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CrnoBd noa6opku

acknowledge /sknoiidz/

npusHaBaTb
to accept or admit that something is true or exists

She acknowledged that she had made a mistake.
OHa npu3Hana, 4To gonyctuna OLIJVI6Ky.

address /2'dres/

appec
the details of where someone lives or works, including the building number, street name, and city

Could you give me your email address?
He Mornu 6bl Bbl AaTb MHE CBOM afpec 3NeKTPOHHOM MoYTbI?

agenda s'dzends

noBecTKa gHS
a list of things to be discussed at a meeting; a set of aims or goals

The first item on the agenda was the company's financial performance.
ﬂepBbIM MYHKTOM NOBECTKN OHA 6bIN0 (DVIHaHCOBOG nonoXxeHmne KoMrnaHun.

apologize spoladzarz
N3BUHATbLCA
to tell someone that you are sorry for doing something wrong or causing a problem

She apologized for being late and explained that her car had broken down.
OHa n3BMHUMIacCh 3a onospaHne n o6bACHMNA, YTO ClioManach MallnHa.

appreciate /z'prizjiert/
LEeHUTb
to recognise how good or valuable someone or something is and be grateful for it

| really appreciate your help with this project.
$1 oUeHb LeHI0 Bally NMOMOLLb B 3TOM NMPOEKTE.

as per /zzps:/

cornacHo
according to or following something, such as a rule, instruction, or agreement

As per your request, | have enclosed the documents.
CornacHo BalleMy 3arnpocy, 9 NPUIOXWUI OOKYMEHTbI.

as soon as possible /57 su:n sz posabl/

KaK MOX>XHO CKopee
as quickly as you can; without delay

Please send the report as soon as possible.
I'Io>+<any17|CTa, oTnpaBbTe OTYET KaK MOXXHO CKopee.
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at your earliest convenience /st jo:r 's:liist ken'viznians/

npu NnepBo BO3MOXXHOCTU
as soon as it is possible for you; a polite way to ask for something quickly

Please reply at your earliest convenience.
[MoxanyncTa, oTBeTbTE NPU NEPBOM BO3MOXHOCTMU.

attached /stetjt/

NMPUKPENNEHHbIN
joined or connected to something; emotionally connected to someone

Please see the attached document for details.
Moopo6HOCTU CM. B MPUKPENIEHHOM OOKYMEHTE.

attachment stztjmant

npnBA3aHHOCTb
a strong feeling of love or connection towards someone or something

The child formed a strong attachment to the family's new puppy.
Pe6&HOK cunbHO npmedAsanca K HOBOMY WEHKY B CeéMbe.

attention /z'tenfon/

BHMMaHue
the act of focusing your mind on something

Pay attention to what the teacher says.
O6pawalnite BHUMaHWE Ha TO, YTO FOBOPUT YUUTESb.

be advised /bi: ad'varzd/

JoBoaUTCA A0 Ballero ceefeHud
used to warn or inform someone officially

Please be advised that the meeting has been postponed.
[loBognM 00 Ballero cBeOeHUS, YTo BCTpeYa nepeHeceHa.

best regards /pest riga:dz/

C yBaXXeHnem
a polite phrase used at the end of a letter or email to express good wishes to the reader

Thank you for your help. Best regards, John.
Cnacnbo 3a Bawy nomolb. C yBaxeHneM, [1>KOH.

body /bodi/

Teno
the whole physical structure of a person or animal

Exercise keeps your body healthy.
yn pa>*kHeHnA nogaep>XXmMBakoT 300P0BbLE TENa.
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business letter /biznis Jeta/

jenosoe NMcbMo
a formal written message sent in a professional context, typically for communication between
companies or with clients

Please send a business letter to confirm the order.
I'Io>Kany|710Ta, OoTnpaBbTe OesioBoe NNMCbMO ONd NOATBEPXXAEHUNA 3aKa3a.

