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Komnerenuun

1. 3a0anue 3aKpblmo2co muna Ha yCmManoejaenue coomeemcmaeus

CooTHecuTe q)pa3y C COOTBCTCTBYIOIIUM pPa3acioMm
JCJIOBOIO IIMChbMa

a) We would like to
offer you

0) Dear Mr.Paul,

B) 20th August 2018
r) Best regards,

1) Date

2) Body

3) Salutation
4) Closing

anummTe BEIOpaHHBIE OYKBBI ot
COOTBETCTBYIOIIMMH HUPPaMU:

1 12 |3 |4

YK-+4

Kak nepeBoaurcst Beipaxenue to notify via email?

a) 3apaHee cracudo

b) HamucaTh NEKTPOHHOE THCEMO

C) COOOIINTE/YBEIOMHUTH B DIIEKTPOHHOM IHCHME
d) noxnuce

YK-+4

Hasuaueune Small talk:

a) BBISICHCHHE OTHOIIICHUH,

0) HeMPHUHYKAEHHOE HAaYaJio IeJIOBOTO Pa3roBopa

B) UTOT 0OCYK/IEHUS] KOHTPaKTa

I') BBICKa3bIBaHKE 0J1aroapHOCTH 32 COTPYJHUYECTBO

YK-+4

Onpenenure, KaKyIo (byHKIUIO BBITIOTHSAIOT
BBIJICJICHHBIE B TIPE/JIOKCHUH CIIOBA.

You may learn about job conditions in job offer
attached to this letter.

1) you a) CKazyeMoe

2) may learn 0) momyexarniee
3) conditions B) JIOTIOJTHEHHE
4) attached T') onpeaesicHue

3anummre BBIOpAHHBIE OyKBEI IOJT
COOTBETCTBYIOUTMMH IU(DPAMH:

1 |2 |3 |4

YK-4

OO0pas3yiiTe CIIOBOCOYETAHUSI.

YK-+4




1) looking a) to inform
2) best 6) forward
3) dear B) wishes
4) I"d like r) Sir
3anuimTe BEIOpaHHBIE OYKBBI noJt

COOTBETCTBYIOIIMMH LU(PPaMU:

1 |2 |3 |4

OHpCILCJ'II/ITC, K KakOMy IIMCbMY OTHOCATCA HOaHHBIC
BBIPa’KCHU:

THUII ITMCBEMA:

1. Private letter

2. Business letter

BBIPAKEHUE:

A) Dear Sam.

b) Hi Vladka,

3anuimre BBIOpaHHBIC OYKBBI IO
COOTBETCTBYIOIIUMU U paMU:

1 2

—_
[\

VK-4

2. 3adanue 3aKppimozo muna Ha yCHAHOGIeHUe HOCIe006AMeIbHOCHIU

OHpeILCJ'H/ITC HpaBPIJ'IBHBIﬁ MNopsAA0OK KOMIIOHCHTOB
JCJIOBOIro nmucbma.

1) thanks

2) address/date

3) name

4) subject

OTBeT 3anumInTe B BUJE MOCIEA0BATEINBHOCTH ITUGD.

2341

VK-4

Ycra"Hosure MIPaBUIILHYIO IMOCJIEI0BATELHOCTD
JacTed IeJI0BOro IIMCHMA.

1) Sender's address ;
2) Inside address
3) Date

4) Salutation 132456879
5) Opening sentence

6) Body of the letter

7) Complimentary close

8) Closing sentence

9) Signature

OTBeT 3anuIImnTe B BUJE MOCIEI0BATEINBHOCTH ITUQD.

YK-+4

Kak Ha pycckuil S3bIK NEPEBOAUTCS MPELIOKECHHE
«The report was sent yesterday»?

1) Buepa s oTnpaBui OTYET.

2) Buepa KT0-TO OTIIpaBMII OTUET.

3) OtuéT OBLT OTIPABJICH BUEpA.

4) Otuér oTmpaBmiICs BUEpA.

10

CocraBbTe BBIpaKE€HHE, COOTBETCTBYIOIIEE pa3leiy
nenosoro nucbMa Opening sentence 412536

VK-4




1) reference

2) to

3) telephone

4) with

5) our

6) conversation

OTBET 3aMUITUTE B BUJC MMOCIEA0BATEIBHOCTH ITUGD.

