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KOPUCHI ®PA3UN /1A HANNCAHHA JTUCTIB

CTPYKTYPA JINCTA

[MpunBITaHHA

MpunBiTaHHA-060B’A3KOBa YacTMHa Byab-AKOro aucTta. NpuBiTaHHA BiAPI3HAETLCA 3a1€XKHO Bif,
TOro, KOMy aApPeCcoBaHMM ANCT. AKWO APYroBi, TO NPUBITAHHA MOXe 3By4aTH TaK:

e Dear Fibi,
e HiGreg,
e Hello Kate,

AKWO 6AM3bKOMY APYroBi:

e My sweet Ann,
e Dearest Andrew,
e My dear Carol,

AKWO ANCT 0DiLiMHNI, TO NPUBITAHHA MOXKe ByTu:

e Dear Mr. Smithers,
e Dear Sir/Madam (AKWo0 He 3HAEMO KOMY came aZpecoBaHMn INCT)

Ob60B’A3KOBO CTaBTE KOMY MicAA 3BepTaHHA! A cam NMCT NOYMHANTE 3 HOBOrO PAAKA.

Bctyn
Y BCTyni A0 HeodiLiMHOro AMCTa MOXKHa:

® 3anuTaTW AK CNpaBsu

® HanucaTwu, WO BM CNOAIBAETECA, LWO Y ApYyra Bce gobpe

e BMOAUYMTMCA, LLLO BM AOBIrO HE NMUCANN

® MOAAKYBaTW MOMY 3a JIUCT (AKLLO B 3aBAaHHI BKa3aHO, LLO BM BiAMNOBiJaETE Ha
MOro nncT abo 3anuTaHHA).

3aranbHi dpasu ana HeodiliMnHMX NUCTIB:

e How are things going? — Ak cnpasu?
e Sorry for not writing for so long. — Bubay, wo dos2o He nucana.
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e Thanks for your letter. — [lakyto 3a meo2o aucma.

e /’m so glad to hear from you! — A maka pada noyymu 8io0 mebe!

e [twas great to get your letter. — A pada ompumamu 8i0 mebe nucma.
e Thanks a lot for dropping me a line. — [lakyto, wjo Hanucana.

Y BcTyni A0 0diLiMHOro INCTa BaXKAMBO HanmcaTn YoMy Bu nuwweTe (To6TO 3i BCTYNy NOBUHHO
OYTM 3p0O3YMINIO Ha AKY TeMy INCT). Ppasu, AKi BXKMBAEMO B NepLLuomy ab3alli, 3a1eXaTb BiJ TeMM
InCTa.

OcHOBHa 4YacTMHa nucTa (2-3 ab3aum)

B OCHOBHI YaCTUHI NOTPIOHO PO3KPUTU TEMY, AK BKA3aHO B 3aBAaHHI. AKLLO NPOCATb PO3KPUTHU
NeKinbKa acnekTiB abo BiANOBICTM Ha AeKiNbKa 3annTaHb, 060B'A3KOBO BUKOHYMTE BCi YMOBM
3aBAaHHA (MUWITb MIHIMYM [Ba peyYyeHHA Ha KoXKeH NyHKT). [Mo4yHiTb 3 3aranbHoi ¢pa3smu.
BrKopumcToBynTE CNONYYHI cnoBa Ta Gpasu.

3aBeplleHHA

Y 3aBepLlasibHii YaCTMHI AMCTa NOTPIOHO BXMBATK Gpa3n BiANOBIAHO A0 TEMM.

3aranbHi dpa3u ana 3aseplieHHA HeoPiliMHUX NUCTIB:

e What do you think about...? — llJo mu dymaew wo0o...?

e Tell me (please) what’s your opinion on this matter. — CKaxcu wo mu 0yMaew w000
Ub0o2o.

e [’meager to hear from you. — [lyxce xo4y noyymu 8io mebe.

e [ooking forward to hearing from you. — 3 HemepniHHAM Yekaro noyymu 8i0 mebe.

e Go write back as soon as possible. / Write back soon. — Bionuwu AxkHaliwesuouwe.

e |look forward to meeting you. — 3 HenepniHHAM Yekato mebe noba4yumu.

e Give my best regards to your family. — lNepedati eimaHHA cim’T.

