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INTRODUCTION

Letter-writing as a form_ of social speech is an essential part of
communication. It carries the principal functional language elements
for realizing the communication art: 1) syntax (e.g., expressing a
polite request using will or would in the interrogative form of a
sentence), 2) attitudes (requests, acknowledgement, gratitude, regret,
favour, etc.), 3) modality (probability, possibility, desire, etc.),
4) guide words that enable the writer to connect his ideas, concepts,
thoughts, etc. (e.g. as fo, in comparison with, in respect of, etc.).

Letters, as is known, may be private, official (semi-official), pro-
fessional. Each letter-writer has a characteristic way of writing, his
style of writing, his manner of expressing his ideas, thoughts, facts,
etc.: but it must be emphasized that the routine of official, business,
professional letters requires certain accepted idioms, phrases, patterns
which are found in general use to-day.

Therefore, certain letter-writing skills must be acquired by practice,
and details of writing must be carefully and thoroughly learnt. The
purpose of the Manual is to convey to the letter-writer those skills
through the specimens of letters presented herein.

Letter-writing, of course, is not the same as casual conversation,
it bears only the same powers of thoughts, reflections and observa-
tions as in conventional talk, but the form may be quite different.
What makes the letter attractive and pleasing.is not always the
message of the letter, it is often the manner and style in which the
message is written. For example, “I wish to express to you my sincere
appreciation for your note of congratulation” or “I am ‘sincerely
happy that you were elected President of the Biological Society.”
As you see such formulations show the attitude of the writer, his
respect and sincerity.

The language of business, professional and semi-official letters is
formal, courteous, tactful, concise, expressive, and to the point. In the
case of “scientific correspondence” (we take the liberty to call it s0),
the majority of letters bear mostly a semi-official character and are
concerned with different situations associated with scientific activi-
ties concentrated around the organization of scientific meetings
(congresses, symposia, workshops, etc.), the arrangement of visits,
invitation, publication, the exchange of scientific literature, informa-
tion, etc. Letters of this kind have a tone of friendliness, politeness,
naturalism. Modern English letters should not be exaggerated, over-
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burdened, outmoted with time-worn expressions. The keynote is
simplicity. Modern letters tend towards using the language of con-
versational style,

The body of atypical business, official or professional letter covers
generally three major aspects:

(1) The introduction which states the business that the letter

concerns (if necessary, reference is made to previous corres-

pondence, for example, “I have the pleasure of inviting you
to attend our conference...”).

(2) The discussion which takes up the matter (for example,
“Please, inform us at your earliest convenience the topic
of your lecture™).

(3) The conclusion of the letter which gives the letter a friendly,
sincere ending (for example, “Awaiting an early reply from
you, I remain, sincerely yours...”).

The types of letters illustrated in the Manual include many varie-
ties, but certainly cannot meet all the situations that the correspon-
dent encounters. Nevertheless, the specimen letters and patterns
presented will enable the letter-writer to build up his own letters.
This Manual is intended for those who have a fair knowledge of the
English language and a fair vocabulary. The Manual consists of 10
sections, each including pattern letters, exercises, and a Russian-
English vocabulary. All the names of persons and addresses in the
Manual are fictitious.

The author hopes that in studying the specimen letters the reader
(writer) will feel the spirit and trend of the style of modern scientific
correspondence. The author, likewise, trusts that this Manual will
be of help to many scientists who correspond with their colleagues
in other countries. The author requests them as well as other readers
to send in their suggestion and remarks to the following address:
117333, Mocksa B-333, yn. Bauiosa, 44, xopn. 2. Kagenpa unoct-
paHubIx s3pixoB AH CCCP.

The Author

SECTION ONE

MAKE-UP OF THE LETTER

A neatly arranged letter will certainly make a better impression
on the reader.

The layout of business and private letters is more or less common
in all countries.

There are seven parts in a letter:

1) the heading (i.e. the sender’s address);

2) the date;

3) the inside address (i.e. the recipient’s name and address);

4) the opening salutation;

5) the body of the letter;

6) the closing salutation;

7) the signature. .

The general pattern of a business letter will have the following

picture.

Layout of a business letter with a printed letterhead

_ (1) The heading
(3) The inside address

(2) The date

(4) The opening salutation Margin

(5) The body of the letter

Margin

(6) The closing
salutation

(7) The signature




Example of a business letter with a printed letterhead

(6) The closing
‘ salutation

+ a0
./

(7) The signature ~ ~|

(1) Browning’s Counting Instruments
: 15 Highgate Street,
London, S.W. 10,
England.
cables: telephones:
telex:
fax: {
(2) 25th May, 19... 2 a
(3) Institute of Biology. . i 3
16 Leninskii Prospekt, 4
Moscow, '
USSR.
(4) Dear Sir,
(5) We are sending you under separate cover our
catalogue and price-list. i
(6) Yours truly,
(7) Thomas J. Jackson
Export Manager
Layout of a typed letter
(1) The heading
(2) The date
(3) The inside address :
[Margin | (4) The opening salutation Margin
-(5) The body of the letter

10

Example of a typed letier

seeing many of my friends there.

|

|

|

Institute of Organic Chemistry,
Leninskii Prospekt 15
= y Moscow,
USSR

23rd March, 19...

D

Prof. 8. Smith,
4 Grey St.,
London, N.E. 20,
England.

Dear Prof. Smith,
Thank you very much for your kind invitation to take part in the SYmposium.
It gives me great pleasure to accept your mvnatlon and I look forward to’

Sincerely yours,
S. Petrov

1. THE HEADING

The letterhead of an institution, organization, firm, et¢. is usually
printed. If there is no printed letterhead, the typed heading should
be arranged neatly on the top right-hand side of the page. The address
is typed in full to ensure correct delivery of a reply.

The heading provides all necessary information: the name and
address of the institution, organization, firm, etc. or the name, posi-
tion, title and address of the sender, the telephone, telex, fax numbers
and the telegraphic address or any other details that may be required
such as reference numbers, codes, etc.

If the heading is typed or written by hand it may be arranged
in steps or blocks (mostly in usage today, especially, in the USA).

Here are some examples of standard headings that are used by
Soviet, British and American institutions, organizations, etc. and by
private persons.

11



Printed letterheads
USSR

Axanemust Hayx CCCP

Co03 CoBerckux CounamucTnyeckux PecnyGnuk

HMHCTHTYT A3KIKO3HAHUA

r. Mocksa Jara
yn. Cemanxo, 1/12 Ne
TenedoH:
Tenexc:
Paxc:
Great Britain
Pearson Press
14 Brown St.
London, EW. 14
g England
cable address: telephones:
telex:
fax:
USA

Consultants Bureau Inc.*
324 W.** 19th St., New York 11
N.Y., USA.

12

*Inc. — Incorporated.
**W. — West.

Typed letterheads
In sf eps
[nstitute of Chemistry, 43 Brown Str.,
Leninskii Prospekt*, 23 London, E4,
Moscow B-114, Great Britain
USSR
In block:
Department of Chemistry Ul Vavilova 24, apt. 3
University of Columbia Moscow B-102
New York, N.Y. USSR

USA

The words street, road or avenue may be abbreviated: St. (Str.),
Rd., Ave.: West St., Highland Rd., Charles Ave.

If the street has a number, it must be written out, i.e. 24 Second
Ave. or 135 Fifty-fourth Str., but 24 W. 18th .St. (because “W.”
separates the two figures). i

Each line in the address should be set off by a comma, although
this is not always observed, especially in the USA. If the letter is sent
to the USA, it is necessary to put a comma between the city and the
state.

The names of the American states are abbreviated:

1. Alabama — Ala. 16. Kansas — Kan., Kans.
2. Alaska — Alas., Als. 17. Kentucky — Ken.
3. Arizona — Ariz. 18. Louisiana — Lou.
4. Arkansas — Ark. 19. Minnesota — Ma., Minn.
5. California — Cal., Calif.  20. Maryland — Md.
6. Colorado — Col., Colo. 21. Massachusetts —- Mass.
7. Connecticut — Conn. 22. Maine — Me.
8. Delaware — Del. 23. Mississippi — Mi., Miss.
9. Florida — Fla. 24. Michigan — Mich.
10. Georgia — Ga., Geo. 25. Missouri — Mo.
11. Hawaii Islands — H.I. 26. Montana — Mon., Mont.
12. Idaho — 1., Ida. 27. Nebraska — Neb., Nebr.
13. Iowa — Ia. 28. Nevada — Nev.
14. linois — I11., 1lls. 29. New Hempshire — N.H.
15. Indiana — Ind. 30. New Jersey — N.J.

‘*The names of the streets or avenues may be typed transliterally, ie.
Vernadskii Prospekt or Vernadsky Avenue; Ul(itsa) Kachalova or Kachalov St.

13



31. New Mexico — N.M.
32. New York — N.Y.
33. North Carolina — N.C.
34. North Dakota — N.D., N. Dak,
35. Ohio - O.
36. Oklahoma — Okla.
+ 37. Oregon — Ore., Oreg.
38. Pennsylvania — Pa., Penn., Penna.
39. Rhode Island — R.I.
40. South Carolina — S.C.
41. South Dakota — S.D., S. Dak.

42. Texas — T., Tex., Tx.
43. Tennessee — Tenn.

44, Utah ~ U., Ut.

45. Virginia - Va., Vir.

46. Vermont — Ver., Verm
47. Washington — Wash. |
48. West Virginia — W. Va.|
49. Wisconsin — Wis., Wisc}
50. Wyoming — Wy., Wyo..
District of Columbia = D.C

2. THE DATE

Careful attention should be given to the manner of writing thi
date at the heading and in the body of the letter.

The date is placed under the heading of the sender’s address
usually one or two spaces lower, either in step or block, with relatior
to the sender’s address.

USA
Mrs. S. Brown,

Great Britain
Mr. Robert S. Canster,

36 North Street, 125 W. 23rd St.
London, S.W. 10, New York, N.Y.
England USA
18th March, 19... March 18, 19...

The date at the head of the letter is written in the following way!
12th March, 1984, or March 12th, 1986, cr 12 March, 1986.

In the USA the date is written so: March 12, 1986. i

This style of writing the date is gradually becoming adoptei
in Great Britain and other countries. Generally, the year should b
preceded by a comma, although this is not always observed by thy
letter-writer. However complete dates are preferable in official
business letters. :

Many letter-writers abbreviate the date in such a manner: 3/8/8
This way of writing the date should be excluded because it may leai
to a confusion, especially in international correspondence. In Gre§

Britain this date is read so: the third of August nineteen eighty-nin¢
in the United States — the eighth of March nineteen eighty-nine.

In Great Britain In USA
3 (the day)/8 (the month)/ 3 (the month)/8 (the day)/
89 (the year) 89 (the year)

14

Some writers abbreviate the names of some months in such a
manner: :

1. January — Jan. 7. July — July

2. February — Feb. 8. August — Aug,.

3. March — March 9. September — Sept.
4. April — Apr. - 10. October — Oct.

5. May — May 11. November — Nov.

6. June — June 12. December — Dec.
The numeral figures are written thus: Ist, 21st, 31st; 2nd, 22nd;
3ni 23rd; 4th, Sth, 6th, etc.
A special section in this Manual will deal with wntmg dates in the
body of the letter (see page 38).

3. THE INSIDE ADDRESS

The inside address (recipient’s address) includes the name, title
and full address of the person or group of persons to whom the letter
is directed. The inside address is typed in the left-hand part of the
letter sheet, two spaces below the date.

The inside address may be written in step or block style. In Ameri-
can letters all lines start at the same margin. At any rate it must be
remembered that if the sender’s address is typed indented, the inside
address should also be indented; if the sender’s address is typed in
block style, the inside address should be in the same style. The
sender’s address is often omitted.

[

Great Britain

UL Moskvina 15, apt. 7,
Moscow,
USSR..

16 December, 19 ...

Mr. M.S. Keech,
15 Dayton Street,
London, W.E. 3,
Great Britain.

