Cohesive Devices and Lexis for IELTS Letters

Page 1

Personal letters

It was great to hear from you

Thanks for getting in touch.

I am sorry I didn’t write to you earlier.

I hope you are well
I hope this letter finds you well

I'm just writing to say thanks for letting
me stay

I would like to ask your permission

I would like to congratulate you on
your birthday

We would like you to join us for a party

How are things going at your family?

Anyway, I am back to normal now.

I’'ll keep you posted, when I find out more

Why don't you drop me a line and tell
me exactly what you need?

Hope to hear from you soon!
Hope to see you soon!

With best wishes/ Best wishes,
Yours,

With love,

All the best,

A 6bLI1 paj y3HATH TBOM HOBOCTH
Cmacu6o0, uto Hanucasn(a).
IIpocTy, 4TO HEe HanKUcasa paHblIe
Haperoch, y TeOs BCE B TIOpsKe
Haperoch, mUCbMO JOUIET

[Tumny mpocto nobsiarogapuTh Tebs 3a TO, UTO
Pa3pENTNI OCTAHOBUTHCS Y TEOS

A xoTes1 OBI IOMIPOCUTH TBOETO Pa3peNIeHUs

A xoTesn 6bI MO3APAaBUTH TEOS C THEM POIKIEHUS

MbI x0Tesu Obl, YTOOBI THI IPUCOEIMHUIICA K HAIIEH
BEUEPUHKE

Kax nena y TBoeii cembu?
B nr060M cityuae, Terepb BCE HOpMaJIN30BaJIOCh

Byny nep:xaTb Te6s1 B Kypce, KOTZ]a BBIACHIO OOJIbIIIEe
nHpopManuu

UepKHU MHE IIapy CTPOK O TOM, YTO UMEHHO Tebe
HY>KHO

Haperoch Ha CKOpBIH OTBET
Haperoch, CKOpO yBUAUMCA

C HaWIYYIITUMU TTOKEeJTaHUSAMU
Bam

C 11000BBIO

Bcero HaWJIyduiero
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Business letters

I am writing in regard to .... (the
computer I bought at your store)

I am writing to thank you for

I am writing in reply to your letter
requesting information about our products.

The reason I am writing to you is ...

It was a pleasure meeting you
recently.

I would like to express our gratitude
for all your hard work

I regret to inform you that...

I have enclosed our most recent brochure
on equipment for your attention.

Please, find enclosed the price list you
requested.

I hope that you will find it interesting.

Should you find those arrangements
acceptable, I will draw up a contract
immediately

I hope that these changes will not cause
you too much inconvenience

I hope that these suggestions will
prove to be of some assistance.

I would be pleased to offer any
additional advice you may require

In case of any questions, please, do
not hesitate to contact me.

Please, do not hesitate to contact me
should you require further
information.

I look forward to hearing from you
I look forward to meeting you
Yours sincerely, (ecsin ykazpiBaeTcst nMsI)

Yours faithfully, (ecsiu He yka3biBaeTcs
M)

fl MUy OTHOCUTEJIBHO .... (KOMITIOTEPA, KOTOPBIU A
KyIIWJI B BallleM MarasuHe

[Munry nobsiarogapuTh Bac 3a

[Tumry B oTBeT Ha Bamie nuckMo ¢ 3ampocom 06
MHGOPMAIIUY O HAIIIKNX MPOAYKTaX

[IpuuynHa, 10 KOTOPOM 1 MUIILY BaM, 3TO

Paa OBLJI IO3HAKOMUTHCS ¢ Bamu HEOAaBHO.

A xoreJst ObI BBIPA3UTH HAIILy 0J1ar0aPHOCTD 32 BaIIl
TSKEJIBIN TPy

C coxkasieHueM coobiaro Bam, uto

A mpuUI0KWIT HAIITy TIOCJIEAHIO0 OPOIITIOPY 00
000pYIOBAHUH JIJIsSI BAIlIET0 BHUMAaHUS

K nucbMy IpuJIoKeH 3ampanimBaeMblii Bamu
IpanCc-JINCT.

Hapetoch, BbI HaljieTe ee MHTEPECHOMN

Ecsu BBI HaliieTe JaHHbIE YCI0BUSA IIPUEMJIEMBIMH,
A1 HEMe/IJIEHHO COCTaBJII0 KOHTPAKT

Hasetoch, UTO 3TH U3MEHEHUS He IPUYUHAT Bam
OOJIBIIINX HEYTOOCTB.

Haznerocs, nannble npeiyiokeHusa noMoryT Bam.

Bb11 OB1 paj; mpeIOKUTh JOMIOJTHUTETbHBIE
COBETBI, KOTOPbIE MOTYT BaM IMoHa/100UThCA.

