologies for .

| wish to offer my sincere apologies for .

.. not coming to
.. taking so long to answer your letter.

delay in ... which was entirely outside our
control.

the trouble (inconvenience) it may have
caused you.
| am sorry that .
| must apologise that ...
| sincerely regret that....

| was extremely sorry that

MpuHoLuy cBOM (Haluv) M3BUHEHNS 33

TpUHOCHM M3BUHEHWS 32

MpUMMTe, NOXANYVACTa, MW U3BHHEHNA 32 ...
X0y PUHECTI CBOM CaMbie UCKpeHHME
SBMHEHNS 3 .

70, 4TO He NPUWEN ..

70, 4TO AOI0 He OTBeNaN Ha Balue NUCHMO.

- 3/CPKKY B .
Hauei BuHe.

KoTOpas npousowna He No

. T0 6eCOKOMCTBO (Heyao06cTB0), KoTopoe
370 BOIMOKHO NPU4MHWNO BaM.

Mpowy M3eUHMTS 3a T0, 4TO
LlomKeH MIBUHMTECA 32 TO, 4TO ...
A UCKPEHHE COXANEIO, HTO ...

l O4EHb BUHOBAT B TOM, 4TO ..
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We shall do our best to ...

Please do not hesitate to let us know if you
require any other information.

Please do not hesitate to get in touch with me if
you would like to receive:

Please let me know if you require any further
information or assistance.

Should any questions arise during .. please do.
not hesitate to contact us.

We will be glad to answer any technical
questions on the

I you need something else, please let me know.
Should you have any problems regarding this
work, please do not hesitate to contact me.

You may be assured that | will make ...

| will do my best to bring this matter to a
satisfactory conclusion.

Mbi cpenaem BCE BO3MOXHOE, HTOGI ..

He crechsiiTecs, NOXany/icra, ckasats, ecan Msi
MOXeM BT Noe3HI Bam dem-HUGYAL.

Toxanyiicra, He CTecHsiiTech 06PATHTLCA KO MHe,
€CAIM 32X0TUT NONYHMTS ...

Coobuyure, nowanyiicra, ecau Bam notpeGyerca
RankHeiias WHOOPMAUUS W NIOMOLLS.

ECAM BOSHIKHYT KaK¥ie-/0 BOMPOCs B Teuenwe
NOWANY¥CTa, He CTECHAITECH 0GPaTHTLCA.

Mbi 6yziem pajs! OTBETUTS Ha /MOGbIE TexHHdeckHe
BOMPOCE! OTHOCTENHO .

ECAM Bam HY)HO STO-HUGYAb eis, noxanyiicra,
coobupe.

Ecnw y Bac 803HKAM Kakie-mG0 npo6emi &
‘OTHOWEHIN 3TOF PaGOTb, He CTecHsiiTecs,
noXanyiicra, 0BpATUTLCS KO MHe.

Moxere BT ypepess, 470 Al npeApHMY

A cANaI0 BCE, YTOBbI A0BECTH 3T0 AE0 AO
YeneuwmHoro 3asepueHis.
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Dear Sir,

Dear Sirs,

Dear Madam,

Dear Mesdames,

Dear Sirs or Mesdames,

Ladies and Gentlemen,

Dear Mr. Green,
Dear Miss White,
Dear Missis White,

Dear Ms. Brown,

To whom it may concern

YBaaeMbiit rocrnoauH,
(cTPOro OGUUMAEHO, KOTAa HE HIBECTHO
WM He yia3biBaeTcs 1w wenoseia)
YBaxaeMmble rocnoga,

Yeaxaeman rocnoxa,

Yearaembie gambi,

Yoawaembie AaMbl U FOCNOAa,

Yeawaembiii Muctep fpur, (obuuMansHo)
Ysaxaemas mucc Yaiim,

Ysaxaemas muccuc Yadim,

Yeawaemas M3 BpayH

(MM3 — yHuBepCansHoe oBpallentte U k

MUCC, M K MUCCHC)

[\ NpEALABAEHHS NO MeCTy TpeGoBaHMs
LNA Tex, KOro 3T0 MOXET KacaTbCs
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Unfortunately,

Unfortunately, | have been out - on
business in ...

| was sorry to learn from your letter that ...
| am sorry that | have no better news for you
today.

| am sorry to hear (to learn) that ...

| am afraid that

| am sorry (I regret) to say (to inform you, to
tell you) that .

| regret to inform you that

To my great regret | must inform you that ...

has not been possible for me to
... <..> have already been sold.

- ..we cannot find any trace of

there has been some misunderstanding
over the ..

at present we do not have any ...

-...we shall not be able to arrive on <date>,
as planned.

- ... 1 have not yet managed to organize

K coxanenmio

K coanenmio, Mews He Gbno, 5 Gbin &
[Aen0BOi Noe3AKe B ...

A ¢ cokaneHvem y3Han u3 Balero nucema,
4ro...