15



Instead of writing Mr. M.S. Keech, it is possible to write: M. S, K¢
ech, esq.* |

USA

UL Moskvina 15, apt. 7,
Moscow, ’
USSR.

December 16, 19...

Prof. M.S. Tenson
Vice President
Research Center
447 Tenth Street
New York 23, N.Y.
USA.

The initials of the first name are placed in front of the surnaml
(Prof. M.B. Smith, Vice-President). 1

The titles, scientific degrees and professional occupations an
placed after the surname or under it preceded by a comma: Mr. SR
Jones, B.A. i

B.A. — Bachelor of Arts :

Ph.D. — Doctor of Humanities (Philosophiae doctor)

Lit.D. — Doctor of Literature

M.D. — Doctor of Medicine

M.Pd. — Master of Pedagogy

B.C. — Bachelor of Chemistry

M.C. — Master of Chemistry

D.C. — Doctor of Chemistry

The inside address may be written on the left-hand side, two 0
three spaces below the signature in the following way (unless it il
not a business letter to a firm on the purchase of something): i

*Esq. — esquire,

16

Sender’s address
Date
Opening salutation
Body of the letter
Signature
Mr. S.M. Smith, )
12 Essex St.,
Liverpool, i
Great Britain.

4. THE OPENING SALUTATION

The opening salutation or greeting is flush with the left-hand
margin under the inside address after leaving a double space. In
Great Britain the opening salutation is followed by a comma (Dear
Sir,), in the USA — by a colon (Dear Sir:) and sometimes by a colon
and dash (Gentlemen: —). The opening salutation is never followed by
an exclamation mark or by a dash only.

When writing to persons the following salutations are used:

Dear Sir, (:)

Dear Madam*, (:) (formal salutation)

Dear Mr. Smith, (:)

Dear Mrs. ** Smith, (:)

Dear Miss*** Smith, (:)

Dear Dr. Smith, (:) less formal salutations

Dear Prof. Smith, (:)

Dear Colleague, (:)

My dear**** Mr. Smith, (:) . ‘

When writing to an institution, organization or business firm

| the official salutations: Dear Sirs, Messrs (in addressing to a partner-

ship), Dear Madam, Gentlemen (in the USA) are used.

*If the letter-writer is not sure whether the lady is married or unmarried.
**To. married woman. -

***To unmarried woman. )

****Dear is not capitalized if preceded by the possessive pronoun my.

17



Great Britain

% Ul. Moskvina 15, apt. 19,
Moscow,
USSR

12th December, 19...

Dr. N. V. Kishotch, ~
14 Dayton Street,
London W.E. 3,
Great Britain,

Dear Dr. Kishotch,

. USA

UL Moskvina 15, apt. 19,
Moscow,
USSR.

December 12, 19...

Dr. N. Koumirst

12 W. Thirty-Second St.
New York 43, N.Y.
USA.

Dear Dr. Koumirst: '

5. THE BODY OF THE LETTER

_ The body of the letter is the text itself. Each paragraph should dea
with one subject, brief, concise and accurate excluding all matter
not relevant to the purpose of the letter, especially if it is a busines
or an official letter. It is best to avoid too long paragraphs. The styli
of letter-writing requires certain accepted phrase patterns. The write;
must be tactful, courteous, sincere, respectful, etc. d

The first paragraph usually starts two lines below the salutation,

18

!lt is either aligned with the salutation, in block-style, the paragraph,
being flush with the left-hand margin, without indentation, or it
may be in indented style, the first line of each paragraph indented,
sually three to six spacings from the margin or immediately below
he end of the salutation.

Block-style is generally used in the USA, indented style in Europe

d other countries although there is a growing tendency to use the
lock-style.

Short letters are usually double-spaced (two lines); longer letters —
ingle-spaced (one line) with double spaces between the paragraphs.
any-paged letters should be numbered; the number is written on the
ottom of the sheet, in the middle.

6. THE CLOSING SALUTATION (SUBSCRIPTION)

It is customary to close a letter with a closing salutation. The
losing salutation is separated from the body of the letter by a double
pace (line) aligned with the date or immediately at the centre of the
age. It always begins with a capital letter and is punctuated with a
omma. Most commonly-used closing salutations in business and
fficial letters are: Yours truly or Truly yours; Yours faithfully or
aithfully yours.

In letters addressed to a person the following subscriptions are
sually used: Yours truly or Truly yours Yours sincerely or Sincerely
ours. Yours truly is a proper closing salutation for impersonal bu-
iness correspondence and communication,

Yours sincerely indicates a spirit of friendliness and informality.
t is customary for colleagues, especially among scientists, to write
Yours sincerely rather than Yours truly or Yours faithfully.

Other salutations are: Yours respectfully, Yours cordially, Yours
ffectinately, Yours respectfully is falling into disuse. It is used when
he writer expresses his sincere respect for the reader, especially from
subordinate to his superior. Yours cordially is often used, especially
hen sending congratulations, New Year wishes, holiday greetings,
tc. to your friends. Yours affectinately is used among closely-related
ersons: wife, husband, children, and dear friends.

The subscription may be prefaced by a participle phrase:

Looking forward to seeing you,
. I remain,
Yours sincerely,
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although there is a tendency to use a simple sentence instead of a
participle phrase:

I hope this date will suit you.
Yours truly,
(Signature)

7. THE SIGNATURE

The signature is written by hand immediately below the s;
scription. Formal and business letters require the full signat
the first line — the name of the institution (typed), the sec
line — the writer’s name and the third line — the writer’s tit
scientific degree or position (typed):

Yours sincerely,

The Thompson Institute
(signature)

Director

When the letter is signed on behalf of another, especially an insj
tution, organization or firm, it should have the following signature:

Cornwall Publishers
(p.p.* A.B. Smith)

In many cases the letter is signed without giving the name of tk
institution, organization or firm, since it is already mentioned in
heading:

Yours truly,
(signature)
Assistant Professor of Mathematics

Informal letters to friends, acquaintances are simply signed lj
the writer without indicating the name of the firm, organizatid
or institution the writer represents or his title, scientific degree ¢
position, The first name can be written in the full or the initi
Peter B. Chase, I Smirnov, J. Smith. A woman’s signature usu
includes the first name: Nina H. Petrova. 1f the woman prefers signi
without her first name she should write Mrs. or Miss to avoid conf
sion: Mrs. N.H. Petrova, Miss M.R. Lowell.

*p.p. — pre pro (on behalf of).
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8. SUPPLEMENTS IN OFFICIAL AND BUSINESS LETTERS

The attention line is written two lines below the
side address either on the same vertical or in the middle of the
eet of the paper in order to draw special attention of a particular
rson for a prompt reply. The attention line should be underlined:

Brown Laboratory Equipment,
15 Haygate Street,

London, N. E. 3,

Great Britain.

Attention: Export Manager

Brown Laboratory Equipment,
15 Haygate Street,
London, N. E. 3,
Great Britain,

For the Attention of Mr. S.M. Smith
Export Manager.

The subject line iswritten two lines below the opening
lutation and in the middle of the sheet of the paper. The wording
wject: or Re: (regarding) is typed before the subject-matter and
dicates what the letter is about. The subject line should be under-
1ed.

Brown Laboratory Equipment,
15 Haygate Street,

London, N.E. 3,

Great Britain.

Dear Sirs,
Subject: Order N 829.

In accordance with your request...

The typist’s reference, the initials of the writer and
[the typist, is typed on the same line as the date on the left or on
le same line with the signature, and is used to enable tracing earlier

rrespondence on a certain subject.
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The writer’s initials are separated from the typist’s initials br
virgule or a colon:

LAJEB or LA:EB
LA/eb or LA:eb
lajeb or la:eb E

The enclosure:

a) Encl: = Enclosure which indicates that attached to this let
there is an insertion, e.g. a document, a paper, etc.;

b) CC: = circular correspondence, i.e. corresponding letters wi
dispatched to other persons. For example, CC: list of names me:
the letter contains a list of names to whom the corresponding circu
was sent.

Enclfosure). or CC: is typed in the lower left-hand corner t
spaces (lines) below the signature:

Yours truly,
ESB/ef E.S. Brown
Encl: copy of document

Yours truly,
ESB/ef E.S. Brown
CC: list of names

R.S.V.P. ; .

In letters of official invitations to persons the abbreviatis
R.S.V.P. (Fr.. Répondez s'il vous platt ‘Answer, if you please’)
typed mainly in the lower right-hand corner, two spaces (lines) bei
the body of the invitation.

THE ENVELOPE

The address on the envelope should be written in full in orde‘i
ensure correct delivery. The whole address of the recipient sho
oegm from the mlddle of the envelope
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1. THE LAYOUT OF THE ENVELOPE

Letters addressed to institutions, organizations or firms:

1st line — name of the institution, organization or firm,

2nd line — house number and name of the street,

3rd line — name of the city, postal district*,

4th line — name of the country (usually underlined).

Letters addressed to official persons:

1st line — name of the person,

2nd line — title or position,

3rd line — name of organization or institution,

4th line — house number and name of the street,

5th line — name of the city, postal district*,

6th line — name of the country (underlined).

Letters addressed to private persons at their homes:

1st line — name of the person,

2nd line — house number, name of the street and apartmen
imber preceded by a comma, :

3rd line — name of the city, postal district,

4th line — name of the country (underlined).

The sender’s (return) address is written in the upper or lowe:
t-hand corner of the envelope or sometimes on the flap of the
velope (if it is a private letter).

In Great Britain each line is usually stepped and set off by com
as. In the United States the lines are blocked and without commas

Layout of envelopes

Sender’s address Stamp
Postal remarks

Recipient’s address

*If the address is an American one it is necessary to indicate the name of
state, usually abbreviated and preceded by a comma.
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Postal remarks Stamp
Recipient’s address

Sender’s address

Examples of envelope addresses
Great Britain

Dr. E.S. Galkin,
USSR Academy of Sciences,
Leninskii Prospekt 14,
Moscow, USSR.

Stamp

Prof. R. Calvert,
14 Stand Street,
Nottingham,
England.

USA
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Columbia University

in the City of New York

Lamont Geological Observatory
Torrey Cliff, Palisades, New York.

Stamp

Academy of Sciences, USSR,
14 Leninskii Prospekt,
Moscow,

USSR.

2. ENVELOPE SUPPLEMENTS

1. Attention line may also be found on the envelope of the letter,
P lines below the address: Attention Export Manager, Mr. Brown
\For the attention of the Export Manager. The attention line should
'underlined.

12. ¢/o — care of. .
'If a letter is sent to a person whose house address is unknown or
jo is travelling in some other country, but who is connected with

Fne institution, organization or firm, the address on the envelope

uld be typed in such a manner:
Dr. A.S. Housegay,
c¢/o London University,
London,
- Great Britain

Dr. PM. Jones

Columbia University

New York, N. Y.

USA

c/o Mr. R. Brown :

3. Postal remarks Registered, Air Mail, Via Air Mail, etc. are typed
o or three spaces above the recepient’s address a little to the left.

EXERCISES

frite the following dates at the heading of the letter.

1. The fourth of April, nineteen sixty-one.

2. The second of June, nineteen sixty-four.

3. The twenty-third of May, nineteen fifty-eight.

4. The tenth of November, nineteen sixty-five,

5. The first of March, nineteen sixty-three.

6. The thirty-first of August, nineteen sixty.

7. The third of January, nineteen fifty-nine.

8. The sixteenth of July, nineteen sixty-three.

9. The twenty-second of October, nineteen sixty-four.
10. The nineteenth of September, nineteen fifty-two.
11. The twenty-fifth of December, nineteen sixty-four.
12. The twenty-first of F ebruary, nineteen sixty-five.
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VL Correct the following envelop layout.,

Stamp

Mrs. H.G. Brown, Managing editor;
1112 Fifth Ave., New York, 23, N.Y. USA.

Moscow 125445

Leningradrskoye Shosse 114, apt. 73, S.R. Kuzmin.

