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TEKCTH AHTJIOMOBHHX JUIOBHX JTHCTIB
(BPUTAHCBKA TPATHIIIA)

0. JI. 3aseprowienko, K. Qinon. H., oouenm Kagheopu
00KYMEHMO3HAGCMEa ma YKPainCbKoi Mosu
Hauyionanvnozo aepokocmiunozo ynieepcumemy

im. M. €. ZKykoecvkoz2o «XapKiecoKuil agiauittHuil iHCMumym»

Sk BiIOMO, TEKCT OyAb-IKOT0 JOKYMEHTA, y TOMY YMCJI J1JIOBOTO JIKCTA,
Ma€ PEKBI3UTH, JI0 MEPETIKY SKUX HAJCKHUTh TAKOXK 1 TEKCT JIUCTA. 3aJIEKHO Bij
BUIy [IJO0BOi KopecmoHmeHmii (iHGopMariiiHui JWCT, JUCT-IPOXaHHSI W
BIJIMOBIJIb HAa HBOTO, JIMCT-HAraayBaHHS, JUCT-TIATBEPIKEHHS, JIUCT-
3aMpOINICHHS, JIUCT-TIPEICTABICHHS, JTUCT-CHIBYYTTS) TEKCT MOXE MOYMHATHUCS
TUIMI30BaHUMU (ppazamu-kiinie. s iHpopmaiiiHoro aucra e Moxe OyTH
MOYaTOK PEYEHHS, i€ MPUBEPTAIOTH YBAary 4MTaya BIAMOBIAHOIO (OPMYIO0 Ha
3pazok: I am writing to draw your attention to..., It has come to our attention
that ..., A couple of upcoming events to draw your attention to:... SIk BapiaHT
MOXHAa PpO3TJISAATH TOYAaTKOBE PEYEHHS TEKCTYy JHMCTa, Y SKOMY aBTOP
Oe3nocepelHbO BKa3ye Ha Te, IO Xoue MOoiH(pOopMyBaTu aapecata Mpo IIOCH,
Hanpuknan: I am writing to inform you that ..., We are pleased to inform you
that..., Following my email last night, I am writing to inform you that..., I am
writing today to share information about ...

Tperiii BapianT mnoYaTKy 1H(QOPMAIIIHOIO aHTJIIHCHKOTO JIHCTa €
NOJIIOHUM /10 TIEPIINX JBOX 1 Ma€ BIAMIHHICTG JUIIe Y (GOPMYITIOBaHHI IYMKH 32
JIOTIOMOTOI0 1HIIMX TpaMaTHYHUX 3aco0iB (3amicTh MoiH(GOpMyBaTH — AaTH
3HATH MPO HIOCh, PO3MOBICTH, NOBINOMUTH): [ am writing to let you know that...,
Just an email to let you know that..., This is to let you know that..., We are
pleased to tell you that..., I am delighted to report that (I am delighted that...).

VYpaxoByroun OpHUTAHCHKY €THKETHY TPAAMINIO, TEKCT JHCTAa MOXKE
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MICTUTH BBIWIMBI BUpaszu Ha kwrant: We're happy to inform you that your
booking has been processed successfully. I am writing out of courtesy to let you
know that...

[{ikaBuM BapiaHTOM BCTYMHOI YaCTUHHU 1H(OPMAIIITHOTO JT1JI0BOTO JIUCTA
€ BKa3iBKa Ha Te, M0 aJpecaT XO4e OHOBHUTH JCsAKi JaHl (1MO3HAHOMUTH 3
JNesskuMu JaHumu):. I am writing to update you with ... Ilodyatok nucra €
BCTYITHOIO YaCTUHOK JI0 OCHOBHOI 1H(opmarlii, Tomy (opMaabHe MOYaTKOBE
pEeUeHHs 3 MOCHJIAHHSAM Ha MOMEepeIH] MOAll € MOBIAOMIICHHIM PO HOBI (paKTu:
As you may be aware,... As you are aware,...

JIucT-nmpoxaHHs PO MIATBEPIKCHHS 3a3BUYal MOYNHAIOTh TAKUM YHHOM:
I would be grateful if you could respond by Monday 21*" November to confirm...
[IpoxaHHsa TpoO MIATBEPJKEHHS OTPUMAHHS €JIEKTPOHHOTO JIUCTAa MOXE OyTH
chopMyIILOBaHO pEUYCHHSM, MOMIOHUM 10 1BOTO: In the meantime I would be
grateful if you would acknowledge receipt of this email. BiainoBiap Ha JUCT-
POXaHHS TPO MIATBEPIKEHHS 3a3BUYail OUIKYIOTh y BHUIJIAl €JIEKTPOHHOTO
aucta: Should you wish to attend please will you let us know by emailing...