CC si:'si

Konus
carbon copy: used in email to send a copy to someone other than the main recipient

Please cc me on that email.
I'Io>+<any17|CTa, MNOCTaBbTE MEHA B KOMWUIO TOIro NMCbMa.

clarify /'kleerifar/

MNPOACHUTb
To make something easier to understand by explaining it more clearly

Could you clarify what you mean by that statement?
He Mornu 66l Bbl YTOYHUTb, YTO NMEHHO Bbl UMeeTe B BNUAY 3TUM BbICKa3blBaHNEM?

clear ks

SAICHbIN
easy to understand or see; not cloudy or blocked

The instructions are very clear — anyone can follow them.
MHCTPYKLUNKM OYEHb YETKME — NIOBON MOXKET MM CliefoBaTh.

closing ‘kisuzm

3aKJlounTeNbHbIN
coming near the end; final

The closing ceremony of the Olympics was spectacular.
LlepeMoHus 3akpbiTUs ONUMANUACKUX UFP Oblfia BNeYaTnsaoLwen.

concerning /kan's3:nin/

OTHOCUTENIbHO
about or relating to something

I have a question concerning your recent report.
Y MeHSH eCTb BONPOC OTHOCUTENIbHO Ballero NocnegHero oT4yéTa.

concise /ksn'sas/

KpaTKumn
giving a lot of information clearly in a few words; brief but comprehensive.

Her concise summary saved us a lot of time.
EE KpaTkoe pe3toMe C3KOHOMUNO HaM MHOIo BpeMeHMN.
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confirm /ken'fz:m/

noaTeepXxpaTtb
to say or show that something is definitely true or will definitely happen

Please confirm your booking by sending an email.
MoxanyncTa, nogTeepauTe 6poHMPOBaHME, OTNPaBUB MUCBMO.

contact /kontekt/

KOHTaKT
communication with someone, or a person you know who can help you

We lost contact with each other after moving to different cities.
MbI noTepsanu cBA3b APYr C APYroM nocre rnepeesna B pasHble ropoja.

correspondence /korr'spondans/

nepenucka
letters or emails that people write to each other, especially in a formal or official context

All correspondence should be directed to the head office.
Bca KoppecnoHaoeHUna 0oJsi>KHa HanpaBiATbCA B rofIoBHOM Od)VIC.

deadline /dedlam/

aennanH
A date or time by which something must be finished or done

We have to submit the report before the deadline on Friday.
Mbl LOMKHbI CAATh OTYET 0 KPaHero cpoka B MATHULLY.

dear /dw/

poporon
used when speaking to or about someone you love or care about

She is very dear to me.
OHa MHe O4YeHb nopora.

detail /di:tell/

aeTtalnb
a single piece of information about something, or a small part of something larger

Please provide your contact details on the form.
MoxxanyncTa, yKa)knte CBOM KOHTaKTHbIE€ faHHble B dopMe.

draft /dra:ft/

YepHOBUK
a first version of a document or plan that is not yet final

| wrote a first draft of the report.
¢l Hanucan NepBbli YEPHOBUK OTYETA.
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due date /dju: dert/
CpoK
the date by which something must be done, paid, or submitted

The due date for the assignment is next Friday.
Cpok coayn 3agaHna — criegyowas natHuua.

email /imeil/

3/IeKTPOHHad noyTa
a way of sending messages electronically using a computer or phone; a message sent this way

I'll send you all the details by email tomorrow morning.
3aBTpa YTPOM A NpuLwto Teb6e Bce NnogpobHOCTM MO 3/IEKTPOHHOM NoYTe.

enclosed /inkisuzd/

3aKpbITbIl
surrounded by walls or other barriers; shut in

The garden is enclosed by a high wall.
Cap, OKpPY>XEH BbICOKOM CTEHOMN.

enclosure /inkisuza/

Ooropo>xeHHoe MecTto
an area surrounded by a fence or wall

The horses were kept in a large enclosure.
Jlowapen gepxxanu B 60/bLLOM 3aroHe.

