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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.

acknowledgment /sknol.idz.mant/

npu3HaHue

The act of admitting or accepting that something exists or is true, or an expression of thanks or
recognition

She received no acknowledgment of her hard work from her manager.
OHa He nony4unna oT MeHeOXXepa HUKaKOoro npuM3HaHMa CBOero Tpyaa.

address /s'dres/

agpec
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 66l Bbl AaTb MHE CBOW afpec aN1EKTPOHHOM NOYTbI?

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.

appointment p>mntmant

BCTpeya
An arrangement to meet someone or visit a place at a fixed time

| have a doctor's appointment at 3 o'clock.
Y MeHs NpuéM y Bpaya B Tpu Yaca.

appreciate /oprifiery (a2
LLeHUTb
to recognise how good or valuable someone or something is and be grateful for it

| really appreciate your help with this project.
91 OYeHb LeHIo Bally NMOMOLLb B 3TOM MPOEKTe.
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arrange /s'remnds/

OopraHu3oBbiBaTb
To make plans or preparations for something to happen.

Can you arrange a meeting for next Monday?
MoxeLwb OpraHn3oBaTb BCTPEYY Ha cne,u,y}ou.l,mﬂ rnoHenenbHUK?

assure ojuvs

3aBepsATb
to tell someone confidently that something is true so they will feel less worried

| can assure you that your personal data will be kept completely confidential.
Mory 3aBepuTb Bac, YTO BalUM JINYHbIE AaHHble OYAYT XPaHUTbLCA B NOSTHOWM KOHPUOEHLUNANbHOCTW.

attached /stx=tt/

MPUKPENNEHHbIN
joined or connected to something; emotionally connected to someone

Please see the attached document for details.
Moopo6HOCTM CM. B MPUKPENNEHHOM OOKYMEHTE.

attachment stztjmant

npuBA3aHHOCTb
a strong feeling of love or connection towards someone or something

The child formed a strong attachment to the family's new puppy.
Pe6EHOK cMNbHO NpMBA3aNca K HOBOMY LLEHKY B CEMbE.

best regards /pest rr'ga:dz/

C yBaXXeHuem
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.
Cnacunb6o 3a Bawy nomMolub. C yBakeHUEM, [>KOH.

body /bodi/

Teno
the whole physical structure of a person or animal

Exercise keeps your body healthy.
Yrpa>kHeHUS NOAAEPXKMBAIOT 300POBLE TeNa.

CC si:i'si
Konusa
carbon copy: used in email to send a copy to someone other than the main recipient

Please cc me on that email.
I'Io>Kany|710Ta, NoCTaBbTe MEHHA B KOIMUIO TOIrO NUCbMa.
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clarify /'kleerifar/

MNPOSAICHUTb
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 MMEHHO Bbl UMeeTe B BUAOY 3TUM BbICKa3blBaHNEM?

closing ‘klavzin

3aKNoYUTENbHbIN
coming near the end; final

The closing ceremony of the Olympics was spectacular.
LlepeMoHunsa 3akpbiTUss ONMMANACKUX UIP Oblfia BNneYaTnsaoLwen.

Comply /kam'plar/

co6niopaTtb
to obey a rule, law, or request

All employees must comply with the safety regulations.
Bce COTPYOHUKW OOJIKHbI cobniogaTtb npasunna 6e30mnacHoOCTM.

confidential /xon.frden.fsi/

KOH$uaeHumanbHbI
meant to be kept secret; not to be shared with others

This document is confidential and should not be shown to anyone.
oT0T OOKYMEHT KOHd)VI,D,eHLI.VIaJ'IeH M He OO0JHKEeH NoKa3blBaTbCA HUKOMY.

confirm /ken'fz:m/

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

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

confirmation /konfa'mern/

noarBepXxaneHue
a statement or sign that something is definitely true or will happen

We are still waiting for confirmation of the booking.
Mbl BCE eLLé XOEM NoaTBepXXAeHNA BPOHNPOBaHNS.

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.
Mbl noTepsanun ceBA3b Opyr C OPYroM MNoce rnepeespa B pasHbie ropoga.
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cooperate /kounparert/

coTpyAHU4YaTb
To work together with someone or a group to achieve a common goal

The two countries agreed to cooperate on environmental issues.
[Be CTpaHbl [OroBOPUNNCH COTPyOHNYaThL B 061aCTN 3KONOrNYecKnx BOMPOCOB.

coordinate ksuo:dmert

KoopaAuHUpoBaTb
to organize people or things so that they work together effectively

She coordinated the efforts of the volunteers.
OHa KoopauHupoBana ycunmsa BONIOHTEPOB.