11

YcranoBute MPpaBUWIBHYIO NOCJICAOBATCIBHOCTL CJIOB B
YTBEPAUTECILHOM NPEIJIOKCHUH.

1) as

2) are

3) bromine

4) compounds

5) prescribed

6) sedatives

OTRBET 3aMUIIUTE B BUJE NMOCIEA0BATEIBHOCTH ITUGD.

342516

YK-4

12

CocTaBbTe BBIPAXECHHE, COOTBETCTBYIOIIEE pa3eity
nenoBoro muckMa Closing sentence

1) Looking

2) forward

3) hearing

4) to

5) from

6) you

OTRBET 3aMMIIUTE B BUJIC MOCIEA0BATEIILHOCTH ITUGD.

124356

YK-+4

3. 3a0anue omkpvimozo muna c pazeepHym

bIM omeemom/ 3a0aua

13

Kakas ¢paza ucnons3yercsi B Hauanie AeJI0BOTO
[ACHMA, KOI'/Ia BBl IIUIIIETE HA KOPIIOPATUBHYIO IIOUYTY
Y He 3HaeTe, KTO U3 COTPYAHHUKOB OYyJeT OTBeUaTh Ha
Ballle ITUCBMO.

To whom it may
concern

VK-4

14

[lepeBeanTe npeIoKeHNE HA PYCCKHUM SI3BIK.

The report was sent yesterday

OTtuéT OBLT OTIIPABIICH
BYEpa.

VK-4

15

OnpenennTe, K KaKkOMY BUYy ACJIOBOI0 JOKYMCHTA
OTHOCHTCA MPEACTABIICHHBIM HUXKE OTPLIBOK.

Dear Mr. Olsen,
I am writing to complain about ineffective work of
your book service centre. On February I ordered from
you one book by Ray Bradbury. The book arrived by
mail and I found that some of the pages were  not
usable.
As aresult I was left without a needed book. . I hope it
would be possible for you to replace it as soon as
possible. I look forward to your answer.
Yours sincerely,
Bill Berry

Letter of complain

YK-+4

16

OHpeZIeIH/ITe, K KaKOMY BUY AC€JI0OBOr0o JOKYMCHTA
OTHOCHUTCA MPEACTABIICHHBIM HUXKE OTPBIBOK.

Jane Piller

848 Excelsior Road

C.V./ Resume

Stanford, MI 04871

YK-4




912-999-146
jmiller @abcd.com
Career Coach

Certified Workforce Development Professional with
14 years experience as a Career Specialist.

Ability to provide career counseling, coaching, and job
seeker services.

Expertise at identifying values, developing possible
career paths, and developing strategies for entering a

career.

4 years at St.Martin College

Omnpenenure, KTO aBTOP NMUCHMA.

Mr Dean Hipp
General Director
4567 Camino Street
San Diego, CA

Mrs Olga Linnet
9034 South Street

17 San Diego, CA Mr Dean Hipp YK-4
USA, 90345
March 10, 2016
Dear Mrs. Linnet
Your wedding agency is becoming more and more
popular in our city. I would like to help you make it
more attractive to the customers.
Yours sincerely,
Omnpenenure, K KaKOM YacTH MUCbMa OTHOCATCS
creayromue Gpasbl

18 We thank you and hope to hear from you soon. Hoping Closing sentences yK-4
to hear from you ...
We should have done our best

4. 3a0anus omKkpeIMo20 Muna ¢ KpAmKumM omeemom / 6Cmasumy mepmun, C1060CO4EMaAHUe.....,
0ONOTHUMb NPEONOHCEHHOE

JIONOJTHUTE MUCHMO MOAXOJISIIAM TI0 CMBICTY CIIOBOM.
Dear Sir/Madam,
I am writing in connection with an advertisement for
your English course. I am 19 years-old student from
Russia. I am interested in English and have been

19 looking for a course in English at higher level. forward YK-4
I would like to ask for more details about this English
course. I would be very grateful if you could inform
me about payment forms and enrolment requirements.
Ilook to your answer.
Yours faithfully,
Ann Rudova

20 JlomonHUTE TPEeNIOKEHUE TMOAXOISAIINM TI0 CMBICITY Letter of invitation YK-4




CJIOBOM.