SECTION TWO

Section two deals with patterns and phrases which are commonly
1sed in letters informing about sending printed matter; acknow-
edging receipt of letters or printed matter replying to letters, phrases
1sed in opening and ending a letter, and dates.

INFORMING ABOUT SENDING PRINTED MATTER

Letfer 1

Dear Colleague, 6th April, 19...

I am sending you with this letter the reprints you are so much in
1eed of. 1 hope you will find them interesting and useful in your
work.

If I can be of any help to you in future, please do not hesitate to
vrite me.

With best wishes,
Yours sincerely,
S.V. Williams
Letter 2
10th January, 19...
dear Sir,

Subject: The Nuclear Spins of the
Cluster of Alkali Atoms.

I have the pleasure of sending you under separate cover the galley
droofs of the translation of your manuscript “The Nuclear Spins of
he Cluster of Alkali Atoms” for your correction. Since your manu-
icript is to go to press in May we ask you to return it to us with all
he appropriate corrections not later than the 15th March.

Please acknowledge receipt of the manuscript.

L Yours sincerely,
-AC/RS _ Charles A. Comwell,
Editor
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Letter 3

June 6, 19...
Dear Dr. Walkers:

By the same mail I am sending you my paper entitled “Polyr1
Fuels and Polymer Lubricants” for publication in the “Journal
Polymer Science.” {

In compliance with the International (Geneva) Convention
Authors’ Copyrights to which the USSR is affiliated, the above-ci
paper is registered with the Soviet Copyright Agency (VAAP) w
is authorized to represent our interests. According to the rules,
allow one-time usage of our translated paper into English and reset
the rights to use the above-cited paper sent to you. ;

Sincerely yours,
Vladimir S. Nikitin
Letter 4
1st Sept

Dear Dr Lebedyev,

Please find attached to this letter our bulletin “‘Physical Problem
No 9, dated 19... Thank you for sending us your paper for pul}
cation.

We are looking forward to other contributions on the same topicj

Yours sincerely,
B.S. Hemphrey

Letter 5
> February 1, 19...
Dear Dr. Livitin, , '

I have the pleasure of sending you attached my book “Enzyme
I hope you will find it interesting. I regret to inform you that I ca
attend your symposium because of my poor health at the pre
time.

As soon as I recover I’ll write you a long letter and inform y
about my new work in detail. It would be very useful to discuss so
important problems concerning this work,

With all best wishes.

Yours sincerely,
Frank G. Jones

Letter 6

bear Prof. Kukin, March 10, 19 ...

' We thank you very much indeed for your contribution to the
ournal of Geology. Your paper “The Migration of Mercury in the
sarth’s Crust” has appeared in October’s issue.

' We are sending you with this mail 10 reprints of your article and
equest you to acknowledge receipt of same.
We are looking forward to receiving new contributions from
rou and from your colleagues. .

Yours sincerely.
' Henry S. Dickson
Editor

Here are some of the most common opening phrases in letters
arrying information about sending printed matter, documents,
tc.:

1.1 am sending you this letter to inform you that...

2.1 am sending you under separate cover...

3. I have the pleasure of sending you (under separate cover)...

4. By the same mail (letter) I am sending you...

5. We are sending you herewith (herein)...

6.1 enclose herewith (herein)...

7. You will find enclosed (with this letter)...

8. Please find enclosed...

9. Attached to this letter you will find...

10. I sent you by surface mail (by air mail)...

ACKNOWLEDGING RECEIPT OF LETTERS
OR PRINTED MATTER

Letters are acknowledged when we wish to confirm receipt of
he sender’s letters usually informing of the dispatching of any special
literature, papers, material to the recipient. A letter of acknowledge-
ment always expresses the recipient’s gratitude and thanks and,
herefore, it should be written in a courteous style.
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Letter 1
May 6, 1

Dear Dr. Williams, E

I wish to acknowledge with many thanks the receipt of your - let
of 6th April and express my gratitude to you for sending me

reprints. 4

With best wishes, 3

Yours sincere‘i

Roman A. Konstantini

Letter 2

Dear Dr. Cornwell, May 20, 19§

I am happy to acknowledge with thanks receipt of the ga
proofs of the translation of my manuscript “The Nuclear Spins |
the Cluster of Alkali Atoms” which has arrived in today’s mail simi
taneously with your letter of 10th January, 19... I wish to info
you that I will make all the appropriate corrections on time for
manuscript to go to press in May.

Yours sincere
Roman S.Akim

Letter 3

Dear Dr. Nikitin, June 19, 1§
"~ We acknowledge receipt of your letter of June 6, 19... and th
you very much for the paper you have sent us under the title “P
mer Fuels and Polymer Lubricants” for publication in the Journal {
Polymer Science.

Letter 5

Dear Dr. Jones: February 12, 19...
Thank you very much for sending me your book “Enzymes.” It
ill certainly be a great pleasure to read it. Dr. Stanley has recently
formed me that you have contracted influenza. I hope you have
ecovered by now and already back at your work.

With best wishes,
Yours sincerely,
Semyon S. Levitin

Letter 6

14th October,19...

ear Mr. Dickford: ‘
am very happy to learn that my paper ‘“The Migration of Mercury

the Earth’s Crust’ has appeared in October’s issue of your journal.

Thank you for sending me the 10 reprints of my article.

I am now completing my experimental investigation and as soon
s I work over my results I will prepare another contribution and
nd it to you for publication.

Sincerely yours,
Boris F. Kukin

Opening lines for acknowledging receipt of letters and printed
atter:

1. We acknowledge (confirm) receipt of your letter of 7th April
9.:.

2. Receipt is acknowledged of your letter of 10th June 19...

3. We have pleasure in acknowledging receipt of your reprint.

4. We are in receipt of your letter of 24th April. :

Vuriculnoss 34 l)f 5. We are pleased (very glad) to receive (have) your kind letter

Letter 4

23rd September, li
Dear Mr. Hemphrey,

This is to acknowledge with thanks receipt of No 9 of your b
tin ““Physical Problems.” i
I trust you are receiving our publications regularly.
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January 14th.

6. It is (was) a great pleasure to receive your letter of 10th April...

7.1 have received your letter of March 10...

8.1 have your letter of November 10...

9. Your letter of January 15th has just arrived. ,

10. This is to inform you that I have received your paper for
ublication.

1_1. Your letter of April 12th to Dr. M. has been received here
uring his absence.

12.1am del@ghted to receive your letter of 6th February.
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Expressing thanks for sending letters, printed matter:

1. Thank you for sending me... Letter 3

2. It is so kind of you to send me...

3.1 am grateful to you for sending me...

4.1 am much obliged to you for sending me...

5.1 wish to thank you most sincerely for your kind letter -
July 12, 19... :

6. We thank you very much for your kind letter of May 10, 1

7. Many thanks for your letter of June 17. /

8. 1 am most grateful to you for sending me a reprint of yox
paper.

14th November, 19...

Dear Prof. Belov,

Please forgive me for not replying sooner to your kind letter of
the 21st October. When your letter arrived I was away on a lecture
tour and only returned a week ago.

I am very grateful to you for sending me the information I re-
uested from you. It will be of great help to me.
I look forward to seeing you soon in this country.

With kindest regards,
Yours sincerely,
REPLYING TO LETTERS A.B. Jones
The recipient’s answer to the sender’s letter usually starts with
reply line at the beginning of the letter. When a writer requests
reply to his letter, or wishes to express his gratitude for replying Letter 4

his letter, the reply line is usually written at the end of the letter. June 9,19...
Letter 1
The National Committee of Botany is planning to arrange a Sym-
poisum in early August and requests you to present a paper on one of
he following subjects:

June 10th, 1

Dear Sir,
In reply to your letter of June 5th, we enclose a copy of the M
issue of the “Geographical Magazine.”

Will you kindly let us have an early reply informing us on which
Please acknowledge receipt. '

ubject you are going to speak.
Trusting to hear from you soon,

Yours truly, I remain,
Roger S. Samson Yours sincerely,
Enclosure M.S. Carroy

Letter 2

March 10th, 1 Reply lines (at the beginning and the end of the letter):

1. In reply (answer, response) to your letter of (the) 23rd March...
2. Replying to your letter dated (the) 7th April...

3. This is in teply to your letter of May 9th about (regarding,
oncerning)...

4.1t is a great pleasure to reply to your letter of June 10th.
rds‘ We very much regret not to have replied to your letter of March

th6. I'am awfully sorry not to have replied to your letter of February

Dear Prof. Smith,
In reply to your letter of March 3rd we ha
much pleasure in informing you that we have arranged for a dele
tion of S experts to participate in the Council Meeting to be h
in Paris from March 20th to 25th.
With best wishes,

Yours sincerely,
Thomas C. Carlson
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8 Further to our letter of 14 September...

9. In addition to our letter of 7th July...

10. According to your letter (request)... '

11. In accordance with your letter (request) dated 10th May...
12. In conformity with your letter (request) of August 12, 19...

Requesting a reply (usually at the end of the letter):

1. We should appreciate a prompt reply.
2. We should appreciate having your reply at your early conv
nce.

3. Your reply by return mail would be appreciated.

4. A prompt reply would be appreciated.

5. Please send us a reply at your earliest convenience (as early
ssible).

6. Will you kindly let us have an early reply.

7. It will be a pleasure to have an immediate reply from yo
8. Please note that a reply is required by (the) 18th March witho
.

9. I shall very much regret if I do not have a reply from yo
10. Awaiting (In anticipation of) your reply, I remain, ...

Closing phrases and sentences customarily show a friendly and
ectful attitude towards the recipient often expressing thanks
gratitude.

ere are some phrases and sentences which are used in ending the
ers:

1. With all best wishes (regards).

2. With best personal wishes (regards).

3. With kind (kindest) regards.

4. With best wishes and regards.

5. With every good wish and warm regards.

6. With my cordial good wishes.

7. Please give (send, convey, extend) my best regards to...

8. I extend my best wishes to you.

9. My best wishes to yourself and to your wife,

10. With compliments.

11. Accept the assurance of my highest consideration (respect).
12. Please give my sincere and warm remembrance (regards) to...
13. Meanwhile I wish to remain, ... '

14. 1 wish, particularly, to express my thanks to you,

15. Cordially thank you for your kindness and I am, ...

16. Thank you once again for...

17. Thank you for your prompt attention.

1_8. Thanking you and expecting your reply at your earliest con-
ience, I remain, ... (Iam, ...)

19. Apologizing, we remain, ...

Appreciating a reply (at the beginning or end of the lettei-):

1.1 very much appreciate having a reply from you.
2.1 appreciate your prompt reply (answer).

3.1 am very grateful to you for your reply to my letter of Ju
nd, 19... '

4, Thank you (Many thanks) for your prompt reply of 1§
tober.

5. It is (was) a great pleasure to receive your reply.

6. 1 am very glad (happy) to have your reply of 10th Augu

Expressing delay in replying:

1.1 am very sorry to have taken so long in replying to you.
2. Please excuse me for my late reply.

3. Please forgive me for not replying sooner to your kind lett
2nd March. : ‘

4.1 apologize for my delay in replying to (answering) your letter @ In many letters closing phrases and sentences may begin with such

bs as 10 trust, to hope and to'look forward* Here are some pat-

Some opening lines regarding reference, addition, accordance: s:

1. Referring to your (our) letter of 10th October...

2. With (further) reference to our letter of st April...

3.1 hereby wish to refer to our previous correspondence.

4, Reference is made to you (our) letter of March 3rd...

5. We have been referred to you for...

6. Prof. J. has referred us to you for...

7. As we mentioned in our previous letter dated November 8t

6

1. T hope that we shall have the pleasure of seeing you again at
next congress.

2. T hope your visit will be fruitful.

*After the expression 10 look forward to use a gerund and not an infinitive.
ng: ook forward to see you. It should be: I look forward to seeing you.
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14. The dates which we envisaged for your visit to this country
Wed., July 11 to Sat., July 15, 19...