finalize /famslaiz/

3aBepLuaTb
to make a final decision or put the last details on something so that it is complete

We need to finalize the contract by the end of the week.
Ham HY>XHO 3aBepPLUNTb KOHTPAKT K KOHLLY Hefenu.

follow up ‘folsv ap

NpPoao/IKUTb
to take further action after an initial contact or event, often to check progress or get more information

I'lL follow up with you next week to see how the project is going.
A CBSXXYCb C BaMU Ha crnepyiolen Hegene, YTobbl y3HaTb, Kak MOET NPOEKT.

formal /fH:mal/

oduLmanbHbIi
used for official or serious situations; following rules of behaviour

You should wear formal clothes to the job interview.
Ha cobecepoBaHuve cnenyeT HageTb opuLManbHYyO Ogexay.
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forward /f:wad/
Bnepén
towards a place or position that is in front; towards the future

She stepped forward to shake his hand.
OHa warHyna Bnepén, 4tobbl NoXaTb eMY pPyKY.

further to 'fs:65 tu:

B OTBET Ha
used in letters or emails to refer to a previous letter, conversation, or situation

Further to your email of 15 March, | am writing to confirm the meeting.
B oTBeT Ha Balle NnnMcbMO OT 15 MapTa nogTBepXKaato NpoBefeHne BCTpeUM.

get back to /get bk tuy/

nepe3BOHUTDb
to reply to someone at a later time, especially after a delay.

I'lLL get back to you with the details tomorrow.
$1 CBSXXYCb C BaMM 3aBTpa C NOAPOOHOCTAMN.

grateful /grertfol/

6naropapHbIn
feeling or showing thanks for something kind someone has done

| am so grateful for all the help you gave me during my illness.
fA Tak GnarogapHa 3a BCO MOMOLLb, KOTOPYIO Bbl OKa3anu MHe BO BpeMs 601e3Hu.

hear from /s from/

nony4yaTtb U3BecTus oT
to receive a message or communication from someone, such as a letter, phone call, or email.

I haven't heard from my brother in months.
A He nony4yan BEecTemn ot 6paTa HEeCKOJIbKO Mec4LEeB.

hereby hibar

HacToAWwUM
by this document or statement; as a result of this

| hereby declare the meeting open.
HacToswmm ob6baBnsio cobpaHue OTKPbIThIM.

herewith /hizwis/ @

HacTosLWUM
together with this letter or document; by means of this

| enclose herewith my application form.
HacToswmm npunaraio CBOIO 3adBKY.
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in reply to /i rrplar tu/

B OTBET Ha
used to indicate that something is said or written as an answer to something else

In reply to your question, | would say yes.
B oTBeT Ha BaLu BOMNpocC 4 6bl ckasan ga.

in the meantime /in 85 'mi:ntarm/

TeM BpeMeHeM
during the time between two events; while waiting for something to happen

The meeting starts in an hour. In the meantime, let's review the agenda.
BcTpeya HauyHETCA yepes vac. A noka gaBanTe NPOCMOTPUM MOBECTKY OHS.

in touch /ity

Ha cBA3U
communicating with someone, especially by phone, email, or letter

We stayed in touch after college.
Mbl ocTanmceb Ha CBA3M Nocne KonenXxa.

informal /i'f:ml/

HedopMasibHbIi
relaxed and friendly, not following strict rules of behaviour or language

The meeting was quite informal — we sat around the table and chatted over coffee.
BcTpeya 6binia 4OBOSIBHO HeDOpPManbHOM — Mbl CMAENN 3a CTOIOM 1 6ecepoBanu 3a Kode.

inquire /in‘kwara/

cnpaBnaTbcA
To ask for information about something.

She called the hotel to inquire about room availability.
OHa no3BoHwua B OTeSb, 4yTOObI Y3HaTb O Han4nn CBOBGOOHbBIX HOMepOoB.

invoice /in.vos/

cuéTt-dpakTypa
A document that lists goods or services provided and asks for payment.