When it is necessary in business to send an invitation
to a person or group requesting their attendance at a
special event we write (kind of
letter).

21

HOHOHHI/ITC MNPCAJIOKCHHUC HCO6XOHI/IMI>IM o CMBICITY
TJIaroJiom.

Dear Charles Milton,

I would like to you to a seminar
that I'm confident will interest you.

The 3D Technologies Seminar held at the Moscow
Crocus Congress Centre on June 13 will feature
lectures by several key programmers and designers in
the field of 3D modeling

I am enclosing 3 tickets for you. I hope that you decide
to attend and I am looking forward to seeing you there.

Best regards,
Igor Petrov

invite

YK-+4

22

Omnpenenure, YTO  MapTHEPHl MOTYT paccMaTpPUBATh
Kak OOIIMI KaruTal.

"One of the advantages of general partnership is that
you can invest less money than your partner. But you
as a partner can sometimes contribute just the
reputation.”

reputation

YK-+4

23

BriOepure moaxopsiee BCTYNHUTENIbHOE oOpalieHne
(mpuBeTCTBHE) AJIS MUCHMA.

671 Hw 81st. Street 52
London

GM 71408

October 4, 2008

Thanks for your letter about my old friend. I
arrived in London last month, everything is fine. My
new apartment has got one bedroom, a big living room,
a kitchen and a bathroom.

I started my new job two weeks ago ....
Kate

1) Sir

2) Mr. John

3) Dear John

4) Hello John

OTBET 3alMIINUTE CJIOBAMHU.

Dear John

VK-4

24

Omnpenenure, kKakas WHGOPMAIUS MPOMyIIEHA MOCIe
ajzipeca OTHPABUTEINS B TUCHME.

Dr. R.H. Lookenbill
Chairman

Organizing Committee
Montana University USA

date

YK-+4




Dear Doctor Lookenbill,

Thank you for your letter of October the 10th
together with the kind invitation to participate in the
Symposium on History of Chemistry to be held in
Missoula next year.

I shall be happy to participate in the gathering and
would be prepared to give a talk on “Alchemy”.

5. 3aoanus KOM6qulp08aHH020 muna c 8b160p0M 00H020/HEeCKONbKUX npaeulibHo20 omeema u3
npedﬂoofcennblx C nocnedylomum 00bACHEHUEM CB0C20 8b160pa

Onpenenure Kakue U3 MPHUBEICHHBIX HIKE MYHKTBI
otHOocaTcsa K C.V/ Resume:

1. Education

2. Time of delivery
3. Place of birth

4. Terms of payment
5. Marital status

6. Military service

7. Surname, name

8. Quality of goods
9. Date of birth

25 135679 YK-+4

YkaxuTe, mMox Kakol OYKBOW HAXOAWTCS JIHIITHEE
BBIpa)KEHHE, U JaiiTe 000CHOBAaHNE.

A YK-+4

26 A) Dear Madame It is salutation

b) Regards
B) Faithfully yours
I') Truly

Kakne TeMbl MOYKHO € yCIIEXOM UCIOJB30BaTh B Small
talk:

27 A) weather A yK-4
b) religious

B) money problems
I') politics

Kakasi ¢paza wucnojp3yercs B Hayajae JIEJIOBOTO
MMChMa, KOT/Ia BHI MMHIIETe HA KOPIOPATHUBHYIO MOUTY
Y HE 3HaeTe, KTO U3 COTPYTHUKOB Oy/leT OTBeuaTh Ha
BaIle MUCHMO. 5 VK4
28
A) Dear Sir/Madame,

b) To whom it may concern,
B) Dear Sirs,

I') Hi,

OHpezermTe THII JCIIOBOT'O IMcbMa, YKa3aB
BBIPaKCHUEC-TIOJCKA3KY:

I would like to apply for the logistics track of your
graduate training scheme, advertised on the

29 Prospects.ac.uk website. As requested, I am enclosing
my CV.

A YK-4
I would like to apply

A) Application letter
Bb) Invitation letter
B) Inquiry Letter




I') Letter of Congratulation

30

YkaxuTe, Mmox Kakod OYKBOW HaXOAWTCS JIHIITHEE
CJIOBO, U aiiTe 000CHOBaHUE.