15. The plane will arrive on Monday, August 12th at 2 p.m.

16. We have received your letter of (the) 12th inst.

3. I hope I will be able to visit your Institute during my]
in your country, -4
4. T hope to hear from you soon and remain with kindest per;
regards. ' -

5. 1 hope to receive your favourable reply (especially after my
a request). 3

6. I trust you are receiving our publications regularly.

7. 1 trust to hear from you soon.

8. I trust you will reply to us at once.

9. We trust you will consider our request.

10. We look forward to hearing from you.

11. 1 am looking forward to seeing you soon. :

12, We Jook forward to the opportunity (of + gerund, o ¢
we...) 3

13. I look forward to the possibility (of + gerund, or thaf

14. We look forward to welcoming you in this country. i

15.Ilook forward to the pleasure of seeing you.

emark: ing. isthe abbreviation of instant meaning ‘‘this month of the
. There ate two other forms: prox, (promixo) — meaning “next month”
ult. (ultimo) — meaning “last month™; e.g. Further information will be sent
bn the 22nd prox.; We received your letter of {the) 10th uit. But these forms
practically out of use today.

Avoid making the following mistakes:

rong: I received your letter of 12th:February of the current
t) year.

orrect: I received your letter of 12th February, 76.., {when
b necessary to indicate the year it should be given in figures).

rong: I received your letter from 10th June,

orrect: I received your letter of 10th June.

rong: The conference will last from 10th June onto 14th.

orrect: The conference will last from 10th zo 14th June.

Wrong: I received your letter of 9/IX—64.

ABOUT DATES IN BODY , orrect: I received yourrletter of 9th September, 1964.

| OF THE LETTER EXERCISES -

There are numerous ways of indicating or referring to the § . Translate into Russian, )
in the body of the letter; ‘
1. In reply to your letter dated March 10th I wish to inform you
t our Council is willing to discuss your proposal. 2. Further to our
er of March 10 I am happy to inform you that everything has been
unged for the translation of your book. 3. With this letter I am
ding you the list of names and the titles of the reports. Please
owledge receipt. 4. Thank you for your letter of the 19th Decem-
and for the material which you enclosed with it. 5. In accordance
your letter we have the pleasure of sending you the material
p need. 6. On behalf of our Institute I wish to acknowledge with
ere thanks the receipt of your letter of the 12th May. 7. With very
asant recollections of the many good days we have spent together

kindest regards from S_ to Prof. B—, I remain, Yours sincerely,
. 8 Thanking you in anticipation, and with all good wishes, I -
ain, _Yours sincerely, P_. 9. With my own keen anticipation of
'T Vsit to this country in June 19..., I am, Yours sincerely, M_.
It was a great pleasure to make your acquaintance at the Congress
I'ook forward to the possibility that we may meet again in this
ntry. 11. 1 trust you will inform me of the date I am to come to

1. I (have) received your letter of (the) 15th March. .
2. I (have) received your letter of February 10(th) (most
the USA). -
* 3. Further information will be sent to on (the) 22nd April.
4. Your letter of 10th December,
5. Your letter of June 16 (mostly in the USA).
6. Your letter of June 16th. ' ; ]
7. We invite you to deliver a series of lectures in our Inst
from 10th to 20th March, :
8. I shall attend the Symposium in Toronto on 2nd — 4th §
ber. :
9. I intend visiting your country in June 19... (When the
refers to a time in the future it is advisable to mention the §
10. We expect your arrival in this country on the 15th Jarf
19... ' ~ .
-11.In my letter to you dated (the) 20th March,
12. The final programme will be published at an early da
19... : . :
13. The Conference will last from May 20 through June 5
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London, and hope to be there in time. 12. We shall be lookmg
ward w1th pleasure to receiving your manuscript in Septem
13. Looking forward to meeting you in Apnl and thanking .,"
anticipation, we remain, Yours truly, R _

ctions and I should like to invite you to contribute a review of
s subject.

I trust you will accept my invitation, and I am looking forward
h pleasure to receiving your manuscript in the very near future.

IL Translate into English. * emain,

Sincerely yours,

1. C Hactosumm MHCEMOM NochblaeM Bam moknan mpodect
James Peterson

E.E. Maciosa mia ny@iuxkaume B cGopHHKe fokianoe Cu
3MyMa [0 BOHpOCY “POTOCHHTE3 NpH MHHYCOBBIX TeMIEparyp|
2. Tlpocum Bac moOATBepHMTh OONYYeHHEe HANEIO NHChbMal
10 mas c.r, v c006umTh Baim coo6paxeHus 110 3aTPpOHYTOMY B §
Bornpocy. 3. Coo6war Bam, yro Hauia feneraimsi npu6yneT B I1a
camonieToM 14 despans B 14 uacos. 4. IlogreepxkpaeM ¢ Graro
HOCTHI0 NojTyueHHe Bauero mucbma oT 15 HoaGps c.r. ¢ Hpuiof
HOH K HeMy Komueil npoexTa. 5. Biargapio Bac 3a micbMo o1 304
¢ NpWIOKEHHBIMH K HeMY OTTHCKaMu Baumx crateit, 6. B o
Ha Bame nucsmo o1 10 HioHs nocsuiaio Bam Haum nooremume nay
M TaONHLBI, KOTOpBle, Hajieioch, Momoryr Bam B Bameit paé
7. Coo6ruaem Bam, 410 MBI IO CHX IIOp He MONYWiH OT Bac uHc
UMM [0 JKCIIYaTaMH M YXOXy 3a annapaTypoil. 8. Sl Hajeoch)
Mbl Oy/ieM MMeTh YOOBONBCTBHE BHAETh Bac CHOBa Ha ouemyiof
KOHrpecce B 'Bpaﬂrone B MioHe 19... roma. 9. B orBeT Ha Bame ,
MO OT 21 AHBapsa ¢ pajocTbio. coobiato Bam, uto Bamm pach
TONTHOCTbIO COBHAZAT ¢ MouMu. 10. Mckperse IIpU3HATETICH
32 1106e3H0e MHUCbMO OT 17 OKTAGPA C.r., KOTOpOE f nonyw 4
musax. 11. [lepenaiire Gonmpluofi Mpuser Bameu xkeHe. 12. C nerd
HieM XOy Bamero orsera. C myGokuM yBaskeHHeM... 13. i
JIeIoCh, YTO MHe MNpEfCTABMICS BO3MOXHOCTH HoGnaronapuTsy
JAHYHO mpd HameH Berpeve. 14, C HamwmyuwnmiMm ToKenaHuy
HCKpeHHe Bam... '

IV. Translate the following letter into English.
30 mapra 19...

oroyBaxaempi A-p Iletepcon!

A pap coobumTts Bam, yro monmywwt Bame micemo or 10 Mapra
» B KOTOpoM Bp1 muiete, uto GyfAeTe pedaKTUpOBaTh CEPUI0 MO-

rpa¢mﬁ noj HazsanueM “HUTpOK cubHag XuMua”.

bnaropapro Bac 3a npurmameHse - HanmucaTs 0630p B 0GNacTH

POKCHITBHON QYHKIMOHATBHOCTH. Sl KaK pas HeJABHO B BIIOIHIII

bMa MHTEPECHYI0 paBoTy B 3Toi oGaciu. Kpome 1010, A H3ywin

I 0G30pOB H CTaret, ONMyGMUKOBAHHBIX 33 NOCTeOHME IATH JieT,

-0bI MOT TIpeFI0XHTH 0630p HO 3TOH TeMe. OnHAKO MHe AOHAMO-

TCS IPEMEPHO MeCHH,, 4TO6bI HAIMUCATD €10,

Ecnu 310 Bac ycrpauBaeT, A rOTOB BHECTH CBOH BKJIAL B CO3AAHUE

OGHOH cepuu. '

C yBaxeHueM x Bam

Hukonait B. [lasnos

V. Insert the appropriate prepositions if necessary.

1. Please acknowledge receipt ... my reprint. 2. Attached ... this
ter you will find the document. 3. Please send ... us a reply ... your
ly convenience. 4. We look forward ... the opportunity ... meeting
u. 5. I hope to see... you soon ... this country ... 3rd ... 15th June
d remain ... kindest regards ... you and your wife. 6. ... reply ... your
ter ... 15th March, I am sending ... you the charts and diagrams.
We invite you to attend the Symposmm to be held... L ... 17th...
h July. 8, .. according ... your letter ... June 10, I wish to inform
u about the date . your arrival. 9. ... accordance ... your request,
sending you ... separate cover the journal.

1L Translate the foolowing letter into Russian. :
' March 10,1

Dear Dr. Pavlov,

Recently I have entered into agreement with “...” publishej
edit a oormmung series of monographs entltled “Nltroxyl'
mistry.” 1
It is envisaged that contributions to the “Series” would |
with recent developments in the field of organic chemistry §
taining nitroxyl functionality. 3

I have followed your excellent work in the area of Nitd

VL. Insert the appropriate articles if necessary.

.- Institute for Petrochemlstry of ... USSR is planning ... Sym-
s1um in ... summer of 19 . fo]lowmg topics. 2. I have
asure of inviting you to v131t our laboratory and to carry out .
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‘ L . R up sentences using component parts of each column,
joint work in ... field of ... “Non-Newtonian Fluid Mecha XI. Make up g P

3. Thank you verY much for ... samples you have sent us. 4. It}
great pleasure to accept your kind invitation to give ... talk ¢
numerical investigation of ... connective heat transfer in ... cf

sending you receipt of the samples
ase acknowledge under separate cover  dated 2nd April
h further reference to your letter of June 12, 19...

-

melt. 5. I wish to acknowledge with thanks ... receipt of your jilin happy to thanking you for  the reprints
dated 10th February. 6. Please acknowledge ... receipt of ... ab4 to your request the material
of my paper. 7. Thls is to inform you that 1 have received ... jof looking forward  to send you the tables
“Uspekhi Biologii,” Akad.Nauk SSSR 12,2(1971).8.Iwish to tjillvas a great pleasure for sen_dmg me the data
you on behalf of ..- editiorial board and myself for your contribu ank you to receive the results

1. Write out all the points of information from the foliowing letter.
kwer the letter on those points. Make use of the expressions in this section.

ar Dr. Petrovsky, N

e are looking forward to your vmt to Brighton beginning on
h April. According to the schedule prepared by Miss Jones of the
yal Society, you will be arriving in Brighton at 14.30 p.m. and
er Dr. Smith or I will meet you there. »

I have been familiar with your work for many years, and it would
a great pleasure to have you visit our laboratory and discuss physics
h you.

I hope you have a good ﬂlght to London and an easy journey to
ghton.

VII. Insert the aPpropriate words,or expressions: to hope, conve
acknowledge, regards. OPportunity, contribution, galley-proofs, trust, rep
reply to, to look forw®d 10,

1.1 shall be looking forward to the ... of thanking you in pe
2. ... your letter I inform you that we have received your .... 3. {
you will look through the ... and return them in time to send t4
printer. 4.1 ... yout are feehng fine and working on your book. 5]
you will ... receipt of our samples. 6. Kindly convey my best |
your co-workers. 7. We are expectmg an answer to our letter at
early ... . 8. We ... hearing from you soon.

VI Add introdu&tory phrases according to the pattern:

. we have received your book. — We have pleasure to inform you w

-recetved your book. ]

1. ... we have sent you the matena.l 2. ... with keen int4

3. ... I remain, yours sincerely, P_. 4. ... to the opportunit}

meetmg you. S, ... I inform you that your request is being sty
by the Comm1s51on :

With kind regards;
Sincerely,
Frank Greene .