Please send us an invoice for the work done.
MoxxanyncTa, NPULWAMTE HaM CYET 3a BbINOSTHEHHYIO PaboTy.

kindly /kamndi/ (a2

nio6esHo
in a kind and gentle way

She kindly offered to help me carry the boxes.
OHa nobes3Ho npennoxxuna noMo4b MHE HECTU KOpO6KVI.
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look forward to /iuk 'f:wad ta/

C HeTeprneHueM XXpaTb
to feel happy and excited about something that is going to happen

I'm looking forward to the weekend.
Ac HeTepneHneM Xay BbiIXO4HbIX.

minutes ‘minits

MUHYTbI
units of time equal to 60 seconds

The meeting lasted 30 minutes.
BcTpeya gnnnacb 30 MUHYT.

note that nsut 5zt

o6paTtuTe BHUMaHUE, YTO
used to draw attention to an important fact or detail

Note that the deadline is next Friday.
OGpaTVITe BHMMaHKE, 4TO CPOK caoayn — cnepnyiowaa naTtHuua.

outline /astlamn/

nnaH
a short description of the main points of something; a plan

Before writing the essay, she made a brief outline of the main arguments.
lMepen HanncaHMeM 3cce OHa COCTaBU/Ia KPATKMIN NiaH OCHOBHbIX apryMeHTOB.

pending /'pendin/
OXXUAaIoLWnI peLueHnsa
waiting to be decided or settled

The court case is still pending.
CynebHoe geno Bcé el HaxoauTcs Ha PacCMOTPEHUN.

please pli:

no)xanymcra
used to make a request more polite

Could you please pass the salt?
He mMornu 6bl Bbl Nepefath ConMb, NOXanymncra?

please find /pli:z faind/

npunarato
Used in written communication to politely direct the reader to an attached or enclosed item.

Please find attached the report for your review.
I'Ipmnara}o K MNCbMy OTYET 4N BaLLEro O3HaKOMEHUS.
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polite pa'lart

BEXX/IUBbIN
behaving in a respectful and considerate way towards others

He was always polite and thanked people for their help.
OH Bcerpga 6bi1 BeXMB 1 6narogapun nogern 3a nomMoLLb.

professional /prafefanl/

npogeccruoHasbHbI

relating to a job that requires special training and skills, or done by people who do it as their main paid

job
You should get professional advice from a lawyer.
BaMm cnegyeT nonyunTb NpodecCmoHanbHy0 KOHCYNbTaLMIO lopuUcTa.

proofread ‘pru:fri:d

BblYMTbIBaTb
to read a text carefully to find and correct mistakes

Please proofread your essay before submitting it.
MoxanyncTa, BbluMTanTe CBOE acce Nepef coayen.

proposal /prapavzl/
npegnoxeHue
a plan or idea that is suggested for others to consider

The committee rejected the proposal to cut funding.
KoMUTET OTKNOHUA NPenioXeHne 0 CoKpaLLeH GUHaHCUPOBaHUS.

purchase order /ps:tjas >:da/

3aKa3 Ha nocTaBKy
an official document that a buyer sends to a seller to order goods or services

We need to issue a purchase order before the supplier ships the equipment.

recipient /risip.iant/

nony4yartenb
a person who receives something

She was the recipient of a prestigious award.
OHa 6bla nonyvateneM NPeCTMXXHOM Harpaabl.

reference /refsrans/

CCbl/iIKa
a mention of someone or something; information that connects you to a source

Please make a reference to the original study.
I'Io>Kany|710Ta, cownnTecb Ha OpuUrMHanbHoOe nccnenoBaHmMe.
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regarding /rr'ga:din/
OTHOCUTENbHO
about or concerning a particular thing

| am writing regarding your recent complaint.
¢ NUwy BaM OTHOCUTENbHO Ballelr HepaBHeN »anobbl.