[MpoLaHHA
MpouwaHHA € 060B'A3KOBMM €/1eMEHTOM JINCTA. AK i NPUBITAHHA, BOHO MOXe byTun

odiuinHe i HeodiuiMHe.
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Odiujinne:

e Yours faithfully (konn B NpuBiTaHHI M1 3BEPTANIMCb HE 4,0 KOHKPETHOI 0cobK, a BXK1BAK
Dear Sir/Madam)
e Yours sincerely (Konn B NpUBITaHHI MM 3BEPTANIUCb 10 KOHKPETHOI 0CcobM)

HeodiuinHe:

e Best wishes / All the best
e [ove / With lots of love

e Take care

e Yours

Takox € BapiaHT Kind regards, akuit Ha npakT1Li niginae ana HeodiuiMHoro Ta HaniBoiLiMHOro
cTunto nncta. Ane B amcTi Ha 3HO Kpalle BUKOPMUCTOBYMTE HaBeAEeHI BULLIE BapiaHTM.

TN NUCTIB

Ta ppasm, AKi BapTO BXMBATK B iX Pi3HUX YaCTMHAX:

HEO®IUIAHUIA INCT

XapaKTepHNUMM O3HaKaMM HEOILLIMHOro NCTA €:
e [lpusitaHHa (Dear + Name, Hi + Name)
e CKOpo4eHHsA, abpesiaTypu, pa30Bi AiECNOBA, iAiOMM Ta CNEHT
e 3akiH4yeHHA (Lots of love, Yours, Best regards)

HANUCAHHA NUCTA, WWOB NOMNPOCUTU NOPALU
(Letter Asking for Advice)
BCTYMN
I’m writing to ask for your advice. — A nuwy nonpocumu nopaou.
Can you give me your advice. — Yu moxcew nopadumu meHi?
I've got a problem and | need your advice. — B meHe € npobnema i meHi nompibHa nopaoa.
KIHLLIBKA

What do you think | should do? — LLlo mu dymaew meHi pobumu?
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Please let me know what you think | should do. — byOb nacka, 0ati 3Hamu wo mu OyMa€eW MeHi
gapmo pobumu?

Please tell me what to do. — Ckaxcu wo meHi pobumu.

HANWUCAHHA NUCTA, WOB AATU NOPALY
(Letter Giving Advice)
BCTVYTI

| just got your letter and | think | can help you. — A woliHo ompumana meos aucma i 4 Oymaro s
moxcy mobi donomoamul.

| was sorry to hear about your problem. Here’s what | think you should do. — MeHi »ane yymu
npo meoro npobaemy. Ocb wo mobi eapmo 3pobumu, Ha MO OYMKY.

OCHOBHA HYACTUHA

Why don’t you... - Yomy 6 He...?

You should/ought to... - Tobi sapmo...

It would be a good idea to... - bysno 6 0obpe...
What you should do is... - Tobi sapmo...

How about...? - Ak wo0o...?

| think/quess you should...- 4 dymaro mobi sapmo...

The best advice | can give is...- Halikpawa nopada, Ky 8 Moy damu — ue..
KIHLIBKA

Hope this has helped... - Haditocsb ue 0onomoaso.

Let me know what happens... - [lati 3Hamu wo 8i0bydemscA...
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HAMWNCAHHA TMCTA-BUBAYEHHA
(Letter of Apology)

BCTYM
I hope you will understand when | say that... - Haditocb mu 3po3ymMi€ew, Koau A CKaxcy, Wo...
What can | say except I’m sorry that... - LL|o 8 MOXty CKG3amu OKpPiM mo2o, W0 MeH| X#asb...
I’'m sorry for... - MeHi »anb, wo....
| owe you an apology... - A suHHa neped moboro.
I’'m sorry if | upset you in any way... - Buba4, aKujo 8 uum mebe 3acmyyy...

| can’t describe how sorry | am and how quilty | feel... - A4 He moxty nepedamu AK MeHI #anb i
AKOI BUHHOK f NOYYBAKOCb...

KIHLIIBKA

| hope you believe me when | say how sorry | am... - Haditocb mu nogipuul MeHi, AKUW,0 A CKaxXcy
AK MeHI 1caseb...

I can’t tell you how sorry | am... - He moxcy nepedamu aK MeHi ¥ars...
| beg you to forgive me for... - bnaearo, npobay meHe 3a...

There is no excuse for...and | hope you’ll forgive me... - Hemae sunpasoaHHs 3a ... i 4 HA0itOCb
mu meHe npoba4yuuwi 3a...

HAMNWUCAHHA NUCTA-3AMNPOLLUEHHA
(Letter of Invitation)
BCTYMN
I’m writing to invite you to... - A nuwy 3anpocumu mebe Ha...
I’d love it if you could come to... - A4 6 6yna pada, Akbu mu npuliwa Ha...

We’re organizing a...and would love it if you could come... - Mu opeaHizosyemo... i 1 6 byna pada,
AK6U mu npudwna.