IX. Complete the jines according to the pattern:

Referring to your letter of ... — Referring to your letter of 20th June §
sent you 3 copies of n#y paper. 1
1. In reply to your letter... 2. I am looking forward to ... 3. P}
acknowledge... 4. In accordance with... 5. I have the pleasure
6. Thanking you ir advance...7.Itrust... 8. Awaiting your reply..,

X. Build up sentehﬁes by arranging the words in proper order.

1. Forward, to, from, eagerly, a message, am, you, I, loo}
receiving. 2. Sendifg, separate, latest, “Who's Who” the, am, f
under, edition, I, of, cover. 3. The of, seeds, acknowledge
thanks with, receript. 4. Regards, your, and, please, wife, B
children, my, give, t0.
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SECTION THREE

Section thrée deals with patterns and phrases which are uf

express gratitude, thanks or appreciation and to display cou
and kindness. :

GRATITUDE, THANKS AND APPRECIATION

Gratitude, thanks or appreciation should always be expres§
the person or establishment that was (is or will be) so kind]
render help, service or a favour to the person asking for it.

Gratitude, thanks or appreciation are also acknowledged in nj
an inquiry or request or upon receipt of information, printed

material, etc. as well as for a person’s consideration or attent

the writer’s matter or business.

Letter 1

12th June

Dear Prof. Jones,
I shall be very grateful if you send me a reprint of your §
“Particle Accelerators” published in the Journal of Physics, 4 (
137, ;

Yours sind

Evgeniy F. Féf
Letter 2

Dear Dr. Hill,

I am very glad to send you my book which you are so "
‘have (according to your previous letter). I hope you will f§

useful and interesting to read.

This morning Dr. Komarov rang me up and informed m¢
you have been awarded the... Prize for your work in the fie
Kindly accept my warmest congratulations and best wishes. ]

Yours sincerely;
Oleg F. Orlov

15th Marc l

Letter 3
(reply to letter 2)

20th March, 19...

De Prof; Orlov, ]
alli was a great pleasure to receive your letter of 15th March and

our book which arrived by the same mail. I want to express my

leep gratitude to you for sending me the book and f.or the kind

ongratulations. Please give my best regards to your yvxfe and son.
Hoping to see you at the Congress in London, I remain,

Yours sincerely,
Henry R. Hill

Letter 4
27th March, 19...

Dear Sir,

We are very grateful to you for your letter of 23rd March and
for the circular letter enclosed. We enjoyed reading about the
bhotographic observational and computational techniques of keeping

rack of the minor planets, which were elaborated at your compu-
ing centre.

We greatly appreciate your kind invitation to participate in the
International Co-operative Observational and Computational Program.
Our Computing Centre lends its full support to this program and
will contribute to the methods of keeping track of the minor planets.

Trusting to hear from you soon,
1 .
s We remain,

Yours sincerely,
Andrei S. Smirnov

Letter 5

12th July, 19..
Dear Dr. Weiser:

It was a great pleasure to receive a letter from you. I am very glad to
know that you have completed your lecture trip so successful and that
You can now take up the research you started last May.

I'am sure you will appreciate having my paper on “Physico-chemical
modeling of natural processes.” Therefore I avail myself of the liberty
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of sehding it to you, and hope you will find it interesting. I am a
sending you with this letter a few color photos of the Black Sea co.
which I took during my vacation time.

Sincerely your,
Vladimir Frolov

These are the most commonly-used patterns for expressing gr
tude, thanks or appreciation:

1. I'shall (should)* be the most gratetul if you are (were) (wo
be) able to...

2. I will (would) be very thankful if you are (were) in a positi
to...

3.1am very thankful to you for... (gerund)

4. 1 wish to express my deep gratitude (thanks) to you fo

5. May express my sincere gratitude to you for...

6. Allow me to express my sincere thanks to you for...

7. (I) Thank you so much for...

8. Please accept my sincere thanks (gratitude) for... .

9. May I (Allow me to) take this opportunity of thanking (
hank) you for...

10. T should like to take (to make use of) this opportunity
hanking (to thank) you for... : '

11. I wish particularly to acknowledge my thanks to you forv

12. I will (would) be much obliged if you...
13.1am (shall be) much obliged to you for (or: if you)...

14. 1 am (shall be) greatly indebted to you for (or: if you)j

15. I'shall (should) very much appreciate your (gerund)...
16. We would appreciate it very much if you could...

17. Tam (shall be) most appreciative for...

18. I wish to express my full appreciation for...

COURTESY AND KINDNESS

The form and style of expressing gratitude, thanks or appré

ation should always be presented in a polite and courteous manne
or this purpose there is a number of accepted courteous phras
hich are extensively used in correspondence.

*In American English will and would are generally used, although this is als

ling into use in British English.
J

2%

Letter 1
15th June, 19...

. Nosov,
2;{el?(:rring to your letter of 7th June, we have the pleasure of

i icle. We kindly
i ou two copies of the proofs of your art'w
s}r(\d;,r:)gu )t/o arrange for them to be checked in detail and to return
t later than June 30th.
s one CopY 1O Yours sincerely,
Thomas A. Jones

AJfmr Editor-in-chief

Letter 2
12th April, 19...

ei\i{’es l:lsc’knowledge receipt of your letter of 7th April from which
ve learn that you came to know our address through the courtesy of
he Institute of Physics, Academy of Sciences of the USSR. It gives
s great pleasure to inform you that our Company deals w1.th Electr.lc
esistances and are sending you list 613B giving full technical details
f our AC Voitage and Current Control Models.

In anticipation of your reply, we remain,

Yours truly,
Charles R. Manson
Sales Manager

Letter 3
23rd April, 19...

Dear Dr. Arlington,

It is a great pleasure to have a letter from you and to learn t_hat
you have recovered completely from your accident. Frankly speaking,
I'was very much worried about any possible consequences.

Dr. Maria Smirnova, a very good friend of mine, from Moscow
University is to deliver a series of lectures at Cambridge:, University
and T am making use of this opportunity to send you a little present
from Moscow . I hope you will like it. .

Prior to your accident I sent you a copy of our method oij culti-
vating unicellular algae which proved to be very successful in our
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laboratory. I would like very much to have your opinion and to k '
whether it is possible to employ it under your laboratory conditiony

With best wishes,
Yours sincerely,
A.B. Karpov
Letter 4

5th May, 19...
Dear Dr. Karpoyv,

I wish to thank you sincerely -for your kind letter of 23rd Api
I am happy to inform you that we have used your method §

cultivating unicellular algae and the results are remarkable.

As soon as I complete the graphs and tables I will send th

to you for comparison.

You cannot imagine how much I appreciate the fine presd
you sent me via Prof. Maria Smirnova. She has given me a sha
outline of the work you are carrying out in your laboratory. She if
very“charming woman and I enjoyed the fine talks and discussiol
that we had. .'
I am looking forward to seeing you at the Colloquium in Aug

With best wishes,

Yours sincerely,
Roger Arlington

Courtesy and kindness phrases and sentences:

1. Through (By) the courtesy of...

2. I wonder if you would be so kind (good) as to...

3. Will you be so kind as to...

4. Will you kindly...

5. Kindly...

6. Please... ' .
7.1 shall (should) be happy (glad, pleased) if you...
8. We are so happy (glad, pleased) to...

9. We will (would) be most happy (glad, pleased) to...
10. I cannot tell you how happy (glad, pleased) I am to...
11. T have much pleasure in...

12. It gives me great pleasure to...

13.1t is (was, would be) a great pleasure (to me) to...
14. It is great honour and pleasure to...

15. Thank you for your courtesy...

16. I am so grateful to you for your kindness.
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7.1 very much appreciate your kinaness (cour.tesy ).

8.1 cordially (sincerely) thank you for your kindness.

9. ] thank you very much for your kindness. .

b0. May 1 take (use) this opportunity of thanking you for all your

Hness. .
51. I wish'to thank you in advance.

EXERCISES

1. Translate into Russian.

1. I should be most grateful if you would inform me of the date of
r arrival (departure). 2. Thank you very much for the abstract of
r paper. 3. With many thanks I inform you that the papers have
ived in due course for publication. 4. Through the courtesy of
hfessor Hill we -have learnt of your interest in very _low pressure.
We are very appreciative to you for your help. 6. I wish tf’ express

gratitude to you for the helpful co-operation and dlscus‘flon.
1 wish to express my deep gratitude to you for the book “The
chanism of the Biosynthesis of RNA” that you have sent me,
hank you for your courtesy in sending me the maps I am so much
erested in. 9. I would be very glad if you would let me have your
bly to this letter as soon as possible. 10. We shall be happy to render
our help and service.

IL Translate into English.

1. Mbt Gynem npusnatensint Bam, eciu Bei ipHunieTe HaM KOMHIO
Heka Bawed paGorsi. 2. Bnaromaps noGe3sHOCTH I'OCHOHHA
alicHa HaM YJAIOCh YCTAHOBMTH HAWTYWIIME KOHTAKTbI C HHCTH-
M H HauaTh OGMEH JIHTepaTypoii M0 MHTEPECYIOUMM Hac BOIpO-
. 3. MsI OyneM Bechma o0a3aHpl Bam, eciid Bpl Bboiwlere HaMm
noclegHui 0630p Mo HoBelillel TUTepaType B OGNACTH CTATHC
U U yuera. 4. Becoma mpusHatenieH Bam 3a Bame mosppasrieHue
pa GuGnuorpaduio, ¢ KOTOPOH s ¥ MOM KOJIsIeTH [0 paboTe BHUMa:
FBHO O3HaKOMWIHCD. 5. OueHs mpomry Bac He oTKa3ath B N0Ges
TH NOMOYb  HOKTOPY XMMMUYECKHX HayK MBaHOBY BCTPETHTbCA
podeccopom Koynzom u3 KeMGpumKcKoro yHHBEpCHTETa, 32 4TO
patiee Giraropapio. 6. 1 6b01 Gbt Bam oveHb Npu3HaTteneH, eCli Gbl
MOmTH nepenats 3Ty KHury npodeccopy JI., afpeca KOTOpOro
CHA, K COXATEHUI0, HeT. 7. 3apasee BpIpaxan BaM cBOIO HCKpeH



much appreciate it if you would forward ... me ... an early date a

. the resolution ... the Advisory Committee. 3. I cordially
) you ... your sincere Kindmess ... helping me to collect
material ... my thesis. 4. I am immensely grateful ... you ... the
ble you have taken to arrange ... me a meeting ... Professor Har-
and 1 will look forward ... being able to thank you when we
t. 5. T must thank you ... the trouble you have taken ... supplying
... the description. 6. First ... all, let me express my thanks ...
... the labour that you have taken ... editing my book.

9. Hohbaym% CTy4aeM eure pas BpIpasurb Bam Mo camyio n
HIOW GNarofapHOCTs 3a WHIepecHylo Gecemy. 10. Mb1 Bynem B
GrraropapHel, eciii Bot coobimute Ham Bawm HpemIOKeH .

HL Translate the following letter into Russian.

Jan. 11

Dear Dr. Matveyev:

During my visit to your laboratory we discussed a num
problems of mutual interest. Among them,. the problem of;
and the methods of conducting the investigation.

We have recently completed a series of experiments. Dr. Sm
wrote to me that you have obtained very good results. It
be very interesting to compare your findings with ours.

I would be much obliged if you would send me your paper

[T 1

1. Insert the appropriate article if necessary. .

. I shall be ... most grateful if you sent me ... copy of your paper.
is ... great pleasure to hear from you. again. 3.1 have ... pleasure
nding you with this letter ... information you ask for. 4. It gives
... great pleasure to inform you that ... thesis of your paper has
accepted for ... at ... Poster Session. 5. Kindly inform us ...
t number and ... date of your arrival so as to arrange for ... repre-
ative to meet you at ... airport. 6. I cannot tell you how happy I
to receive such ... beautiful present from you. It has made ...
t impression on my colleagues. 7. I wish to cordially thank you
... trouble you have taken to edit ... review. 8. We would like to
nge for ... exchange of literature with ... Fundamental Library
. Academy of ... Sciences of ... USSR.

. I am looking forward to hearing from you soon.