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.

courtesy /ks:tisi/

BeXJ/TMBOCTb
polite behaviour that shows respect for other people

They treated all their guests with great courtesy.
OHM NpUHUMann BCeX rocTemn ¢ 60NbLION YYTUBOCTLIO.

deadline /dedlain/
pennanH
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 CAaTb OTYET 0 KparHero cpoka B MATHULLY.

details /di:.terlz/

getanum
small pieces of information about something

Please send me the details of the meeting.
MoxanyncTa, NPULWANTE MHE NOAPOBHOCTM BCTPEYUM.

discuss drskns

o6ecyxxaaTb
To talk or write about a topic seriously and in detail with other people

We need to discuss the plan before making a decision.
HaM Hy>kHO 06CcyanTb NnaH, Npexxae YeM NpPUHATb peLleHne.
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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 £ NpuLwio Tebe Bce NnogpobHOCTU MO 3/IEKTPOHHOM MoYTe.

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 /mkisuza/

Ooropo)xeHHoe MecTo
an area surrounded by a fence or wall

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

etiquette /etiket/

3TUKET
the set of rules for polite behavior in society or in a particular group

It is considered bad etiquette to talk loudly on the phone in a restaurant.
CunTaeTtca oypHbIM TOHOM FPOMKO pasroBapuvBaTh No TenedoHy B pecTopaHe.

faithfully /fesfsli/
BEpHO
in a loyal way; showing strong support and trust

She served the company faithfully for thirty years.
OHa BEPHO Cny>XXwuna KOMNaHUn Tpnaguathb neT.

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.

follow-up ‘flsv ap

nocnepyiouiee HabniogeHue
a visit or check after medical treatment to see how the patient is doing

She has a follow-up with the surgeon next week.
Ha cnegyiouer Hepene y Heé KOHTPOJIbHbINM OCMOTP Y XUpypra.
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formal /f:mal/

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

You should wear formal clothes to the job interview.
Ha cobecepnoBaHue cnenyeT HageTb opuLManbHYIO Ogexay.

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 sBnepén, 4tobbl NoXXaTb EMY PYKY.

further /82

panblie
at or to a greater distance; more or additional

| can't go any further without a rest.
¢ He Mory naTu pganslwe 6e3 oTabixa.

get back /get baek/

BEepHYTbCSH
to return to a place after being away

What time did you get back from the party?
Bo CKOMBbKO Thl BEPHYJICH C BEYEPUHKN?

greeting ‘gri:tm
npuBeTCTBUE
something you say or do when you meet or see someone

He gave her a friendly greeting when she arrived.
Korga oHa npubbina, OH BCTPETU/ €€ OPY>KECKUM NPUBETCTBUEM.

heading /hedmy

3aroJjioBok
A title at the top of a piece of writing or a section of a document.

The heading of the chapter is 'Introduction’.
3aronoBokK rnaebl — «BeBegeHne».

hear from /hs from/

nony4yaTtb U3BeCcTus 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.
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inconvenience /inkan'virnians/

Heyao6CTBO
a situation that causes trouble or difficulty

We apologize for any inconvenience caused by the delay.
|_|pVIHOCVIM M3BUHEHUA 3a Hey,EI,O6CTBa, Bbl3BaHHbIE 3ap,ep>|<K017|.

information /mfsmerfan/

nHpopmauums
facts or knowledge about something or someone

Can you give me some information about the train times?
Bbl MOXXeTe fatb MHE MHPOPMaLMIO O pacnmcaHum NoesnoB?

inquiry /in‘kwartari/
3anpoc
a request for information; an official investigation into something

The government launched an inquiry into the cause of the accident.
rlpaBI/ITeJ'IbCTBO Ha4yano paccnenoBsaHne NpunynH aBapun.

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 BbINMOSTHEHHYIO PaboTy.

keep posted /ki:p paustid/

AepXxaTb B Kypce
to keep someone informed about the latest developments

Please keep me posted on the project's progress.
[MoxanyncTa, oep>XxnTe MeHs B Kypce nporpecca npoekTa.

kindly /kamndii/

nio6esHo
in a kind and gentle way

She kindly offered to help me carry the boxes.
OHa nbes3Ho npenoXxusia NoMoyYb MHE HECTU KOPOOBKMN.

letter /lets/

nMcbMo
a written message that you send to someone, usually in an envelope

She wrote a letter to her grandmother.
OHa Hanucana NMcbMo cBoer 6abyLulke.
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look forward ok 'H:wad

oXupaTtb C HeTepneHnem
to feel pleased and excited about something that is going to happen

