III. Writing

JIuer odiniiinmii /

I:IM/’?K M MY M a
7 C

Formal (complaint)

Greeting

Jluctu ocobam, 1o 061iMaroTh ogimiiH1

rmocaau, abo JI0OIM, 3 IKUMHU BH HE 3HaloMi OJIM3BKO.
Jlo odiiiHUX TUCTIB HANIEKATh JTUCTH-3asIBH, TUCTH-
CKapru Toio. Iy TaKuX JIMCTIB XapaKTepHUN
YBIWIMBHMA, HEUTPATbHUM TOH, YKHUBaHHA 0(iliiHOT
JIeKCUKY (TTaCUBHI KOHCTPYKIIii, popMabHi
CJIOBa-3B’SI3KH, BiJIMOBIIHI (POPMU MIPUBITAHHS Ta
npomanHg. HenmpuiiHATHUM € B)KMBaHHS PO3MOBHHX
BHUpPa3iB, CKOPOUEHUX (OPM TOIIIO.

Odiniitne mpuBiTaHHS

Dear Sir or Madam (if you don’t know the name of the
person);

To the Editor or Dear Mr. Brown (if you know it’s a
man)

Beryn
Introduction / Opening remarks

I would like to apply for...

1 consider myself to be...

I am writing with regard to your advertisement...
1 am writing in post of your advertisement...

OcHOBHA YyacTHHA
Main body

MicTtuth ¢pa3u Takoro TUILY:

I have had experience of....

Two weeks ago I was ...

I worked as ... before...

3 eqHyBabHI €JIEMEHTH:

[Tepenik dhaxTiB — firstly, secondly, to begin with, in
addition, lastly, besides...

3 eaHYyBaIbHI €IIEMEHTH:

[To3HaveHHs KOHTPACTY, IPOTHCTABIICHHS: on the one
hand...on the other hand, however, still, in spite
of/despite...

3 enHyBabHI €JIEMEHTH:
Jost migbuttsa macymkiB: all in all, to sum up, in
conclusion...

3akiroyHa YacTHUHA
Conclusion / Closing remarks

Ending with polite expression

Crizx nmiABeCTH MiJICYMOK HAIMCAHOMY B JIUCT1
I would be very interested in finding out

more about ...

1 look forward to hearing from you soon.

1 look forward to receiving your reply




Odimiitae poaHHs I would be very interested in finding out more about ...
Formal ending 1 look forward to hearing from you soon.

I look forward to receiving your reply.

I am available for...

3 HOBOTO psJIKa:

Yours sincerely (if you addressed the person by name)

Yours faithfully (if you didn’t)

Sign your full name IM’s moBHE i1 TIpi3BUILIE aBTOpa

HI/ICTa o M(/?Kt/j:MvMu

3’€AHyBAJILHI eJIeMEeHTH

3’eAHyBaIbHI €IEMEHTH 3a0€3MeUyIOTh 3B 30K MK YaCTHHAMHU TEKCTY Ha PiBHI
3MICTOBHHUX a03aIliB, a TAKOK OKPEMHUX pEeUeHb B ab3arax i 0yBaloTh
CIOJIYYHUKAMHU CYPSIIHOCTI Ta MIAPSIAHOCTI, CIIOBAMH-3B’I3KaMU, BCTABHUMU
CJIOBaMH TOLIO. 3’ €AHYBaIbHI €IEMEHTH 3a0€3MeUyI0Th 3B’ I30K MK CIIOBAMMU
TaKoX, ajie B J]aHOMY BUMaAKy, TOOTO B (popmarti 3HO He BpaxoByroThes (3 2018
POKY).

IIpocTi cnosryunuku Ta ¢ppasu: and, so, but, because, also, I think, To my mind,
In my opinion/view, I hope, I'm sure, That’s why, I consider,

Cxaaasi cnonyynuku ta ppasu: Frankly speaking, Moreover, Furthermore, ...
In addition to this, In contrast, Such as, To sum up, To summarise, In conclusion,
Firstly, Secondly, Thirdly, On the one hand, ... On the other hand, ...