A) Could you possibly

b) I would like to receive

B) Thank you for your

I') Please could you send me

B
It is not a request

YK-4

Bapuanr 2

Homep
3aja-
HHUHA

Conepsxanue Bompoca

IIpaBuibHBIH OTBET

Komnerenuun

1. 3a0anue 3AKpblmoco muna Ha yCmManoejienue coomeemcmaeus

CootHecute (pasy ¢ COOTBETCTBYIOIIMM Pa3aeiioM
JIEIOBOTO MUChMA

a) I’'m writing to
inform you

0) Dear Sirs,

B) I would also
like to know

r) Kenneth Beare
2520 Visita
Avenue

1) Address
2) Salutation
3) Opening
sentence

4) Body

3anummuTe BbIOpaHHBIE OYKBBI ot
COOTBETCTBYIOIIUMH IUPPaMU:

1 12 |3 |4

YK-+4

Ompenenure, KakoW dYacTH MHChbMa COOTBETCTBYET
JTAaHHOE BBIPAKEHUE

YACTDH JEJIOBOI'O I[TMCHEMA:
1. Closing

2. Subject

BbIPAXKEHUE:

A) Best wishes

B) Job application

3anuuimTe BEIOpaHHBIE OYKBBI 10T
COOTBETCTBYIOIIUMU U paMU:

1 2

YK-4

Kak nepeBourcst Beipaxenue to notify via email?

a) 3apaHee cracu0o

b) HanmcaTh IEKTPOHHOE MMUCEMO

C) COOOIINTE/YBEAOMUTD B 3JIEKTPOHHOM ITHCHME
d) monmuce

VK-4




Onpenenure, Kakyl0  (YHKLUUIO  BBIIOJHSIOT
BBIJICJICHHBIE B IPEAJIOKECHUH CIIOBA.

I am very interested in the type of work done by your
company.

DI
. a) oTpeaeiicHre
2) am interested 6) crasyemoe 1 12173 4
3) by your
B) HOJIeXkKaIee VK-4
company I) JOTOJIHEHHE B |[6|r |a
4) done
Janumure BBIOpaHHBIC OYKBBI oI
COOTBETCTBYIOIIUMU U paMu:
1 12 |3 |4
OO6pasyiiTe CII0BOCOYETAHUSL.
1) Yours a) Mr. Leon
2) look 0) to invite
3) We’d like B) sincerely 1 314
4) Dear r) forward
YK-4
anummTe BEIOpaHHBIE OYKBBI mox || B 6|a
COOTBETCTBYIOIIUMU U paMu:
1 12 |3 |4
Omnpenennure, K KakoMy MHUCBMY OTHOCSITCS JIaHHBIC
BBIpa)KEHHUSL:
TUIT TINCbMA:
1. Private letter
2. Business letter
BBIPAJKEHUE: T 5
A) Reagrds, VK-4
Heidi B [A
b) Bye, Ivan
3anummTe BbIOpaHHBIE OYKBBI noJt
COOTBETCTBYIOIIUMU U paMu:
1 2
2. 3adanue 3aKpulmozo muna Ha yCMAaHos1eHue nOCc1€008amMeabHOCu
Omnpenenure  NPaBWIBHYIO  IOCJIEIOBATEIBLHOCTD
yacTedl N1eJ0BOr0 IMHUCHhMA.
1) Subject 1243 VK4

2) Letter Content (Body of the Letter)

3) Signature

4) Complimentary close (Yours...... )

OTBeT 3anMIMTe B BHJE NOCIEI0BATEIBHOCTH U (DP.




Vikaxure UuppaMu NpPaBUIBHBIA TMOPSAOK dacTel
PEKBU3UTOB JI€II0BOTO IIUChMA.

1) School of foreign laguages “Lingva

2) Mr Viktor Moskvin Director

3)154 Sadovaya St

4)Russia

5) Moscow 123456

OTBeT 3aMuIUTe B BUIE TOCICAOBATEILHOCTH IHMD.