Yours sincerely,
Arthur Wright

IV. Translate the following letter into English.

Muoroysaxaemsiii 1 p Paiir! :

A 6 oueHs pag monywuTs Bamie muchMo oT 11 sIHBapA
Mo# coTpynpuxy u 51 He pas BCTOMMHANH O Haiuell COBMeCTHO)
6oTe, KOTOpYI0 MbI BMeECTe NPOBOMHM B Halllelt 1260 paTopHH .
GBI OUeHb MHTEpECHO CPABHHTh HAWIM Pe3yNbTaThl. 51 C yIOBON b
€M. BhICbDIal0 BaM OTTHCK cBOeH CTaThH, NMOCBAWEHHON pa
KOTOPY!0 MbI HEIZBHO 3aB€ pILIMITH,

A 6bU1 GBI BechMa NpHU3HATeNeH, eciH 651 Bel cMomy pH
HaM Baury HoBymo KHury »...”,

3apanee Bam GraromapeH.

IL Insert the appropriate word or expression: in accordance with, via,
T to, proofs. to express one’s gratitude, by the courtesy of, to appreciate.

1. ... with your request I have sent you the program. 2. We have

sed the ... on to the Printer’s. 3. I ... an early reply from you.
... Dr. Smith T got to learn your address. 5. ... 1962 our laboratory

ried out 137 experiments and obtained the following results.

I'wish ... for sending me the latest edition of your book. 7. I shall

vel to Paris ... Prague where I intend to make a three-days’ stop.

Hckpense Bam -
VBaH C. Marsees VIIL Add introductory phrases according to the pattern:

--for your reply. — I am grateful to you for your reply.

1. -.inviting me to visit your country. 2. ...publishing my paper
Your magazine. 3. ...contributing to our journal, 4. ...supplying me
h the computations. 5. ...the films. 6. ...the colour plates. 7. ...the
ctrograms. 8. ...the examples. 9. ...you call me up on Friday.

V. Insert the appropriate preposition if necessary.

1. We are indebted ... your address ... the Presidium ... the A¢
my of Sciences ... the USSR who have informed us that yo
interested ... establishing scientific contacts ... our Institute. 2. I
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IX. Complete the lines according to the pattern:

SECTION FOUR

I would appreciate it very much... ~ I would appreciate it very much
would ring me up on Monday, June 10th at 2 ¢’clock.
1. I shall be very grateful if.... 2. I shall be much obliged
3. Thank you so much for... 4. We snall appreciate it very mud
5. Will you be so kind as to... 6. We shall be most happy to... 7.3
much pleasure in... 8. Through the courtesy of ... , o4

Section four deals with patterns and phrases which are used in
resenting and replying to a request and also with various cases
) ’ pgarding attention and consideration.
X. Build up the sentences by arranging the words in proper order. i

1. You,the,drawings,letter, much, I,enclosing,very, kind,your] REQUEST ’

for. 2. Grateful, remarks, for, I, you,your, extremely, am, to.
kindness, exhibition, thank, in, the, for, us, helping, your, arranj
4. Before, the, reply, to, would, thankful, if,be, would, letter, the |
rence,opening,this,you we,of. 3

A request usually consists of a request-phrase, reason for request
nd expression of gratitude. The request should always be courteously

ade.

Letter 1 ,
- 22nd January, 19...

XI1. Make up sentences using component parts of each cdlumn.

I very much appreciate | to return your diagrams in th
, . near future Slcar Prof. Andreyev,
I'shall be very happy if you sen? me the date of your ar : I am very glad to acknowledge receipt of your letter dated 12th
I'would be very grate- | the attention my charts by Marchily, o o enclosing the newspaper cutting. It was very interesting
ful . you have gven | ", Shevws indeed and 1 enjoyed reading it immensely.
Twonder if you would | the fine time in convening the cog I am making use of this opportunity to approach you with a
‘be so kind as we had rence equest. Would you be so kind as to send me the Statistical Year-
together _ Book for 19..., if it is available? I need it badly for my research in
Thank you very if you accept during my stay in bconomic development in African countries.
much from me I shall be very grateful to you if you can oblige.
I wish to express - | if you would to my request With best wishes
my sincere gratitude| inform me ’ Yours sincerely,
I shall be much for your help in this matter : Robert A. Sparrow
obliged c :
I am greatly indebted | for your advice| this modest present Letter 2
to you

3rd June, 19...

Dear Dr. Sparrow,

" Thank you very much for your letter of the 20th May from which .
I learn that you are studying the problem of economic development
In African countries. It certainly is a very important problem of
today and I wish you every success in your work.

In accordance with your request I have sent you under separate
cover the Statistical Year-Book for 19...
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future.
With best wishes,

Yours sincerely,
APA/ME

Letter 3

Dear Prof. Andreev,

I wish to acknowledge with many thanks the receipt of yq
letter of 3rd June and to express my deep gratitude to you for cq
plying with my request and for sending me the Statistical Y¢q

Book for 19... .
I am sending you with this letter a reprint of my article.

once,
Trusting to hear from you soon,

I remanin
’ Yours sincerely,

Robert A. Sparrow

Enclosure
Letter 4

Dear Dr. Sparrow,

I am very glad to hear from you again. From your letter I le

that you have received the Statistical Year-Book for 19...

It was a great pleasure to do you some service and should ney

arise again, do not hesitate to write to me at once,
With best regards,

Yours sincerely,
Andrei R. Andreey

Letter 5
(unfavourable reply to letter D

Dear Dr. Sparrow,

I am very grateful to you for your letter of the 22nd Janud

in which you ask me to send you the Statistical Year-Book
19...

I would like very much to do this favour for you but, unforg
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I should be happy if I could be of any further help to you

Andrei R. Andreev ;

9th June, 1

If you believe I can be of any help to you, please write to me

4th July, 1

3rd June, 19

i i i i Perhaps it
b this book is not available at the present time. Thay
otlﬂ(}i, ’be advisable to address Dr. Ivanov. He may have this book.
However, if I do come across this book I will be happy to send

to you.

With best wishes,
Yours sincerely,
Andrei R. Andreev

Opening phrases and sentences for making a request:

1. I have a request to make to you about (noun or gerun.d)...
2: I am making use of this opportunity to approach you with a

equest to (infinitive)...

3.1 should like very much to take this opportunity and ask you

o (infinitive)...

4. At the request of...

5. Will you be so kind as to consider my request.

6. Kindly meet my request. -

7. Please comply with my request. ‘

8. I shall be much obliged if you gratify this request.

9.1 should like to approach you with my request. )

10. 1 should appreciate it very -much if you would give consider-

ble attention to my request.

11. I hope that you will view (consider) our request favourab.ly.
12. I avail myself of the opportunity of asking you the following

or: of presenting my request). :

13. I should be very grateful to you if you would comply with

My request.

14.Iwonder if I could ask you to (infinitive)...
Opening phrases and sentences for replying to-a request:

1. Replying to your request (or: In reply to your request)...

2.1am very happy to comply with your request.

3.1In accordance with your request...

4. As requested by you...

5. 1 should certainly find it a great pleasure to comply with your

equest.

| 6. In response to your request, I am happy (sorry) to inform you.
~ 7. With regard to your request, I wish to inform you that...

8.1 am very glad that you have approached me with your request.
9.1 regret very much that I am not in a postition to comply with

our request as, .. ‘

10.1 feel sorry. that I cannot do anything for you as...
11. T should very much like to do my best for you, but, unfortu-

hately, I cannot comply with your request due to... -
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. Letter 4
12, Thank you very much indeed for meeting my request.

13. 1 am very grateful to you for the trouble you have taken
consider my request. '
14. It is so kind of you to comply with my request.

January 20, 19...

bear Dr. Mironov, »

In reply to your letter of January 10, 19... I wish to inform you
at your request will get the most careful attention. I have contacted
e Publishers and asked them to supply me with several new copies
f my reprint. I shall be very happy to send you one.

ATTENTION AND CONSIDERATION
] . With best wishes,

Letter 1 Sincereiy yours,

S5th May, 194 C/ab R.F. Chapman
Dear Dr. Petrova, ‘

I am sending you herewith the May issue of the Proceedings]
the Royal Society to call your attention to the article “Nat

Evaporation from Open Water and Grass” (page 103).

Opening phrases and sentences dealing with attention and consi-
Heration:

1. Iwish to (May I) call your attention to (the fact that)...

With best wishes, )
; 2. Please pay attention to...
Yours sincerely, . . .
TPM/eb Thomas P. Mosbone 3.May I ask you for your attention (consideration) to...
’ 4. We request your attention (consideration) to...
Letter 2 5. 1 would like very much to have your full attention (considera-

ion) to...
6. I would greatly appreciate your attention (consideration) to...
7. You will oblige if you give your attention (consideration) to...
8. Would you be willing to lend your attention (consideration) to...
9. Whatever attention (consideration) you can possibly give to..

i shall be grateful to you. .

10. Ikindly ask you to attend to (consider)... N

11. Would it be convenient if I ask you to attend to (consider)...

15th May, 14
Dear Prof. Mosbone, '

I am very grateful to you for your letter of 5th May and {
sending me the Proceedings of the Royal Society. Thank you v{
much for calling my attention to the article “Natural Evaporati
from Open Water and Grass.” I find the article to be exceptiond
interesting and helpful in my work.

With best wishes, 12. I am very glad of the opportunity to give my attention (consi-
- Yours sincerely, eration) to...
Dr. Maria Petrova " 13. I am really happy that I can offer you my attention (conside-
ration),
Letter 3 14. 1t is very nice of you to approach me for my attention (consi-

deration) to...
15. I very much regret that I am not in a position to give you my
attention (consideration) due to...
__16. I'am awfully sorry I am so busy that I cannot lend you more
attention (consideration).
17. May I thank you for your courteous attention (consideration).
18. It was very kind of you to show me so much attention (consi-
ieration), '
_ 19.1 highly appreciate your attention.

20. 1 am very grateful to you for giving so much attention to...

January 10, 14
Dear Professor Chapman, '
Recently I have read an abstract of your article published
Chemical Abstracts, 19... “The Ultimate Control of Nucleot
Pattern in RNA.” I would be very grateful to you if you could SupH
me with a reprint of this article. ) ’
I shall very much appreciate it if you give due attention to
request as I am in great need of this article for my work.
Thanking you in advance, I remain, -
Sincerely yours,

Avgust M. Mironov
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21. I should like to take this opportunity of thanking you ) )
the attention (consideration) that you have shown me. 3 IL. Translate into English.

22. 'I should be thankful if you would give your considerat§ 1. Pamei coobumTs Bam, w10 mo Bameit mpocsBe MBI BKJIIOMATH
(attentlofl) to... ] ] . : A Baur  afpec B CIHCOK /His 0GMeHa muTeparypoi. 2. fI Becbma Griaro-
23. W1¥l you k}ndly t.ake into consxderatlo.n my 'request... ' S ;i Bam 32 10, uTO BBl y[OBIeTBOPHIA MO0 IpocsBy. 3. Coo6
24.. Kmd}y give this matter your consideration (attention) JNE 1o, UTO, TONYWAT TIpHCITAHHbIE Bamu KaneHnaps Ha 19... Ceplieuno
you will obhge: , . puskatenied Bam 3a BruManue. 4. OueHp npoury Bac yrosopuis
25. Please give due attention (consideratlon) to my re_quest. wq)ecwpa Bpayﬂa HaIMCaTh IIpeIMCIOBUE K aHmHﬁCKOMy H3a-
io Moed KHMTH. 5. fI oueHs GnarogapeH Bam 3a BHMMaHKE, KOTO-
hoe Byl yOellwid MHe BO BpeMs mpeGbmBaHud B Bamiem ropome.
5. A1 681 OUEHD XOTeN [I0NpOCHTh Bac mposepuTh eule pa3 MO pacue-
br. 7. 51 OuYEHBb COXATEl, YTO He B COCTOSHMM BBHIONTHUTHL Baury
pocpby B HacTosiulee BpeMi. 8. B coorBercTBAM ¢ Baiuei mpocsGoit
MpocMOTpel yKasaHHble Bamu MaTepuaipl M Hauen, yro Baiwm
BIBOJIBI COBEPLICHHO TpaBIIIBHEL 9. fI BecbMa coxanero, 410 ‘He Mo-
ynosneTBOpUTh Bamry mpocfy B HAcrosiiiee BpeMs: A ele
be 0OpadoTaN MONyuYeHHBIE MHOI0 AahHpe., 10. Ilpoury orHectHch
[OKHBIM BHUMaHUEM K Moeil IpochGe.