Jluct-HarajayBaHHs PO3MOYMHAIOTE (pazamMu Ha 3pa3ok: This is just to
remind you that... Just a reminder... Take HarajgyBaHHS MOXE€ MICTUTH
MPOXaHHS MOJATH 3roAy a0bo Biaxunutu: This is a reminder to submit a consent
or decline for... lle mMoxe OyTH BBIUJIMBE HarajJyBaHHS IPO TOBEPHEHHS
4OTOCh, y34TOT0 B O0pr: This is a courtesy notice to remind you that the item(s)
listed below, which you have on loan, are due soon.

VY aucTi-miaTBEpIKEHH] TUITI30BAaHOIO € TIOYaTKOBa (pa3a Ha 3pa3ok I can
confirm that... (Further to my previous email, I can now confirm that ...). lle
pedyeHHs MOxe OyTH MOLIMPEHUM €eTUKEeTHOW Gdopmynoto: I am pleased to
confirm that... Jlna miATBEpKEHHS OTPUMAaHHS 3aMOBJICHHS OOMpPAalOTh Taki
BapiaHTu peueHb: We have received your order andit's currently being
processed.

Thank you for booking with Your Leisure.
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[Ilo6 npencraButu cede, y AUIOBUX JIMCTaX BUKOPUCTOBYIOTH (hpazy I am
writing to introduce myself to you as... Jluct-3anpolilieHHs, SIK TPaBUIIO,
PO3MOYMHAIOTH MOBHUMH KOHCTPYKIIISIMH, IO CYNPOBOKYIOTh BHpa3aMu s
BUCJIOBJICHHS HaWIUPIMIUX 1 HAUTEIUIImuX eMolui: I have great pleasure in
inviting you to ... You are warmly invited to attend our concert on Friday
25" November, 7.00pm — 8.00pm in Taylor Hall. You are cordially invited to the
Kirby production of ‘A Christmas Carol’ by Charles Dickens.

Tak camo  oQimiiHUN  JAMCT-CHIBYUYTTA 3  NPHUBOLY  BTpaTu
BHCOKOIOCTABIEHOi 0co0M, y nanomy pasi II Bennunocti Koponesu €nnzasern
II, mounHAETHCSI 3 BUCJIOBJICHHS HAWIIUPIIIOrO CHIIBYYTTS TpoMmaii: As a
community, I am sure that we all offer our sincere condolences, thoughts and
prayers to the Royal Family and the nation, following the news of the passing of
Her Majesty Queen Elizabeth I1.

3a3Buyail micias BHKJIAAy OCHOBHOI 1H(opMallli OCHOBHa YacTHHA
1H(GOpMaLIHHOTO JIUCTa 3aKIHYYEThCS OJAHIEI 3 ycTaleHux ¢pa3, dKi
3a0X0YyIOTh ajpecaTa 0 MOAAJBIIOrO CIUIKYBaHHA (CHIBOpali), MiIATPUMKHU
3B’513KY, BIJIMOBI/I1 Ha 3alUTaHHS (3alMTH), HaJlaHHS J0JIaTKOBO1 1HMopMalii: If
you have any questions, or require any further information, please do not
hesitate to contact me. If you require any further information in the meantime,
please do not hesitate to contact me. If you have any questions relating to this
event, please do not hesitate to contact me. If you have any questions/queries
please contact me on... If you require any further information please do not
hesitate to contact me by email. Should you have any questions or concerns
about any of the topics covered, please do not hesitate to contact me. Any
queries please let me know. I hope that you find this information useful.

OcCo0MMBICTIO €EKTPOHHOT KOPECMOH/IEHIIII € MPUKPIIJICH] JTOKYMEHTH,
K1 IPU3HAYEH1 JUIs IEperisiy aapecaToM. 3a iX HasBHOCTI B OCHOBHIM YaCTHHI
JUCTa 30CEPEIKYIOTh Ha 1IbOMY yBary uutava: Please see attached letter with

details of...Please find attached the following documents for your reference:...
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TekcT eNeKTPOHHOIO JIMCTAa MOXKE MICTUTH BHOAyeHHs 3a HE3PYYHOCTI
(Sorry for any inconvenience. Apologies for any inconvenience caused.),
NOBTOpHE HajcunaHHs (Apologies if you have already received this message,
some emails didn’t reach recipients yesterday so we wanted to re-send for
confirmation), oMunky (Apologies for the confusion). HanpukiHili TEKCTy
aucta OputaHii 3a3Bu4ail muinyth: I look forward to hearing from you. lle
MOXe OyTH mojsika 3a po3riisia iHbopmartii: Thank you for considering this and 1
look forward to hearing from you.

OTXke, TEKCT OPUTAHCHKOTO [IJIOBOTO JIMCTAa MAa€ BUCOKHUHA CTYIIHb
CTaHAapTH3allii, TUIi3alii pedeHb, 30KpeMa Ha IOYaTKy, Yy KIHIl TEKCTY,
XapaKTePU3y€EThCSl HASIBHICTIO BEIMKOI KIJIBKOCTI MOBHHMX IITaMIIIB, KJIIIE, IO

MOSICHIOETHCS TPATHUIIIEI0 Ta YaCTO 3aJICKHUTh B1Jl BUAY JIJIOBOT KOPECIIOHICHIII].
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