21354

YK-+4

YcranoBute MPpaBUWIBHYIO MOCICAOBATCIBHOCTL CJIOB B
YTBEPAUTECIBLHOM NPEIJIOKCHUH.

1) oxide

2) and

3) have

4) aluminium

5) hydroxide

6) properties

7) basic

OTBET 3aMMIIUTE B BUJE MOCIEAOBATEIBHOCTH ITUGD.

4125376

VK-4

10

CocTaBbTe BBIpaKEHHE, COOTBETCTBYIOIEE pa3JIeTy
nenoBoro mickMa Body

1) we

2) are

3) to

4) pleased

5) you

6) invite

OTBET 3aMUIIUTE B BUJIC MOCIEA0BATEIIBHOCTH ITUGD.

124365

YK-+4

11

VYcranoBute MMPpaBUJIIBHYIO NOCJICAOBATCIBHOCTL CJIOB B
YTBCPAUTCIIEHOM MPEAJIOKCHUU.

1) paid

2) he

3) attention

4) much

5)to

6) subjects

7) many

OTBeT 3anuImnTe B BUJE MOCIEA0BATEIBHOCTH ITUGD.

2143576

VK-4

12

CocraBbTe BBIpaXXEHHE, COOTBETCTBYIOIEE pa3JIeiy
Jie7I0Boro mchMa Subject

1) formal

2) to be

3) invitation

4) the Chief

OTBET 3aMMIIUTE B BUJC MOCIEAOBATEIBHOCTH ITUGD.

1324

YK-4

3. 3adanue omkpvimozo muna c pazeepHym

bIlv omeemom/ 3aoaua

13

Onpenem/lTe, K KaKOMY TUITY ACJIOBOTO MMMUCbMa
OTHOCHTCHA HpeHCTaBHCHHBIﬁ HHUKE OTPBIBOK IIHMCHhMaA.

"I am very much interested with the job position that is
available in the ABC Company that’s why I am

Letter of application

writing. The job position in the ABC Company is

YK-+4




exactly what I am looking for as this will surely fit my
skills.

I can surely give a job help with the company because
of my experiences before. I will try my best to meet
the expectation of the company given with the enough
chance".

14

Koraa Mensiercs 1eHa, ycaoBusi, U3MEHIETCS aapec, TO
noceLnaercs Letter of...

Changing Information

VK-4

15

Kakas ¢paza ucrons3yercsi B Ha4aie JAeJI0BOTO
MUCHhMa, KOTJIa BBl HE 3HAaeTe, KTO OyJeT 0TBeYaTh Ha
BaIlle IUCbMO?

Dear Sir or Madam

YK-4

16

Kak nepeBoautcs Beipaxenue to notify via email?

COOOLINTH/yBEJOMUTD
B 2JIEKTPOHHOM
HChME

YK-4

17

OmpenenuTe TUI IETOBOTO MHUCHMA.

Dear Mr Stanley,

October, 02 will be a remarkable day of your 10th
anniversary as a member of Hoverny Ltd. During these
years of work you proved to be a loyal and qualified
worker with great potential. We recognize the
contribution you make in our company success and
wish to congratulate you upon your 10th anniversary.

With respect,
John Lewis,
General Manager

Letter of
Congratulation

YK-+4

18

Ompenenure, K KAKOMY BUY JEIOBOTO JOKYMEHTA
OTHOCHTCS TIPEJICTABIIEHHBIM HIKE OTPHIBOK.

Dear Sir or Madam:

In the April 4, 2006 Boston Daily News I read about
your new camera, the XL-Lite. Since I am a
photographer with Bay State Magazine, it is important
that I know about new cameras.

Would you please send me information on the camera?
I would like to know when the camera will be

available and how much it will cost.

Thank you for your attention.

Letter of request

YK-+4

00NOJIHUMb NPEDI0HCEHHOE

4. 3aoanusn OMKPbIMO20 muna ¢ KpamkKum omeemom / ecmaeuma mepmun, cioeocouemanue.....,

Kakoit 13 mpuBeICHHBIX HIKE TYHKTOB OTHOCHUTCS K
C.V/ Resume.

