1. Obpawmenne

Dear Sirs, Dear Sir or ivladam

(ecnu BAM HE H3BECTHO M afipecaTa)

Dear Mr, Mrs, Miss or Vs

(ecii BaM H3BECTHO 1M aApeCcaTa)

Dear Frank,

(B obOpalleHHH K 3HAKOMOMY Y€I0BEKY)

2. Berynuienue, npeabiayuee oduieHue,

Thank you for your e-mail of (date)...

Criacu0o 3a Ballle HCEMO OT (uncna)

Further to your last e-mail. ..

OTBedas Ha Balde IMHCBMO...

[ apologise for not getting in contact with you before now...

S mponTy TPOLIEH A, 9TO J0 CHX MOp HE HATHCANI BaM. ..

Thank you for your letter of the 5th of March.

Crniacn6o 3a Balle nHCLMO OT 5 MapTta

With reference to your letter of 23rd March

OTHOCHTENEHO Ballero mickMa oT 23 Mapta

With reference to your advertisement in «The Times»

OtHocurensHO Bameit peknamsl B Talinc

3. YkasanHe npHYiH HAMICAHUST THCHMA

[ am writing to enquire about

S1 mery Bas, YTOOBI Y3HATE. ..

[ am writing to apologise for

S mymry Bam, 9To0LI H3BHHHUTECA 34. ..

I am writing to confirm

51 nunry sas, 410 OBl NOATBEPAUTS. ..

I am writing in connection with

51 muuTy BaM B CBA3H C ...

We would like to point out that...

Mzt xoTenu 651 0OpaTHTH Balle BHHMAHNE Ha ...

4. ITpoenba

Could you possibly...

He Mor OBl BEL...

[ would be grateful if you could ...

S 6r11 GBI PU3HATEJIEH BAM, €CITH Ol BEI ...

I would like to receive

51 OBl XOTEN HOJIYIHTD. .. ...

Please could you send me...

He mormi OBI BBl BBICJIATL MHE. ..

5. CornamieHHe ¢ yCa0BHSIMH.

I would be delighted to ...

51 6bin OBl pan ...

I would be happy to

S GplT GBI CYACTITHB. ..

[ would be glad to

51 65101 OB pai...

6. Coob1uenue nJIOXHX HoBocCTeil

Unfortunately ...

K coxanemno...

I am aftraid that ...

Borocs, 4T10...

1 am sorry to inform you that

MHe Taxeno coodmars BaM, HO ...

We regret to inform you that...

K coxaneHito, MbI BEIHYK/IeHEl COOOLINTE BaM O...

7. llpuoxkenne K MHCbMY AOMOIHHTEILHBIX MATEPHATIOB

We are pleased to enclose ...

Mbi ¢ YOOBOJILCTBHEM BKJIAOBIBAEM. ..

Attached you will find ...

B npuKperuieHHOM (aiine Bbl HAHIETE. ..

We enclose ...

MEI npuiaraeM. ...

Please find attached (for e-mails)

Bel HalifleTe NpUKpenyIeH b (aii. ..

8. BrickadbiBaHHe §1arogqapHoOCTH 3a NPOsIBJEHHbIH HHTepec,

Thank you for your letter of

Cniacu0o 3a Baie MHCBMO

Thank you for enquiring

Crnacu0o 3a OposBEHHbIH HHTEPEC. ..

We would like to thank you for your letter of ...

MEl xoTen: Obl modMarofapuTh Bac 3a...

9. Ilepexon Kk aApyroii Tene.

We would also like to inform you ...

Mei Tak ke xoTent 66l COOBIIHTE BaM O...

Regarding your question about ...

OTHOCHTENLHO BAIIETO BOMPOCA O...

In answer to your question (enquiry) about ...

B oTBeT Ha Ball BOTIPOC O...

I also wonder if...

MeHa TaKkKe HHTEPECYET. ..

10. MonoaHHTEALHBIE BOMPOCHI,

[ am a little unsure about...

] HEMHOTO HE YBEPEH B ...

I do not fully understand what, ..

S He 10 KOHIIA HOHA. ..

Could you possibly explain...

He sornu 66! BbI 00BIACHHTE. ..

11. Ilepepaya wHdopMannm

I'm writing to let you know that...

S ey, 4T0G5! COOOLIAUTS O ...

We are able to confirm to you...

Mpl MOKEM HOATBEPANTS ...

[ am delighted to tell you that...

MBI ¢ yIOBOJECTRHE COODMAEM O ...

We regret to inform you that...

K coxaneHuio, Mbl BEIHYKAEHBI CcooOLIHTE BaM O...

12. Ilpeanioskenne cBoeii monouH

Would you like me to...?

Mory mu a1 (cnenars)...?

If you wish, I would be happy to...

Ecnu xoture, 1 ¢ pafocThIO...

Let me know whether you would like me to...

CooBmTe, eclii BaM NOHAH0OHTCs MO MOMOILE.

13. HamomunaHue 0 HaMeYeHHOIl BCTpede WIH OKHAAHHE OTBETA

I look forward to ...

| Ac HETEpIEeHHEM XKAY,

14. Ioanucs

Kind regards,

C yBaOKEHHEM. ..

Yours faithfully,

Hckpenne Bam, (ecni i desoBeka Bas He H3BECTHO)

Yours sincerely,

{(ecnu uns BasM H3BECTHO)