OCHOBHA YACTUHA
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In case you don’t know the way, I’ll give you the directions. — Akuwo mu He 3Haew dopoau, A 0am
8KA3IBKU.

I have included some directions. — A 0o0ana 8Kasigku Ak dobpamuce.

Here are a few directions so you don’t get lost. — /loOaro KinbKa BKA3i80K, wob mu He
3aeybunaces.

KIHLLIBKA

I hope you’ll be able to make it... - Haditocb mobi sutioe nputimu.

Hope you can come... - Haditocb mu 3moxcew npulmu.

Looking forward to seeing you then. — 3 HemepniHHAM Yekato 3ycmpidi 3 moboro.

Please let me know as soon as possible. — byde nacka, 0ali MeHi 3Hamu AKHaltiwsuowe.

ODILMHUA INCT

XapaKTepHUMM 03HaKaMu OQiLLIMHOro NCTa €:

e [lpusitanHa (Dear Mr./Ms. Spence, Dear Sir/Madam)

® BWKOPWUCTAHHA NAaCMBHUX KOHCTPYKLLM

o OdiUinHMM cTUNb (6e3 ckopoyeHb, abpeBsiaTyp, Gpa3oBUX AIECNIB Ta CAEHTY).
BuKkopucTaHHs odilinHmx ¢pas 3 could, would.

e 3akiH4yeHHa (Yours sincerely (konn Bigomo o koro nuwemo), Yours faithfully (konv He
BiZLlOMO [0 KOTo NuLLemo))

HANNCAHHA IUCTA-CKAPTA
(Letter of Complaint)

o O]iLiMHMIA CTUNb HAaNMUCAHHSA

e MoxHa BmkopuctoByBaTu Mild language abo Strong language 3aneHo Bif NoYyTTiB
TOrO, XTO CKapKM1TbCA. [poTe, He paZKy BUKOPUCTOBYBATM HAATO CTPOTi 3BOPOTH i
BMMOTIVBI TBEPAIKEHHA.

e Pob6iTb HOBMIM ab3al, AN KOXKHOrO HOBOTO MYHKTY 3aBAAHHA.

e (0608B’A3KOBO BKaXKiTb MPUYMHY HAaMMCaAHHA CKapru B nepwomy ab3adl.

e YCi CKaprn NoBMHHI BYTK NiATBEPAKEHI AOKa3aMMU.

KopucHi dpasn ans HanucaHHA CKapru:
www.Ianguageparadise.com.ua
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BCTYII

(Mild) I am writing to complain about/regarding/on account of/because of/on the subject of... -
A nuwy, wob nockapxumucs Ha/wodo/4Yepes...

I am writing to draw your attention to... - A nuwy, wob npusepHymu Bauwly ysazy 00...

I am writing to you in connection with... - A nuwy y 38’A3Ky 3...

(Strong) | was appalled at... - A 6yna HaxcaxaHa...
| want to express my strong dissatisfaction with... - Xo4y sucsno8umu c80€ He3a0080/1€HHA...

| feel | must protest/complain about... — A Mywy nocKapmumucs Ha...

RIHLIBKA

(Mild) I hope/assume you will replace... - Haditoce Bu 3amiHume...

| trust the situation will improve. — Bipto wo cumyauyia NOKpau,umascs.

| hope the matter will be resolved. — Haditocb numaHHsa byde supiwieHo.

| hope we can sort this matter out amicably. — Haditoce mu 3moxcemo supiwiumu uro npobsemy
MUPHO.

(Strong) / insist you replace the item at once. — A Hanonszaro Ha momy, u,ob Bu HeaaliHoO
0OMIHAAU UKo piY.

I demand a full refund. — A sumazaro nosHo20 8iIOUIKOOYBAHHSA.

I hope that | will not be forced to take any further action. — Haditoce a He by0y 3myuieHa
nputmamu HacmynHi mipu.

HANMNCAHHA NNCTA-BUBAYEHHA
(Letter of Apology)
BCTYMN
I am writing to apologise for... - A nuwy suba4umucs 3a...
I must apologise for... - Mywy suba4umucs 3a...

Please accept my sincerest apologisies for... - Byob nacka, npulimimes moi wupi suba4yeHHs 3a...
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How can | apologise enough for... - Ak 8 Moxy subayumucs 3a...

KIHLUIBKA
Once again, sincerest apologies for... - LLle pa3, npulmime moi wupi suba4yeHHs 3a...
I hope you will accept my apologies... - Haditoce Bu npulimeme moi suba4yeHHs 3a...