regards rrga:dz

C yBaXeHnem
good wishes or greetings, often used at the end of a letter

Please give my regards to your family.
MepenanTe MOM Hanny4lwme NoxXxenaHUs Ballen CeMbe.

reply /ri'plar/

oTBeyaTb
to say, write, or do something as an answer to someone

She replied to my email the next morning.
OHa oTBeTMNa Ha MO& NMNUCbMO Ha cnepywouwee yTpo.

request /rrkwest/

npocbba
a polite or formal way of asking for something

She made a request for more time to finish the project.
OHa nonpocuna [onoaHNTENbHOE BPEMS Ha 3aBepLUEHME MPoeKTa.

respond /rispond/

oTBevyaTb
to say or do something as a reaction to what someone has said or done

She didn't respond to my email for three days.
OHa He oTBeYana Ha MOé NUCbMO TPW OHA.

revise /r'varz/

NOBTOPSATb
to study something again before an exam

I need to revise for my history exam tomorrow.
MHe HY>XHO NOBTOPUTbL MaTepuan nepepn 3aBTpallHUM 3K3aMeHOM MO UCTOPUMN.

salutation /s=ljuterfan/

npuBeTcreune

a word or phrase used at the beginning of a letter or speech to greet the person you are writing to or
speaking to

The letter began with the salutation ‘Dear Sir or Madam'.
McbMo HaunHanoch ¢ obpalLeHUs «YBaXkaeMbl CIP MU Magam.
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sender /sends/

oTnpaBuUTesnb
a person who sends a letter, email, package, or message

The sender of the package forgot to include a return address.
OTnpaBuTeNnb MNOCLINKM 3abbli yKasaTb 06paTHbIM agpec.

signature ‘signitfs
noanucb
your name written in your own way, used to show that you have written something or agreed to it

She put her sighature at the bottom of the contract.
OHa nocTaBuia nognucb BHN3Y KOHTpPaKTa.

sincerely /sm'sili/

UCKpEeHHe
in a way that shows honest feelings or true beliefs

| sincerely hope you get well soon.
2| NCKpPeHHe HaaelCb, YTO Tbl CKOPO NonpaBnLLbCA.

specify ‘spesifar

yKa3blBaTb
to state clearly and exactly what something is or what is required

The contract specifies the exact conditions under which work must be completed.
[loroBop TOYHO onpenenseT yCrnoBuUs, NP KOTOPbIX AO/MKHa 6bITb BbIMONHEHa paboTa.

state /steit/

cocTosiHue
the condition of something at a particular time

The building is in a poor state.
30aHve HaxoouTCA B NJIOXOM COCTOSIHUMN.

subject line /sabdzikt Jam/

TeMa nucbma
the line of text at the top of an email that tells the topic of the message

Please include a clear subject line when you send an email.
MoxxanyncTa, ykasbiBanTe MNOHATHYIO TEMY MMCbMa, KOrga oTrnpaBnsgeTe aNeKTPOHHOEe CoobLeHne.

thank you eznkju:
cnacu6o
used to express gratitude or appreciation for something someone has done or given

Thank you for your help.
Cnacun6o 3a Bally NOMOLLb.
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thanks /6znks/

cnacubo
used to express gratitude

Thanks for your help!
Cnacubo 3a nomMoLLpb!

whom it may concern /hu:m it mer kan'sz:n/

TOMY, KOro 3170 KacaeTtcs

A formal phrase used at the beginning of a letter when you do not know the name of the person you
are writing to.

To whom it may concern: | am writing to apply for the position of assistant.
TOMy, KOIro 37O KacaeTcd: 4 nuuly, 4yToObl NOAATH 3a4aBKY Ha OOJI>KHOCTb aCCUCTEHTa.

with reference to /w5 refarans tu/

OTHOCUTENbHO
used to indicate what you are talking or writing about; concerning

With reference to your letter of May 1st, we are pleased to inform you that your application has been
approved.
OTHOCUTESNIbHO Ballero nucbMa ot 1 Masi Mbl panbl COOﬁLLI,VITb, YTO Balla 3adABKa o,n,o6peHa.

yours faithfully /j: feofsli/
C YBaXXeHnem
A formal phrase used to end a letter when you have addressed it to 'Dear Sir' or 'Dear Madam'.