B ciyuae Bompocos, noxasyiicra, obparaiitech Ko
MHE

[Toxkasyiicta, obpaiaiTech KO MHE, €CITH
MIOHAI00UTCA JTayTbHeas nHGoOpMaIus.

C HeTeprieHHEeM OxHUaI0 Ballero orsera
C HeTeprieHNEM OKHUJAI0 BCTPEYH C BAMU
C yBakeHneM

C yBakeHneM
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Complaint letters

I am writing to express my
dissatisfaction with

I am writing to express my strong
disapproval

I am writing to bring to your attention
the dangerous state of the road junction

I would like to draw your attention to ....

I regret to inform you that your
service was below my expectations.

I believe, the best course of action
would be

The ideal solution would be to ....

I hope, you can settle this matter as
soon as possible

Please, look into this matter as soon as
possible.

I hope this matter will receive your
immediate attention.

We trust that you will give this matter
your urgent consideration and look
forward to receiving any suggestions
you might have to overcome the problem.

Apology letters

I am writing to apologize for the delay

I would like to offer my sincere
apologies for the inconvenience.

Please, allow me to suggest ... as
compensation for

As a sign of goodwill I would like to
offer...

We will reimburse you...

I was most concerned to hear that you
were not completely satisfied with our
product.

[Tuiry BEIpAa3UTh CBOE HEY/IOBOJILCTBUE
OTHOCUTEIBHO

[Tunry BRIpa3UTh CBOE CUJIBHOE HEOZIOOpeHUe

[Tumnry, uToOBI IpUBJIeYs Bamie BHUMaHME K
OIIaCHOMY COCTOSIHUIO IIepeKpecTKa

A xoTen ObI IpUBJIEYD Ballle BHUMAHHE K

C coxanenuem coobiraio Bam, uto Bamr cepBuc ObL1
HIKE MOUX OXKHIaHUHU

[Tosrarato, HAWJTYYITUM OBLIIO OBI IOCTYITUTH
cyIeAyIOIUM 00pa3oM

W neanbHoe penieHue ObLI0 OBl

Hapetoch, Bbl cMokeTe yperyimpoBaTh JaHHbBIN
BOIIPOC KaK MOKHO CKOpee

[Toxkamyticta, pa3bepuTrech ¢ JaHHBIM BOIIPOCOM
KaK MOKHO CKOpee

Hapetoch, BbI HEMeJIEHHO 0OpaTUTe BHUMaHUE Ha
JITAaHHBIN BOMIPOC.

Hazneemcsa, Bel HeMeyIeHHO pacCMOTPUTE 9TOT
BOIIPOC U 0KU/IaeM pellleHUU, KaK CIIPAaBUTHCA C
3TOU MPOOJIEMOH.

[Iuiy U3BUHUTHCA 3a 3aZl€PKKY

Xores 6bI IPUHECTH UCKPEHHYE U3BUHEHMUS 32
HEey/100CTBO

HO)KHHYﬁCTa, IIO3BOJIbTE IIPEAJIONKUTD ... B
KOMIIE€HCAII1IO 3a

B kauecTBe xecta J0OpOU BOJIM XOUy MPEIJIOKHUTD
Bawm...

Mpe1 kommieHCcupyeM Baw...

A1 6611 OueHDb 00ECTIOKOEH, Y3HAB O TOM, UTO BbI
OCTaJIUCh HEJIOBOJIbHBI HAIllel IPOAYKIIME.
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I assure you that we will give this
matter serious consideration and would
like to thank you for bringing the situation to
our attention.

Please, be assured that we are doing
everything to settle this issue.

May I apologize again for this
inconvenience.

I hope that you can forgive this
regrettable error.

Should there be any further
difficulties, please contact me directly
so that I could personally take care of
any problems.

Request letters

I am writing to request your
assistance concerning the matter of ...

I am writing to ask for information
about...

We would be grateful if you could send
us your current price-list.

We would also appreciate some
information on...

Thank you in advance for your kind
assistance

Job application letters

I would like to apply for the position of
advertised at

I am writing in response to your
advertisement in ___ concerning a vacancy
in your sales department.

As you can see from my CV, I am an
Engineer with 10 years of experience

At present, I am employed at
company

VYBepsio Bac, MbI cepbe3HO PacCMOTPUM JIAHHBIH
BOIIPOC U Xouy nobsiaroaputs Bac 3a To, 4To
oOparuiau Hallle BHUMaHUe Ha JIAHHYIO CUTYalUIo.

¥YBepsiem Bac, uTo MbI mpusiaraeM Bce BO3MOKHBIE
YCUJIHSA JIUISL PEIIEHUs 3TOH TPO0IEMBI.

Xouy CHOBA U3BBUHUTHCS 3a HEYA00CTBO

Hazetoch, BBI CMOXKETE IMIPOCTUTH JIAHHYIO T0CATHYIO
OIINOKY.