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

meeting /mi:tmy
BCTpeua
an occasion when people come together to discuss something

| have an important meeting at two o'clock.
Y MeHSd Ba)HOe coBellaHue B ABa vaca.

mMemo 'memav

cny)ebHas 3anucka
a short written message used in business or government

The manager sent a memo about the new policy.
MeHemxep oTrnpaBu cny>xXebHylo 3anncky 0 HOBOM MOANTUKE.

notification /nsotifrkerfan

yBegoM/ieHne
a message or signal that tells you something has happened or is going to happen

| received a notification that my package had arrived.
A nonyymn yBegoMieHme, 4To Mos Mochbisika npubsbina.

offer /ofs/

npepnaraTb
to say that you are willing to give something to someone or do something for them

She offered me a cup of tea.
OHa npennoXxmnna MHe 4Yallky 4Yada.

order /-:ds/
nopapnok
the arrangement of things or events in a particular sequence; a neat organized state

Please arrange the books in alphabetical order.
MoxxanyncTa, paccTtaBbTe KHUIMM B andaBUTHOM Nopsanke.

payment /peimant/

onnara
an amount of money that is paid to someone, or the act of paying

The monthly payment for the loan is due on the first of each month.
E>xeMecauHbI nnaTéx no Kpeanty HeobxoanMOo BHOCUTb nepBOro 4Ymcna Kakooro Mecqdua.
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please pii:
noxanymcra
used to make a request more polite

Could you please pass the salt?
He mMornu 6bl Bbl Nepefath COoMb, NoXanymcra?

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.

promptly /promptli/
He3amMmennuTesnibHO
immediately, or at the right time without delay

Please reply to all messages promptly.
I'Io>Kany|710Ta, oTBEYanTe Ha BCe COOBLLEHNS HE3aMEOTNTENBHO.

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.

provide /pra'vaid/

npepocTaBnATb
to give something that is needed or wanted; to supply

The school provides books and materials for free.
LLlkona 6ecnnatHoO npenoctaBndeT KHUrm 1 Matepunarnbl.

re ri:

KacaTeJ/ibHO
concerning; used in letters and emails to introduce the subject

Re your email, | will reply tomorrow.
KacaTenbHO Ballero nMcbMa, 9 oTBeYy 3aBTpa.

reach out /ri:tj aot/

cBA3aTbCA
to try to communicate with someone, especially to help or offer support

| reached out to my old friend after many years.
4 cBfAsancs co CTapbIiM OPYroM CcnycTtd MHOro nerT.
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receive /risiv/

nony4yaTtb
to get or be given something

She received a letter from her friend in Australia.
OHa nonyyuna nMcbMo OT Noapyru n3 ABCTpanmu.

recipient /risip.iant/

nony4yartenb
a person who receives something

She was the recipient of a prestigious award.
OHa 6blna nony4vateneM 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 nccnenoBaHMe.

regarding /rrga:diny/
OTHOCUTENIbHO
about or concerning a particular thing

| am writing regarding your recent complaint.
A Ny BaM OTHOCUTENbHO Ballen HeJaBHeN Xanobbl.

regret /rgret/ @

co)xaneHue
a feeling of sadness or disappointment about something that has happened or something you did

He had no regrets about leaving his old job.
OH HUCKOJMbKO He coxkanesn 0 TOM, YTO YLEN co CTapon paboThl.

reminder rr'mamnds

HarnoMuHaHue
a message or action that helps you remember something

He set a phone reminder so he wouldn't forget the meeting.
OH nocTaBun HanoMnHaHMe Ha TenedoHe, YToObl He 3abbiTb BCTPEYY.

reply /ri'plar/

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

She replied to my email the next morning.
OHa oTBeTuNa Ha MO& NMNUCbMO Ha cnepywouwee yTpo.
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request /rrkwest/

npocb6a
a polite or formal way of asking for something

She made a request for more time to finish the project.
OHa nonpocuna oononHnTenbHOe BpeM4d Ha 3aBepLlleHne NpoeKTa.

response /rr'spons/

oTBeT
something said or done as a reaction to something else

We received many responses to our advertisement.
Mbl nonyvymnm MHOro OoTKJIMKoOB Ha Halle obbAaABNeHue.

salutation /s=ljuterfan/

npuBeTcTBUe
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.

schedule /fed,ju:l/

pacnucaHue
a plan that lists events or tasks and the times when they will happen

The train schedule shows departures every hour.
PacnuncaHne noe3noB NokasblBaeT oTnpaBrieHne Ka)KJZI,bIVI Yyac.

sender /sends/

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

The sender of the package forgot to include a return address.
OTnpaBuTeNb MNOCLINKM 3abbl1 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'sli/