R e m-ark: the word consideration also bears the meaning of mat
-opinion, motive, reason or reflection, sometimes discussion, especially in sci
tific papers.
26. I should like very much to hear your consideration cong
ning... '
27. 1should be most grateful for your consideration of...
28. I very much appreciate your consideration regarding...
29. Please inform us of your considerations concerning...
30. Thank you very much for your consideration.

EXERCISES

II1. Translate the following letter into Russian,

I Translate into Russian. 29 July,19...

PDear Dr. Boltnov,

Looking through my morning mail, I was greatly surprised to see
our letter of 19 July 19... I am very happy to learn that you have
inally recovered from your illness and you are back at work. From

our letter I can see you are interested in the work we are doing at
pur lab. at the present time.

~ As you know, a research team from the National Science Founda-

lon working in Antarctica have put forward several ‘theories that

bxplain the cause of ozone layer depletion. We are engaged in studying

pecelerated degradation of some materials in laboratory conditions.

In your letter you approach me with a request to inform you

pbout our findings. We have achieved some good results and I would

pe happy to share them with you. If you have any remarks to make
would appreciate it very much. Since you are also working in the

pame area, I believe our joint cooperation in this investigation would

pe fruitful and useful. :

Plgase find enclosed a reprint of my paper covering the above-

entioned subject of investigation.

Anticipating an early reply from you, I remain,

Sincerely yours,

Alfred J. Dixon

1. In reply to your request I am sending you the descriptio]

2. We greatly regret that we are not in a position to meet your requ
at the present time. 3. I am very glad that you have approached |
with your request to review your paper. 4. Thank you very much {
your kind consideration to this matter. 5. I should like to call yd
attention to the following errors in equations (4), (12), (16), (Y
6. Your request will receive the most careful attention. 7. At {
“request of the National Committee I wish to inform you that |
place of the next meeting will be Paris and not Rome. 8. Will yod

so kind as to consider our request and deliver a series of lectureg

Crystal Structure at our Institute from 15th to 20th March. 9. We

leaving this matter to you for your consideration. 10. It will b}

great pleasure to me to meet your request and I shall send you

material as soon as it is ready. 11. 1am taking the liberty in wril

to you on the following matter and I sincerely trust you will giv

your full attention.
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IV. Translate the following letter into English. 2. N §, 1986. 4. In response to your-request I am sending you...
lete list of participants. 5. I wish to remind you tha? I hgve
oached you with ... request to arrange for me - meftmg with
Semin. 6. I wish to call your attention to ... article “Rheology
Polymer Processing,” published in J. Rheolpgy, v. 27, 1986,
346—352. 7. May I hope that my request will be given ... most
ful consideration. 8. I am awfully sorry that I cannot comply

your request as there are no data available on at ... present time.

Mue Grpi0 OueHs NpUATHO HONMYWATh Bame machmo oT 29 umy
19... Baum paGoThl DeCTBHTENBHO NPelCTABIAIOT GO BIIOH HHTE
mis Hayku. H3yyeHue “030HOBOH ApIphl” Hajg AHIPaKTHKOH 5B
eTCA CYLUeCTBEHHBIM BOIIPOCOM, TAK KaK 3TO ABJIeHHe CBA3AHO C |
PYLICHHEM 3KONOTHH. YueHple BCETO MHpa HOJDKHBI yIenaTs 60)
Iee BHMMAHME 3T0H HNpoOiTeMe ¥ HalTH BO3MOXHOCTD, €CIHM He
TNpaBHTb, TO MO KpaiiHeH Mepe COXPAHUTh IKOJIOTHYECKOE PABHO]
CHE B NPHPOJIE, HCMONb3YS BCE HAYYHbIE O CTHXKCHHA,

A Becbma Bam GnaropapeH 3a oTtuck Bame#t cratem. S BHMA
TEJILHO M3YudJ1 Baul martepuan ¥ CuMTalo, YTO BCe JAHHLIE, THOT
Hele Banvu, coBepilieHHO 060 CHOBAHHEI,

B Hactosinee Bpemsa Mp! pa3paBaThiBacM HOBYO KOMITIEKC
HpOrpaMMy MO M3YYEHHI0 BIMAHHA NOBLILIEHHOH yibrpadmone]
BOH paJMallMy COJIHUA HA MOPCKHE OPraHu3Mbl, H Mbl GyaeM o
pafsl, ecnu Banra nafopatopus HNpHMeT yYacive B JAHHOM paGoj
M ectn Bol npuaMeTe Halile NpemIoeHHE, TO npocum Bac uznoxy
Banm cooGpaxeHust, - '

B oxaipanuy Baiero oTBeTa 0CTaN0Ch

jate word or expression: fo draw attention to, to
alg;, lal;:glttigt‘s :grl:srgz,:btle, to meet .wl:nebody’s request, to be available,
1n to, consideration, to pay attention to, a request.
. May I ... you with a request to translate my paper. 2. If you
it possible ... favourably I shall be extremely grateful to you.
hs soon as the data ... I shall send them to you. 4. 1 am very thank‘-
to you for your ... to send me a detailed descriptiqn of the te-chm-
] efnployed in your experiment. 5. I am approachlpg you with ...
elp me to ... such research workers who are working in my field
Lcience. 6. You have shown me so much ... that I really do no.t
bw how I can express my appreciation. 7. Perhaps it is more fldyl—
le ... to the significancé of the data graphically depicted in Fig. 1,
D. 8. I wish ... to the fact that in Soviet literature this problem
received ... elucidation.

HCKpeHHe Baiu
CemeH B. BontHoB

V. Insert the appropriate preposition if necessary.
II. Add introductory phrases according to the pattern:

[ am sending you the journal. — At the request of Dr. Novikov I am
[ing you the journal.

1. ..I have arranged for you a meeting with Dr. Samsonov. 2. ..we
je not received the legends to the drawings yet. 3. ...to my request,
..you to be an honorary member of our editorial board. 5. ...to
s important matter. 6. ..I wish to inform you that the reprint was
t to Mr. Camping. 7. ...during my scientific tour in your country.
..about delivering a speech at the ceremonial opening of a new
piument to Academician Ivan Pavlov.

1. ... the request ... the director ... the exhibition I have the p}
sure ... inviting you to attend the opening ceremony to be held;
the 7th (of) March, 19... 2. I am very grateful ... you ... having conf
lied ... my request. 3. I very much regret that I am not ... a position
give my full attention ... your request owing ... the fact that I §
extremely busy ... the present moment. 4. I am-glad that I shall h4
the opportunity ... showing you my attention ... your stay ... t
country. 5. .. your permission I should like very much to d
your attention... the following points. 6. I wish to inform you t8
your proposal as to convening the next conference ... your country
now ... consideration ... the Ad Hoc Committee. 7. ... reply ... y

request I have dispatched the material ... London. IX. Complete the lines according to the pattern:

In reply to your request... — In reply to your request I am sending you the
s and diggrams,

1.1 feel sorry that I cannot comply with your request as... 2. I am
Y glad of the opportunity to give my attention to... 3. It was very
id of you to show me so much attention during... 4. Please inform
of your considerations concerning... 5. I should be thankful if you
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VL Insert the appropriate article if necessary.

1. I am very glad that you have approached me ... request to sef
you ... journal “Science in USSR.” 2. I would be very happy if y§
would give ... attention to my request. 3. I wish you would. sef
me ... reprint of your paper published in the journal “Acoustict
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take part in the work of the Symposium, please inform us the
e of your paper.

By the way, Dr. Novinsky is visiting Oxford in July. He asks
ether you can arrange for him a series of lectures at your labora-
. Please give your best attention to his request.

ijve my best regards to Ann and the k.ds. I'll be very happy

kee You.

would give your consideration to... 6. As far as your request is
ned I have the pleasure of... s

X. Build up sentences by arranging the words in their proper order.

1. Matter, will, most, attention, appreciable, your, be, this,
Consideration, your, to, perhaps, would, to, proposal, this}
you, be, give. 3. Should, comply, find, a, great, to, pleasure,]
your, request, I, it, certainly. 4. Accordance, request, in, sent;
latest, have, 1, with, the, edition, your.

Yours smcerely,
" Pyotr S. Konstantinov

XI. Make up sentences using component parts of each column.

We request under consideration | - to investigate th .
phenomenon

I should appreciate with a request . about my article

The proposal your attention our request :

Kindly take - | your consideration to the following]
, . matter '

1approach you your request will have our prd
attention 3

With regard to into consideration Iinform you of ]
following 4

XIL. Write out all the points of information from the following;
Answer the letter on those points. Make use of the expressions of this sec

June 1

Dear Prof. Jennings,
I wish to express my sincere gratitude to you for extending!

an invitation to spend a few weeks in your laboratory towa
end of 19... I accept your invitation with great pleasure. I §
I'll be able to visit your laboratory towards the end of thig
starting December 1st. If that date suits you, please send an d
letter to our institute, :
In response to your request I have sent to the Journal “Si
Chemistry” a paper entitled “...”.
Since we are interested in the problem of polymer fuels, we §
appreciate it if you could supply us with information in the
I am happy to inform you that preparation is under. way |
Sov1et Union for the organization of an International Symp
. to be held in Kiev, October 2026, 19... If you find it p4
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SECTION FIVE

REGRET, APOLOGY AND REFUSAL

When the recipient of a letter is not in a position to comply’
a request or inquiry, when he has delayed with an answer or is uf
to supply information, material, etc., or when he wishes to dgf
an invitation, proposal or offer, the letter-writer should expreg
regret, apology or refusal in a most courteous, polite and §
manner. ' :

Here are several specimen letters, expressing regret, apology
refusal: 1

Letter 1

Dear Professor Smith:

1 am grateful to you for your letter of August 3rd and kind i
tion to participate in the 10th Congress of Physiologists in Peq
vania, but I very much regret to inform you that I am unable §
present as I have a number of urgent matters to attend to in
country. ) ‘ 3
As far as my report is concerned 1 have asked Dr. Bukovich of
Institute of Physiology to read my paper and to present a copl
you for publication in the Proceedings of Physiology. ]

With best wishes,
Sincerely yours,
A.P. Mukhin
Letter 2

(reply to letter 1) E
) August 14,
Dear Dr. Mukhin:

I acknowledge receipt of your letter of August 7th, I was very 9
to learn that you were not going to participate in the 10th Cong
of Physiologists. We were so much looking forward to seeing§
among us. Perhaps you will change your mind at the last mon
and find time to come over here for a short trip. If so, please lef
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know immediately so that I can make all the arrangements for your
arrival and hotel accommodations.
Anticipating an early answer from you, I remain,

Sincerely yours,
R.A. Smith

‘Letter 3
24th July, 19...

Dear Alfred Manson,

First of all I must apologize for the delay taken in answering

your letter of 21st June. Unfortunately, I could not give proper
consideration to your letter as I had to leave Minsk on business
for a whole month.

I still regret not being in a position to comply with your request

at present as I must make a second business trip for a fortnight.

However, 1 wish to assure you that I shall attend to your request

as soon as I get back.

A thousand apologies!
Kindly send my best regards to your wife and to Dr. Jacobs.
With best wishes,
Yours sincerely,
Andrian Nekrasov

Letter 4
3rd April, 19...

Dear Dr. Samsonov,

I feel so sorry I kept you waiting so long for my letter. I must
pology for not sending you the reprint earlier. Unfortunately I
0 out of my supply and had to make another order for them.
{ gives me great pleasure to send you the reprint. I hope you will
fnd it helpful in your experiment. As soon as you have the final
Esults, T shall be grateful if you send them to me as I wish to use
em for plotting curves.

lam looking forward to hearing from you soon.

