1 Letter

INFORMAL LETTER

Greeting JINCT NOYMHAETLCS i3 3BEPHEHHS

Introduction Ha nouyaTky nucra 3a3Buyan

OaKkyloTb agpecaTty 3a
paHille oTpuMaHy
KopecnoHAeHUito

3ragytoTb SKMNCb GakT 3
OTPUMaHOro N1cTa

BubayatoTbcs, WO He
nnucanu paHiwe

Main Body TyT NOBUHHI 6yTN pO3KPUTI BCi

YMOBW, 3a3Ha4yeHi B 3aBAaHHI.

0O60B'AA3KOBE CTPYKTYPYBaHHSA

no a63sauyax!

KO>XXHY YMOBY pO3KpuBalOTb

B oKpeMoMy ab3aui.

Dear Sally,
Hi, Jack!

Thanks (a lot) for your last letter.
Many thanks for...,

Your last letter was a surprise.

How nice of you to ...,

I was awfully glad to get your letter.
It was great to hear from you.

I was happy to hear that...

I'm glad you passed your History test!
Sounds like you had a great time in London!

Great news about your ... !

I must apologise for not writing,

I really should have written sooner,
Sorry I haven’t written for so long,

Sorry I haven't been in touch for so long.

Sorry, I've taken so long to put pen to paper,

(but I was really busy preparing for my
school-leaving exams)

Mepexin 4O OCHOBHOT YacTUHN:

Anyway, I'm writing to tell you about...

B1MKOpPUCTaHHS PO3MOBHUX 3BOPOTIB:
Guess what?

You know...

Another thing,

Can you imagine...

If I were you, I1d...

By the way,

Well,



Jonyctnmo o6'eaHaHHA ABOX

61M3bKNX 3a 3MICTOM YMOB B OA4HI BUKOPWUCTaHHS CNiB-3B'A30K:

abzau.
And, but, because, so, that’s why, who, which,
that, if...
BxxuvBaHHSA (pa3oBuX AieCNiB:
take up a hobby, my friends come round...
Conclusion Y KiHUi nucTa cnig Well, I must finish now because I have to walk

the dog.

Well, 1I'd better go now as I have to do my
* MOSACHUTU NPUUYNHY, YOMY homework.

BW 3aKIHYyeTe mct I've got to go now. It’s time for my favourite

TV show.

I'll write again soon.
. Write back soon !
+ 3ragaTtuv npo noganblui
KOHTaKTW. Looking forward to seeing you.
Hope to hear from you soon.
Take care and keep in touch.
I can’t wait to hear from you !

Drop me a line when you can.

Ending Us dpasa 3anexuTb Big cTyneHa Lots of love, Much love,
6nu13bKOCTi aBTopa i aapecarta, nicns )
Hel 3aBX/au CTaBUTLCA KOMa. Best wishes,  All the best,
(3 HOBOrO psiaka) Yours, Your friend,
Signing off Ocobucti  nuctm  nignucylote  6e3  Sally

3a3HayeHHs npisBMLa )
David
(3 HOBOro psgka)

FORMAL LETTER

MpuTamaHHe ogilinHOMY NUCTOBI:

® 4yacCTe BXWBAHHS MACUBHOrO CTaHy;
e O0diUiMHMI CTUIb MOBNIEHHS (HEe CAif BXWUBATU CKOPOYEHHS, i4iOMM Y1 BUCIOB/IIOBATU BNACHi eMoulii
Yy AOBIIbHUX NPUKMETHUKaX, MeTadopax, NoeTUYHUX dpasax, y pO3MOBHOMY CTUI).

Greeting JINCT NoYMHAaETbCS i3 Dear Mr/Ms (surname); Dear Sir/Madam; Dear Sir or
3BEpPHEHHA Madam,

Reason for Ha noyaTky nucra I am writing to ...

writing 3a3BMYal BKa3ykTb

NPUYMHY 3BEPHEHHSI. I am writing with regard to ...

I am writing on behalf of ...

I am writing to complain about ...



Asking questions

Referring to their
letter

Complaining

Closing

Signing off

TyT NOBUHHI 6yTK 3aaaHi
yCi MUTaHHSA, Wo Bac
LikaBnaATb, BiANOBIAHO A0
NMPUYUHU 3BEPHEHHS.

MocnunaHHa Ha nncT
(nonepegHin) agpecaHTa.

Y pasi HanucaHHS ckapru.

[MpoxaHHs npo
BiAMNOBIAb;

3aBYacHa noasika
npo AomnoMory;

BUC/IOBJIEHHS
crnojiBaHb, WO
npobnema 6yae
BUpilLeHa.

Bka3yeTe cBOE NoBHe iM'a
Ta npissuLe.

I am writing to request your advice ...

I am writing to apply for the post of ...

I would be grateful if ...

I wonder if you could ...

Could you ...? Could you tell me something about ...?
I would particularly like to know ...

I would be interested in having more details about ...

I would be grateful if you could send me some
information concerning ...

I regret to inform you that ...

I was pleased to get your letter and I will tell you what
I think ...

As you started in your letter, ...

Regarding ... Concerning ... With regard to ...

I am writing to complain about ...
You said ... but in fact what happened ...

We were supposed ... we actually ...

If you require any further information, please do not
hesitate to contact me.

Thank you in advance for your help, and I look forward
to hearing from you.

Please contact me if you have any further questions.

It would be very much appreciated if you could reply at
your earliest convenience.

I hope that the matter will be resolved quickly ...