UCKpEHHe
in a way that shows honest feelings or true beliefs

| sincerely hope you get well soon.
2| NCKpPeHHe HaaeloCb, YTO Tbl CKOPO NonpaBnLLbCA.
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subject /sabdzikt/

npepmet
a topic that is studied or discussed; an area of study at school

What is your favourite school subject?
Kakor BaLl No6UMbIN WKOMbHbIM NpegMeT?

submit /sabmit/

nogaBaTb
to give or send something to someone for them to consider or judge

Please submit your application by 31 October.
MoxanyncTa, noganTte 3aaBKy Ao 31 okTabps.

thank /6znk/

6naropaputb
to tell someone that you are grateful for something they have done or given you

| thanked her for helping me.
¢ no6bnarogapun eé€ 3a NoMoLLb.

touch base ttf bers

cBsA3aTbCA
to make contact with someone to discuss something briefly

Let's touch base next week to see how things are going.
[aBal CBSXXeMCS Ha criefyowen Hegene, Ytobbl y3HaTb, Kak Moy T oena.

update /apdert/

o6HOBNATb
to add the most recent information to something; to make something more modern

Please update your software regularly to stay secure.
PerynsapHo o6HoBRANTEe NnporpaMMHoe obecrneyveHne s 6e3onacHoCTu.

urgent /s:dzsnt/
CPOUYHbIN
Needing to be dealt with immediately.

This is an urgent matter that cannot wait.
310 CpOo4HOe [eno, KOTopoe Henb34 OTKNaabiBaTb.

yours truly /jp:z 'tru:li/
C yBaXXeHuem
a phrase used before your signature at the end of a formal letter

Yours truly, Jane Smith.
MckpeHHe Bawa, kenH CMuUT.
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Yek-rimcT camMmornpoBepkm

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

acknowledge
acknowledgment
address
apologize
appointment
appreciate
arrange
assure
attached
attachment
best regards
body

cc

clarify
closing
comply
confidential
confirm
confirmation
contact
cooperate
coordinate
correspondence
courtesy
deadline
details
discuss
email
enclosed
enclosure
etiquette
faithfully
follow up
follow-up

formal
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npusHaHue

agpec

N3BUHATLCA
BCTpeYa

LEHUTb
OpraHM30BbLIBaTb
3aBepSTb
NMPUKPENAEHHbIN
NPUBA3aHHOCTb

C YBaXeHNeM

Teno

Konums

NPOSACHUTb
3aK/IOYNTENBbHbIN
cobnopaTtb
KOHOUOEHUMANbHBIN
noaTBepXaaTb
nooTBepXxaeHue
KOHTaKT
cCoTpyaHWYaTb
KOOpAMHMPOBAaTb
nepenucka
BEXXJINBOCTb
nennamH

nertanm

obecyxpaTb
3NEKTPOHHAdA NoYTa
3aKpbITbIN
OropoXXeHHOEe MecTo
3TUKET

BEPHO

NMPoOoJIXUTb

nocnenywuee HabnogeHue

oduLmManbHbIN

Brnepén
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further

get back
greeting
heading
hear from
inconvenience
information
inquiry
invoice
keep posted
kindly

letter

look forward
meeting
memo
notification
offer

order
payment
please
professional
promptly
proposal
provide

re

reach out
receive
recipient
reference
regarding
regret
reminder
reply
request
response
salutation
schedule
sender

signature
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harnblue
BEpPHYTbCA
NnpUBETCTBUE
3aronoBoK
nony4atb U3BECTUA OT
Heyno6CcTBO
MHPopMaLms
3anpoc
CYéT-dakTypa
hepxaTb B Kypce
nio6esHo

NUCbMO
OXWpaTb C HETEPNEHEM
BCTpeYa
cny>ebHas 3anucka
yBefoMieHue
npegnaratb
NOpsIAOK

onnaTta
noXxanymncra
npodeccnoHanbHbIn
He3amMepnnTenbHo
npepnoXxeHue
npenocTaBndaThb
KacaTenbHO
CcBSA3aTbCs
nony4vatb
nony4vartesnb

CCblfKa
OTHOCUTESNBHO
coxxaneHue
HarnoMmHaHue
oTBevaTb

npocbba

oTBeT

NnpUBETCTBUE
pacrnucaHue
oTnpaBuUTENb

noanncb
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sincerely
subject
submit
thank
touch base
update

urgent

00000000

yours truly
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NCKPEHHE
npeomeTt
nopgaBaThb
6narogapuTtb
cBA3aTbCA
OBHOBNATb
CPOYHbIN

C YBaXKEHNEM
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