I hope my apologies will be accepted. - - Haditoce moi subaveHHa 6yoyme npuliHAMI.

HAMUCAHHA TNCTA-3ANPOLUEHHA
(Letter of Invitation)
BCTYTI
We would be honoured if you... - Mu 6 manu 3a yecms, akbu Bu...
| cordially invite you to... - LLlupo 3anpowyemo Bac...
Your presence would be appreciated at... - Bawa npucym+icms Ha ... 6yoe 3a padicme...

You are invited to attend... - 3anpowyemo giogioamu...

OCHOBHA YACTUHA

In case you don’t know the way, I’ll give you the directions. — Akwo He 3Haeme dopoau, 4 0am
8KA3IBKU.

I have included some directions. — A 0odana skasisku Ak 0obpamuce 00 AUCMa.

Here are a few directions so you don’t get lost. — Ocb OeKinbKa 8Kka3iBoK, ujob Bu He 3a2ybunuce.

KIHLUIBKA
We would be grateful if you could... - Mu 6 6ynu 804a4Hi, akbu Bu moanu...

Please indicate whether you will be able to attend... - byOb nacka, skaxime 4yu Bu 3moxceme
giosioamu...
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HAMUCAHHA CYNPOBIAHOIO INCTA
(Letter of Application)
BCTYTI
| am writing with regard to your advertisement... - 4 nuwy cmoco8Ho Bawo2o 020/10uWeHHS...

I am writing to apply for the post/job/position of/which | saw advertised in... - A nuwy, wob
nooamu c8ot0 KaAHOUOAMypy Ha 8AKAHCItO...AKY A nobayus ...

OCHOBHA YACTUHA

For the last.../past year | have been working as... - Bnpo0ost 0CMaHHiX.../MUHYM020 POKY A
npaytosanda...

I have had experience of... - A mana docsio...
Two years ago | was employed as... - []lea poku momy A npaytosanda...

| worked as...before... - A npauytosana...paHiuie/00 moeo, fK...

KIHLIBKA
| would appreciate a reply at your earliest convenience. — A 6 6yna 8094YHa 30 WBUOKY 8i0N08IOb.

Please contact me regarding any queries you may have. — 3s6epmalimecs, AKW,0 Mamumeme
6y0b-AKi 3aNUMAHHSA.

| enclose my CV and | would be glad to attend an interview at any time convenient to you. — A
dodaro ceoe pestome i byna 6 pada npolimu cnigbecidy y 3py4Huli 0214 Bac yac.

I look forward to hearing from you in due course. — 3 HemepniHHAM Yekato 8idnosidi 8id Bac.

HANWUCAHHA ECE

HanuuwiTe CNMCOK aprymeHTiB, SIKi Xo4eTe HaBeCcTX 3a Ta NPOoTM nepes, No4YaTKom poboTh Haj
ece. KoXXeH apryMeHT NOBMHEH MATWU NOSICHEHHA YoMy BuM Tak BBarkaeTe. 3BEPHITb yBary, WO
KoXkeH ab3al, noB1UHEH MaTu binblie oAHOro peyeHHs!

He BuKopucToByimTe HeOiLiMHNI CTUAL (CKOpPOYeHHSA, GPa30Bi AiECNOBA, C/IEHT Ta iH.), @ TAKOX
He BMKOPUCTOBYMTE HaATo cubHY nekcuky (I firmly believe...)

AKLWO MOXIMBO, BUKOPUCTANTE UMTATY, NOB’A3aHY 3 TEMOO 3aBAAHHSA.

Po3nouymHanTe KoXKeH ab3al, 3 peYeHHA-NiACYMKY, AKe BUCBITAOBAaTMME TEMY LiiIoro ab3ally.
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IHWi Pppa3m, AKi BapTO BXKMBATK B MMCbMOBUX 3aBAAHHAX:

BucnoeneHHA Aymku

e | think / guess / believe / consider — s dymaro

e From my point of view — Ha MoK OyMKy

e Asfaras|am concerned, - w0 cCmocyemsca MeHe,
® /n my opinion — Ha MO OYyMKy

e [(don’t) agree that — a He N0200XyCb, U0

e To my mind, — Ha Moo OYMKY

e | am inclined to believe that — A cxcunsHa dymamu, wo
e [t seems to me that — Ha Mo OyMKy

e To me, — Ha MO OYMKY

e As for me —Ha Moo OyMKy

® [n my view, —Ha MO OYMKY

e Personally | feel/believe that — Ha Mot OyMKy

e To my way of thinking, — Ha Mmoo OyMKy

e |feel very strongly that — Ha Mmoo OymKy

e [t strikes me that — Ha Mmoo OyMKy

BnopobaHHA

e Asforme, | like /love / enjoy — Ak Ha meHe

e Most of all | like / love — meHi Haltbinblue nogobaeTbes
e | adore —meHi ay*ke nogobaeTbea

e |I'm totally / really into — meHi ay»ke nogobaeTbes

e |'m crazy about — meHi ayxe noaobaeTbcs

e | don’t like/dislike — meHi He nogobaeTbCA

e [|'m not a huge fan of — meHi ay*e nogobaeTbces

e |hate.../|can’t stand —a He MOy TepniTu

e Thisis not my cup of tea. — Le «He MO€e»