(If Dear surname) Yours sincerely,
(If Dear Sir/Madam) Yours faithfully,

First name + surname

Sentence connectors

1 Sentence connectors



BUKOpPUCTOBYIOTLCS AJ1ISt BCTAHOBJIEHHS 3B’A3KY MiXK pe4Y4eHHSIMUN, Wo6 HapaTn Yy3rog)KeHocCTi i
MocnifoBHOCTI BUKNagy AYMOK B a63aui. BOHN BUKOHYIOTb Pi3Hi (hyHKLIii i po3milleHi Ha noyaTky
peyeHHs. Sentence connectors BUKOpUCTOBYHOTbCA OISt BCTYNY, NOCAiAOBHOCTI BUKNaay, KOHTpacTy i T.4.

SENTENCE CONNECTORS

[To-mepre, mo-apyre, MO-TPETE 1 T.11.
Jlani, HapemTi, 0CTaTOYHO

Ha nomarok

Kpim Toro

Takox

B manwuii yac / B maHHii yac

Binburicts / GBI BaXKIUBO
Haii6ipm1 icToTHO
Hacamnepen

VY nepury yepry

BaxauBo / icToTHO

OnHak
3 iHmoro OOKy
HaBnaku

B cuity nopiBHsSHHS
Ha Bigminy

B pesynbrari
SIk HacIi oK
TakuM 9YMHOM
Omxe
Otxe

IToxiOHuM yrnHOM
Takox
Takox

[TpuunnOIO
[Ipuunna

Subordinators

Subordinators BukopucToByoTbCA W06 3’€AHYBaTU pevYeHHs abo iX YaCTUHU i NepeBa>kHO PO3MILLYHOTbCS
BCepeauHi abo BKiHLi pe4YeHb.

SUBORDINATORS

Xoua
Xoua
HasiTb k110
V Toi1 yac sk



VY Toii yac sk

Tomy
Taxk o
Tomy 110

[Ticns
Komnu
Jlomoku

Komu 6 Hi, mopasy
Ho

SIkmo
Henaue
Ynu

ko He

Jle 6 He

e
Sk

Linking words and phrases

Xoua gesiki 3 UMx cniB BXXe 3raglyBasiucb siK TaKi, Lo 3’€QHYIOTb PeYeHHs, BOHU TaKOX MOXYTb
BMKOPUCTOBYBaTUCb U151 Y3rof)KeHHs peyeHb B a63aLli, Lo NoB’A3yI0Tb OAHY ifet0, aprymMeHT 3 iHLIUM.

LINKING WORDS AND PHRASES

Creprry / mo-niepiie, Ipyruid / Apyre, TpeTe /
TPETE T.A.

Jlaui, HapemITi, 0CTaTOYHO

Kpim toro, 1o Toro x

Hani / kpiM TOrO

Tammmi

Taxox

Ha 3akinueHHs

[TigBoAsYHM IMiICYMOK

I Tak
B pesynbrari

Sk HACIIOK

Tomy

Taxkum ynHOM

Otxe

OTrxe

Uepes; uepes Te, 110

be3cymHiBHO
JiticHo
OueBUIHO




3a3Buyaii

3a 3arajJbHUM BU3HAHHSIM
Hacmpasni

Oco6mmBo / 30kpema
Oco0mnBo

OueBUIHO

BaxxnuBo

1

Ha nopatok / nogaTkoBo / JOJaTKOBUM
Kpim toro

Taxoxx

Taxox

A Takox

Jos
Tomy o
OCKIIbKH
Sx

Yepes

Hamnpuknan
Hanpuknan
ToOTo

Takwnit gk

Y Tomy uucii
A came

Onnak

TuMm HE MEHIIT

TrM HE MEHIII

e

Xoua / xoua

Xoua

Ane

Ane, Bce xx

He3Baxkaroun / He3BaXkaroun Ha
Ha Biaminy (Bifx) / HOpiBHSIHO
V Toi1 gac 5K

V Toii yac sK

3 iHmoro OOKy

Hapmakm

AHaJIOTIYHUM YHHOM, TaK CaMoO
Takox

Taxox

IToxi6HO

Koimu, B Toii yac sk

Tak camo, sIK

[ToxioHo

Te x, 110

[TopiBHATH

[TopiBHsHO (3)




INGHSH BRI He Tine . ane i

As far as I know HACKUIbKH MEH1 BiIOMO
As a matter of fact BJIaCHE KaXKy4u

As things turned out SIK BUSIBUJIOCSI

As to / as for 110 CTOCYETHCS

At all 3arajiom

At first sight / at a glance 3 EPLIOTO MOITIALY

At any rate y BCAKOMY pasi

At least MpUHAKWMHI

Believe it or not BIpHUII YU Hi, ajie

By the way 10 peul

Certainly 0e3yMOBHO

Deep down B NIMOMHI Ay (HacrpasIi)
First of all IIEpII 3a BCE

For all / for all that TUM HE MEHILIE

For one thing HacamImepen

For one's part / on one's part 110 CTOCY€ETHCS KOHKPETHOI JIIOAVHU
For the most part B3araii

Frankly speaking BIZIBEPTO KaXKy4u

I dare say HaCMUJIIOCS] CKa3aTh

I wonder 1[IKaBO

If I remember rightly SIKIIIO 51 IPAaBUJIBHO MaM'ATako
If I'm not mistaken SIKIIIO I HE TIOMUJISIIOCS
In a nutshell KOPOTKO

In all probability / in all likelihood 10 BC1i KMOBIPHOCTI
In any case B Oy/1-IKOMY BUIIAJIKY
It goes without saying camo co00I0 3pO3yMiJIO
In any case y OyIb-SIKOMY BHUIIAKy
Indeed TiHCHO

In other words IHIIIAMH CJIOBAMH
Meantime THUM 4aCOM

Probably MOKJIUBO

So to speak TaK CKazaTu

To put it mildly M'SIKO KaXKyqH

Telling the truth YECHO Kaxyuu

To sum it up 1CYyMOBYIOUH

To begin with TTOYHEMO 3