Dear Sir, ... Yours faithfully, John Smith.
YBaxkaeMblli cap, ... C yBaxkeHnem, [>KoH CMUT.

yours sincerely /j>:z si'siali/

C yBaXXeHnem

A polite phrase used to end a formal letter before your signature, when you addressed the recipient by
name (e.g., Dear Mr Smith).

Dear Ms Johnson, ... Yours sincerely, John Brown.
YBa)kaeMad r-ka [>KOHCOH, ... C yBaxeHuneM, [O>KoH bpayH.
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Yek-rimcT camMmornpoBepkm

3aKpo NpaBylo KONMOHKY, BCMIOMHU NepeBof, — OTMETb BblyYEHHOE.

acknowledge
address
agenda
apologize
appreciate

as per

as soon as possible
at your earliest convenience
attached
attachment
attention

be advised
best regards
body

business letter
cc

clarify

clear

closing
concerning
concise
confirm
contact
correspondence
deadline

dear

detail

draft

due date

email
enclosed
enclosure
finalize

follow up

formal
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forward
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npwusHaBaTb
appec

noBecTKa OHs
N3BUHATLCA

LEHUTb

cornacHo

KaK MOXHO cKopee
NpPW NePBO BO3SMOXKHOCTU
NMPUKPENAEHHbIN
NPUBA3aHHOCTb
BHMMaHMeE
LOBOOMTCS 0O BalLEro CBEAEHMS
C YBaXXeHNeM

Teno

0enoBoe nMcbMo
Konums

NPOSACHUTb

ACHbIN
3aKIOYNTENbHbIN
OTHOCUTENTbHO
KpaTKui
NMOLATBEPXOATb
KOHTaKT

nepenuncka
nennanH

noporomn

netanb

YEepPHOBUK

CPOK

3N1EKTPOHHAas noyTa
3aKpbITbIN
OrOpPOXXEHHOE MECTO
3aBepLuaTb
NPOOOIHKNTb
oduLmManbHbIN

Brnepén
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further to
get back to
grateful
hear from
hereby
herewith

in reply to

in the meantime
in touch
informal
inquire
invoice
kindly

look forward to
minutes
note that
outline
pending
please
please find
polite
professional
proofread
proposal
purchase order
recipient
reference
regarding
regards
reply
request
respond
revise
salutation
sender
signature
sincerely
specify

state
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B OTBET Ha
nepes3BoHUTb
6narogapHbIn
nony4yaTb U3BECTUSA OT
HacToALLNM
HacToALLNM

B OTBET Ha

TEM BPEMEHEM

Ha CBSA3K
HedopManbHbIN
CnpaBnsaTbCcA
CYéT-dakTypa
nio6esHo

C HETEPMNEHMEM XOAaTb
MUHYTbI

obpaTuTe BHMMaHMeE, YTO
nnaH

OXMOALWMA pELIEHNS
noxxanymncra
npunarato

BEX/IUBbIN
npodeccnoHanbHbIn
BbIYNTbIBaTb
npepnoXxeHme
3aKas Ha nocTaBKy
nonyyaTtenb

CCblfiKa
OTHOCUTENTbHO

C yBaXkKEHNEM
oTBeYaTb

npocbba

oTBevaTb

NOBTOPSATb
NnpUBETCTBUE
oTnpaBuUTENb
Noanuch

NCKPEHHE

yKasblBaTb

COCTOAHUE
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subject line

thank you

thanks

whom it may concern
with reference to

yours faithfully

0000000

yours sincerely
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TeMa nucbMa
cnacubo

cnacubo

TOMY, KOro 39TO KacaeTcs
OTHOCUTESNTBHO

C yBaXEHNEM

C yBaXXeHnem
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