MNepesaru Ta HeQONIKK

e One (dis)advantage of
e Another (dis)advantage of
e One other (dis)advantage of
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e The first (dis)advantage of
e A further (dis)advantage of
e The main/greatest (dis)advantage of

MNopAaaKoBIiCTb AYMOK

e Firstly, - no-nepwe

e First of all, - no-nepuwe

e To start/begin with, - no-nepuwe

e |nthefirst place, - no-nepuwe

e Afterwards,/After this/that, - okpim Lboro

e Then,/Next, - oOKpim LbOTO

e Secondly/Thirdly, - no-apyre/no-tpete

e Finally,/Lastly,/Last but not least, - Ha 3aBepLUEHHS

[opatkoBa iHpopmauia

e Aswellas

e Furthermore / Moreover / What is more
e Additionally / In addition to

e Apart from this,

e Similarly / Likewise

e Besides

e ..not to mention the fact that
e Notonly .., butalso

o Aswell

e Both...and...

e On top of that

MNopiBHAHHA Ta NPOTUCTABNEHHSA

e |n contrast /By comparison —y NopiBHAHHI
e On the other hand — 3 iHWOI cTOpPOHM

e Although - xoua

e However - npoTe

e Meanwhile —B ToM Yac, aK
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Mpuknagn

e For example / For instance - Hanpuknag,

e The best example is... - HaKpaLWMIt NpUKNag,
e Such as/ Like — Takum ak

e Togive anillustration — gna npuknaay

Haronoc

e Obviously, - oueBnaHo

e C(Clearly, - oueBMAHO, 3p0O3yMIiN0

e Needless to say, - HEMa€ 3MiCTy roBOPUTH
e Of course, - 3BMYanHO

3arasibHi TBepKEeHHA

e Asageneralrule, - 33 3arafibHMM NPaBMIOM
e |ngeneral, - B 3aranbHomy

e Onthe whole, - B Ljinomy

e Generally, - B 3aranbHomy

lNocunaHHA Ha oXepeno

e With reference to — nocunatoumch Ha
e According to — BianoBiaHO A0/3a coBamM

lNpoTuctasneHHA

e Nevertheless,/nonetheless,
e but

e atthesametime

e vet/however

e Although/Even though

e Regardless of the fact that
e |n spite of the fact that

e Despite the fact that

e Onthe other hand,

e Alternatively,
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e |n contrast,

BUHATKKU

e apart from - oKkpim
e but-ane
o except(for) - okpim

Ymosu

e on the condition that —3a ymoswu, wo
e provided (that) —3a ymosu, Wo

e providing (that) —3a ymosu, Wo

e aslongas—3aymoBu, WO

e only if — nnwe akwWwo

e inthe event of/that —y BunaaKy, aKwo
e in case (of) —y BMMNaaKy, AKLWLO

e otherwise — B iHWOMY BUNaaKy

MNepedpasyBaHHA

e |n other words, - iHWKMMKM cnoBammn
e Thatis to say, - To6TO
e To putit another way, - iHaKLLe KaxKyum

NoAibHicTb

e similarly,
o likewise,
e inthe same way

lNoACHEeHHA NPUYNHMK

e Because / Because of/In view of/Owing to
e Owing to the fact that

e Due to the fact that

e Onthe grounds that
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e As/Since
e For this reason
e Seeing that

[MoAcHeHHA meTun

e for fear that — 6osuuncs, Wwo
e 5o that

e to/in orderto

® incase

e soasto

Miacymok

e Tosum up -y Niacymky

e |n conclusion —y nigcymky

e Above all —y miacymky

e All things considered — 6epy4un Bce A0 yBaru

e To conclude —y miacymky

e As was previously stated, - AK 3a3Ha4Yanoch paHille
e Lastly, —y niacymky

e To put it briefly, - KOPOTKO Kaxyun

e |nshort, - KOPOTKO KaxKyum

e Briefly - KopoTKO Kaxyumn
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