19 Time of delivery Present work YK-4
Quality of goods
Terms of payment
Present work
Omnpenenure TeMy IEIOBOIO ITHCHMA.
20 Complaint YK-+4

To: Nikos Tanakis




From: Valerie Harper

Date: 2 July 2005,

Subject: Complaint about Carl Thompson.

I would like to make a formal complaint about Carl
Thompson's unprofessional behavior.

When I showed no interest he became aggressive and
unpleasant. He gave me too much work. I feel that
unless the situation improves, I shall be unable
working for the company.

Kakoii ©3 MpHUBEICHHBIX HUKE MMyHKTOB HE OTHOCHUTCS
Kk C.V/Resume.

21 Education Time of delivery YK-+4
Time of delivery
Place of birth
Terms of payment
Bribepute 3akimounTeNbHYl0  (OPMY BEKIHMBOCTH,
MOJIXOASAIIYIO IUTSI TIHChMa.
Dear Doctor Lookenbill,
Thank you for your letter of October the 10th
together with the kind invitation to participate in the
Symposium on History of Chemistry to be held in
Missoula next year.
I shall be haj to participate in the gathering and .
22 would be prepI;Ir)gd to give a E)alk on “Alc};gemy”. ¢ Yours sincerely YK-4
I enclose my preliminary registration form and
will send an abstract of my paper before the end of the
year.
1) Love
2) Good day
3) Yours sincerely
4) With love
OTBeT 3anMILINTE CIOBAMHU.
K xakxoMy THITy OTHOCHTCS IIUCHMO.
671 Hw 81st. Street 52
London
GM 71408
October 4, 2008
23 Thanks for your letter about my old friend. I Personal letter VK-4
arrived in London last month, everything is fine. My
new apartment has got one bedroom, a big living room,
a kitchen and a bathroom.
I started my new job two weeks ago ....
With love
Kate
A letter which tells that the customer is not satisfied is .
24 complaint

called a letter of

5. 3a0anus komouHuposannozo muna c 6b100pOM 00HO20/HECKOIBKUX NPAGUIBHO20 OMEEMA U3
HPEONOHCEHHBIX C HOCTIEOYIOUUM 00BACHEHUEM C80€20 8blOopa

25

Kakue TeMbl MOJKHO C YCIIEXOM HCIIONIb30BaTh B Small
talk:

A

YK-+4




A) weather

b) religious

B) money problems
I') politics

26

YkaxuTe, MO KakoW OYKBOH HAXOJWUTCS JIHMIITHEES
CJI0BO, U 1aiiTe 00OCHOBAHHUE.

A) water

b) nitrogen
B) hydrogen
I') oxygen

A
Water is a chemical
compound.

YK-+4

27

YkaxuTe, MO KakoW OYKBOH HAXOJWUTCS JIMIITHEES
BBIpKCHHE, U JaiiTe 000CHOBaHUE.

A) Respectfully yours
b) Kindest regards

B) Bye

I') Hi John

r
It is a salutation

YK-+4

28

Kakas ¢pasza wucnoms3yercss B Hadale JIEJIOBOTO
nUchMa, KOT/ia BBl HE 3HAaeTe, KTo OyAeT OTBe4aTh Ha
Ballle MUCHMO.

A) Dear Sir/Madame,

b) To whom it may concern,
B) Dear Sirs,

I') Hi,

YK-+4

29

Omnpenenure THII JIEIOBOIO IMCbMA, yKa3aB (pasy-
HOJCKAa3Ky:

I wish to enquire about the Spanish learning course
offered by your institute. Since [ have basic

knowledge of Spanish language priorly, I wish to learn
the language at an advanced level.

Please attach the complete brochure along with the
letter. I look forward to a quick response

regarding the enquiry.

A) Application letter
b) Enquiry letter

B) Invitation letter
I') Acceptance letter

b
I wish to enquire

YK-+4

30

Ykaxurte, MOA KakoW OyKBOW HAXOIWUTCS JIUIITHEE
CJIOBO, U JIaliTe 000CHOBaHUE.

A) application
b) request

B) apology

I) gift

r
There is no such type
of letters

YK-4