Coxanelo, 4To Ha CETOAHA Y MeHA HeT A/ Bac
NyMWMX HOBOCTei

C cokanermem y3Han, 4ro

Boloc, uro ..

C cokanenuem coo6uaio, 4o ...

K coanemio, BbIHyXaeH CoobuuT, Ba, uTo

K MoeMy BeNMKOMY COXaneHmio, 5 AOMKEH
v3BecTUTH Bac, uTo ..

¥ MeH He G510 BOIMOKHOCTU

<..> YKE IPOAAHBI

. Mbl HE CMOT/IM OBHApYXHTh Kakix-n60
cnegoe ..

NPOUIOLO HEKOTOPOE HEAOpasyMeHHe B
oTHOWeHMN ..

- .. B HACTOAILEE BEMA Y HAC HET KaKWX-TH6O

MBI He CMOXEM NPHGHITL <AaTa>, Kak
nAaHMpoBanock.

A HE CMOT NOKa 4TO OPraHU30BaTh
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Please let us know whether you can supply ...

We shall be very grateful for any assistance you
can give us in this matter.

As the matter is urgent, will you please let us
have a reply as soon as possible?

MPOcM coOBUMTL Ham, CMOXeTe i Bbl
nocrasure

ByAeM NpU3HaTeHLI 32 HO6YIO MOMOLLS,
KOTOPYIo Bl MOMETe OKa3aTb HaM 6 3TOM Aene.

Mockonsky Bonpoc Gesotnararenen, npocum Bac
AATH OTBET Kak MOXHO CKOpee.





cover.jpg
AHHA KYPWY






image3_60b766c28ba84c1a22e1368d_jpg.jpeg
Please send us ...
We kindly ask you to send us ...
Please inform us about

Please take notice that ...

We would like you to send us ...

Please take all necessary measures for

We will appreciate your i
decision concerning .

forming us of your
We ask you for some additional information ..
| would appreciate very much if you send me,
according to clause 6 of the agreement ...

Please take note of the ...

Please send us urgently.
our contract.

accordance with

| wonder if you would do me a favor ...

| wonder if you could help me to ...

Could you please send me-..

We would kindly request to provide us with ...

| (we) would (should) be most (extremely)
grateful if you could

.send me
confirm that ..
notify .. that .
add some data about ...

and purchase of ..

correspond with me regarding the sale of ..

Mpocum BbicnaTh HaM ...

TPOCM He OTKa3aTL B TIOGE3HOCTH BLICAATS HaM ..
Mpocm CooBuTS HaM o ..

Mpocum 3ameTuTs, 4T ...

Mbi XOTUM, 4TOBbI B1 BHICAG/IA HaM .

FpOLLY NPUHATS BCe HEOGXOAMMBIE MEPI AN ..

Mbi 6yaem Gnaroaaprsi Bam 3a coobujenme
BalEo peweHHs OTHOCUTENLHO .

Mpocum y Bac HEKOTOPYIO AOMONHUTENLHYIO
MHGOPMALMIO O .

#6617 611 0eHs 61aroAapeH, ecm b1 Bbt Boicna
MHe COTnacHO NyHKTY 6 A07080Pa...

OGparuTe, noXanyiicra, BHUMaHMe, TO ..

BbIWAMTE HaM, NOXAAYIICTa, CPOUHO ... B
COOTBETCTBUM C HaLIHM KOHTPAKTOM.

XoTenoce Gbi 3ar, He MOweTe /i Bl OKa3arh MHe
moGesHocTs

XOTenocs Gbi 3Ha, He MOXeTe /i Bl MHE NOMOS

ByasTe AOGPLI NpUCAATS MHe ...

Mi npocum oecneuwrs Hac

A 6610 611 BecbMa Gnaroaapen, ecnv Gbi By
Mo

. npHCAaTS M.
noaTeepaUTS, 4T0

3BECTHTS ., 41O ..

AOGABATL HEKOTOPSIE AZHHBIE O .

CBA3ATHES CO MHOR 10 N0BOAY NPOAIKH ...

nokyNKH ..
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We are delighted that ...
| shall be happy to discuss with you...
| am pleased to send you a copy of ..

We are pleased to learn from your letter
that you have decided to ..

We are most pleased that you want to
buy ...

| was delighted to hear the news that ...
It would be truly wonderful to ...

We appreciate your attitude.

M O4eHb Pagl, 4To ...
Byay c4acTae o6eyanTs ¢ Bami .
Pag BbiCnaTh Bam Kaemnnsp ...

Ham 651710 NPUSTHO y3HaTh u3 Bawero
NUCHMa, 4TO Bbl pewnn ..

Ml 04eHb pasi, 4T0 Boi NOXeNanM KynuTs

6610 BOCKHLLEH, Y3HaB, 4TO ...
Bb110 Gl ACHCTBHTENLHO 3AMEUATEBHO ...

Mi eHim Bawwy nosuumio.