B ciiyuae BO3HUKHOBEHUS MTPOOJIEM, TTOKATYHUCTA,
CBSI3BIBANTECH CO MHOM HAIIPSIMYIO, UTOOBI S TUYHO
WX YJIaJIAT.

[Tunry nonpocuts Bamiel moMoIy OTHOCUTEIBHO

[MTumry, uToOBI TOTIPOCUTH Y Bac nHpOpMAIUO 0

Bynewm 6isiarozapssl, ecaiu Bel npuiiéte Ham
TEeKyIIUU Ipaic-JIucT.

Hawm Ttakke Hy>kHa nH(MOpMAIHA O...

3apaHee O6;1aromapio Bac 3a momoInp

A xoreJst 6bI TOJATH CBOIO KAaHAUAATYPY Ha
JIOJIZKHOCTD , KoTopas ObLyIa yKa3aHa B
OObBABJIEHUU

[Tumry B oTBeT Ha Barre o0bsiByIEHHE B _
OTHOCUTEJbHO BAaKAHCHUM B JIelIapTaMeHTe IIPOJAXK.

Kak BUJTHO U3 MO€ETro pe3ioMe, 51 MHKEHEP C
ombITOM paboTHI H60JIee 10 JIeT

B Hacrosee Bpems, 1 paboTaio B KOMIIAaUH
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My skills include working with....,
managing ..., performing ....

In course of my present job I have been
responsible for

I am used to working at a fast pace to
meet deadlines

I am familiar with safety instructions
and used to work unsupervised

I believe, the position you offer will give
me the opportunity to...

If you find my skills and experience
suitable, please contact me to schedule
an interview.

I am looking forward to discussing my
credentials with you personally.

Thank you for your time and
consideration.

Mowu ymeHus BKIIOYAKOT paboTy C ...,
PYKOBOJICTBO ..., UCIIOJTHEHHE ...

Bo Bpems gaHHOM pabOTHI s OTBEUAJI 3

S mpuBBIK paboTaTh B OBICTPOM TEMIIE, YTOOBI
BBIZIEPKATh CPOKU

fl 3HaKOM C UHCTPYKIUAMH 0 6€30MaCHOCTU U
MIPUBBIK pab0OTaTh CAMOCTOATEIBHO

YBepeH, 4ToO IIpeajiaraeMad BaMHu JOJIZKHOCTDb JacCT
MHE BO3MOKHOCTbDb

Ecyu BBI HaliieTe MOU YMEHUSI U OTIBIT
TTOZXOJISIIIIM U, TTOKAIYHCTa, CBSKUTECH CO MHOU
JUTSI TIPOBEIEHUs coOece/IoBaHUs

C HeTepHIeHNEM OKHU/Ial0 OOCYKIEHUS MOUX
HOJITHOMOYMH C BAMU JIUYHO

Cnacu6o 3a Balie BpemMs U paCMOTPeHHE
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Memo phrases

To
From
Date
Re

Let me inform you that

We will have the meeting on December 15 to
discuss the results

If you have any questions or
comments, please, let me know before
the meeting

We wish to take this opportunity to
thank you for being one of our most
valued customers

Thank you for your outstanding work

Please, accept my sincere
congratulations

Here are some general rules that I hope
will be helpful to you

Congratulations on joining our team

Let me know, if you have any
questions, or if I can be of any further
assistance

Komy
Ot
JlaTa
Tema

ITo3BoJIbTE COOOIIIUTH BAM, UTO

MpsI mpoBezieM BeTpeuy 15 IeKabpsi 111 00CyKIeHUs
Pe3yIbTaTOB

B ciryuae BompocoB 160 KOMMEHTapPHEB,
MOJKaJIylcTa, COOOIIUTE MHE JI0 BCTPEUH

MbI XOTUM BOCIIOJIb30BaThCS TAHHOKN
BO3MO>KHOCTBIO, YTOOBI IT00J1aroapuTh Bac 3a o,
YTO OCTaeTech OJHUM M3 HAIIMX IEHHBIX KJIUEHTOB

Bnarosapio 3a Baly BbIZIaloOIIyI0ocs paboTy

[Toxkasyticta, IPUMUTE MOU UCKPEHHUE
I03/IpaBJIEHUS

Bot HekoTOpBIE 00IIHE TTPAaBUIa, KOTOPbIE, HA/IEIOCh,
OyZyT BaM I10JIE3HBI

[ToznpasiiAio ¢ mpucoegUHEHNEM K HAIllel KOMaH e

JlaiiTe MHe 3HATh, ECJIU Y BaC OCTAIMCH BOITPOCHI HJIU
€CJIU s1 MOTY IIOMOYb BaM B IaJIbHEHIIIEM

www.kuzina.me



http://www.kuzina.me
http://www.kuzina.me