With best wishes, '
Yours sincerely,
Edward Crawley




Letter 5 .
kome patterns expressing regret, apology, refusal:

June 10, ¥
Regret:

Dear Dr. James:

It was a great pleasure to receive your letter of June 8 and to h , to say

enclosed the material I was so eager to have for my work. Thegs'- We very much regret Z—to inform you that...

formation is indeed of essential importance to me. I realize it § ' tolaflarflllo::nn:;l,eetc. to (in

you some time to collect it and I do appreciate it immensely. e

Will you please accept my apologies for the trouble I have caused p. I regret very much tha /I am not _able . } ey
I am not in a position

and allow me to express my gratitude to you once again for gi
your kind consideration to my inquiry. If I can help you in some|
or other, do not hesitate to write to me, i

B _ It is with great (deep) regret that..,
4. 1 regret that it has not been possible for me to (infinitive)
K . Please convey my deep regret to...

With best regards, :
' Sincerely yours, le
Alexandr Sanders h::f
6. I am sorry to—j— know that...
Letter 6 inform you
17th May, -announce
say, etc.

Dear Professor Brown,
I have just received your letter of 12th May with a reque
contribute to Physical Review. I am extremely grateful for |
kind invitation. However I am afraid I shall have to decline
only a very limited proportion of my work is connected with
purpose of your journal. My main interests are in igneous rocks. |
I express my regret once again, and remain,
Yours sincerely,
Yu. M. Tkachenko

. I must (wish to) express my regret for (gerund or noun)...
B. I must inform you with regret that...

. I am very (awfully) sorry that I am not able (or: I am unable,
I'am not in a position) to...

1)0. I am so sorry that it has not been possible for me to (infini-
1. You cannot imagine how sorry (disappointed) I am that...
giel am very sorry to have (that I have) caused you so much

3. 1 feel awfully sorry for the trouble (inconveniences) I have
asioned you. )

Letter 7

egret may also be expressed by beginning the sentence with

oan‘l/lerb unvortunately or with the expression to my great regret:

° nately I am not in a position to study this question; To my
regret I am unable to visit your country this Yyear.

Dear Sirs, :
We are in receipt of your letter of 3rd March, 19... and ar
thankful for sending us your catalogue and price-list for labod
.refrigerators. '
We are very sorry to inform you that we have to decline yous

as we are keenly interested in purchasing other laboratory equif
and devices at the present time. '

Apology:

1 . . .
We apologize most sincerely for ail the trouble (inconveniences)

have o¢casi i
e sioned (or caused, or given) you.

Yours truly, L ve ease accept my apologies for all the trouble (inconveniences)
R.S. Mikhailenko, ‘ ﬁCCasxoned (or caused, or given) you.
Chief Engineer 4P 3y we convey our apologies to you for (gerund or noun).
-Please convey my apologies to... for... . N
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BN

5. (May) I beg your pardon for...
6. Please excuse me for...

7.Please } forgive me for...
I ask you to

h you the problems which are of interest to us both. 10. I was
sorry mot to have seen you at the conference in Prague. 11. We
ply regret to learn that you are unable to deliver a series of
ures on oriental ornaments. 12. We were very sorry to hear that
were ill last month and could not attend the Council meeting.
I am so sorry I am unable to avail myself of the opportunity to
you as circumstances confine me to my work in my laboratory.
[ wish to express my regret for having lost the opportunity of
aining this material.

- When apologizing for delay in answering letters or sending
printed matter etc., the following patterns are mostly used: A
1. I (must) apologize for the delay (taken) in answering
letter.
2. Please accept my sincere apologies for the delay in dispg
the mateérial, ' 1
3.1 trust you will suffer no inconvenience due to delay in d4
of the material. 3
4. May I (I wish to) apologize for not answering your 3

5. (May) I ask you to excuse me for not answering yours;

6. 1 must apologize to you for delaying my answer. ;

7. Excuse me for the delay with my reply (answer). ;
8.1 have purposely (intentionally) delayed my reply (answer}

1. Translate into English.

8 . B oTBeT Ha Baine micsMo OT 14 Hiona c.r. coobLiaeM, 410 Mbl,
SITUKOMY COXKAIEHHIO, He HMEeEM BO3MOXKHOCTH IIPHHSATH y4acTHe
oHpepeHIMH 10 GOTOCHHTE3Y, TAK KAaK OYeHb 3aHATHL 2. U3sp-
e MeHS, Y10 TaK NO3JHO OTBeuaio Ha Bame micemo. S ToMbKO 410
Hysicst ¢ noBepexxba YepHoro Mops, Tie IMPOBOMI CBOH OTHYCK.
[ coxanelo, YTO He MOT IpPHCYTCTBOBAaTh Ha cHMIo3uyme B JI.
OHle CeHTAGpA mpounioro roma. 4. Ilpoiury H3BHHUTD MEHH, YTO
hnepxxan OTBeT Ha Bame muchmo. 5. Baie npe[yloKeHue Ype3BbE
HO MHTepecHO, HO S JIONeH coOBIuMTD BaM, YTO MBI, K COXale-
D, He MOXeM ceiiyac aate BaMm cBoe cornacke. 6. 1 oueHp coxa-
b, 4T0 He MOT BOBpeMs [aTh OT3bIB Ha Baumry pa6ory. MeHsa He
10 B MuHCKe B TeueHHe OBYX MecsleB. 7. MHe GbU10 OYEHD XATTb,
A He MOBHAAN Bac BO BpeMs MOero NOCHEHHEro IOCELIeHHs
HGypra. 8. fI Beckma Gnaromapen Bam 3a 0Ge3HOe NpHITIAILICHHE
HATh yuyactue B paboTe KOMHCCHH, HO S HOMIKEH OTKA3aThCA OT
» TaK KaKk coGuparocs uAm™M B oTmycK. 9. K coxaieHdio, #
KHa co0bumMTL Bam, uT0 He cMOr'y NpHHATH yYacTHe B OofCyiKne-
_3THX BONpOCOB, TAK KaK OHH COBCEM He CBA33HBI C MpodHiIeM
H paGoThl. 10. I BBIMYXIeH OTKA3aThCsd OT CTONb HHTEPECHOTO
PLIECTBHA 10 Bame#l crpaHe, Tak Kak B HacTosuiee BpeMsd i He
f1He 3p0poB. 11. K coxanemuio, & He CcMOry Bac BCTpeTHTh
-» TAK KaK MeHs B 3T0 Bpems He Gyner B ropope. 12. 5 Ha-
Cb, 410 Bp1 mpocrute MeHs, 4TO # He Cymen cooGumTh Bam
PCML IATY 3aceaHus KOMHTETA.

Refusalk

1.1 very much regret that I have to decline your... .
2.1t is with great regret that I have to decline your... 4
3. I am (awfully) sorry that I have (I am obliged) to decline §
4.1 am very sorry to decline your... '
5.1 am very sorry (I regret very much) to inform you thaj
not able to accept your... 1
6.1 must apologize to you for having to decline your...
7. It is a great pity that I have to refuse from... (gerund).

EXERCISES

L. Translate into Russian.

1.1 am very sorry for having caused you trouble in this ‘
2. It is with great regret that we learn from your letter that
not in a position to accept our proposal. 3. Please forgive o
not replying sooner to your kind letter of 21st March. 4. We ap¢
for the inconvenience caused by the delay of the ,instru,
5. We tegret to say that we cannot supply you with the inforr
6. I very much regret that-1 am unalble to accept your kind}
tion. 7. I am sorry that I am unable to comply with your g
8. Please accept our apologies for delay in delivery of the d
9. Personally 1 am sorry that there was no opportunity to d

I Trangate the following letter into Russian.

1 Dr. Filin, 3 January, 19...

iinhaw; informed you in my previous letter, the next regular
8 of the ... Committee is to be held in Paris, February 10—14,
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1 you are not ... a position w accept our proposal to give a talk ...
1 field ... investigation. 8. I deeply regret that I have to refuse ...

, . . ion £ J field
Unfortunately, I haven’t received any information from you so; icipating ... the work ... your Symposium.

about whether you are going to participate in its sessions.

Please advise* us urgently your intentions so that we can cou
your participation, and, besides, arrange for you accomodations at]
hotel. . {
Dr. Commins requests you to send him the official report of
National Committee for 19... by mail, if you are unable to atf
the Paris gession,

vi. Insert the appropriate article if necessary. :

1. Excuse me for all the inconveniences I have caused you. I shall
end {0 ... matter promptly. 2. I am sorry to learn that you have
kiponed your visit to this country for .., later date. 3. You cannot
hgine how disappointed I am that you are not in ... position to
end ... workshop®. 4. I must apologize for not sending you ...
cular II on time. 5. I regret very much to inform you that I am
bble to accept your invitation to prepare ... review on “...”. I have
ently suffered from ... severe heart-attack and ... doctors advise
to take... month’s holiday to restore my health. 6. I am awfully
y to inform you that we cannot provide you with ... chemicals
are so keen to have. At ... present moment we are out of ...
bply. 7. I wish to express my regret that I could not comply with
1 request., I have been away on ... business trip to Paris for 2
eks. Now that I am ... back home, I shall attend to your request
hout fail. 8. In response to your request to send you ... reprint
my paper, I wish to express my sincere regret that I have no copies
ilable at ... present.

Respectively yours, }
Eugene F. Fulton

IV. Trandate the following letter into Enofish, ]
18 aHB.,

Muoroysaxaemeiit & p OynpIoH, ‘
Coo6iuao Bam, 4o nonywn Bame mucsMo OT 3T AHBAPA, |

B KOTOpoM Bpi coofiuaeTe BTOPHYHG O HpefcTOAllieM 3acem
Komntera... . ]
Ectn Bbi moMH4Te, fi coofupni Bam B mickMe OT 24 HOA
19..., 4TO MHe eiue He H3BECTHO, CMOTY JH f IIpHHATD yyacTue B {
mamnu Komurera ... B 3T0M rofay. ]
Al eme pa3 Gnaropjapio Bac 3a mpuriaineHHe, HO, X cOxaie]

A HOIKeH coobuwTh BaM, 9TO He CMOry HpHHATH YYACTHC B
re KommTeTa, TAK KaK MBI NPOBOIMM CEpPRIO 3KCIIe pHMEHTOB{
Topbie GYMYT MIKTHCA HECKOINBKO MECHIECE. ]
CooGiaioc Bam, 410 BMeCTo MeHs HpueneT npod. Anexq
CMHpHOB H OH IpuBe3eT oTyeT Haiero HanuoHansHoro Komurey
Mckperne Bawn ’

®enop C. Dwin

VII. Insert the appropriate word or expression: hotel accommodation,
iy, 10 make arrangements for, to decline, to purchase, to convey, a trip,
or. .
1. If you would like me ... this book for you, write me a letter
hout delay. 2. ... the delivery of six spectrometers we have pleasure
inform you that they will reach you at the beginning of March.
There is no reason why you should ... our proposal. 4. If you are
to ... for a visit to this country, please let us know at once.
.. in replying to my letter will certainly cause me some
onvenience. 6. Please ... my sincere regret to Professor S_. 7. Please
Orm me at your early convenience if you can provide ... for a
egation of 6 persons for July 10th to 16th. 8. I shall most likely
¢ to make a business ... to Paris to autumn and I am looking for-
d to seeing you there. ’ '

V. Insert the appropriate preposition if necessary.

1. I am terribly sorry .., having caused you so much trouble
inquiry. 2. If I have brought ... you any inconveniences ... Teg
my request, I will ask ... you to accept my apologies. 3. Please
me ... not being able to inform ... you ... due time. 4. It iswit
regret that 1 must decline ... your invitation ... the Jubilee cel
tion ... your Research Centre ... view ... my poor health. 5. I
sincerely apologize ... the delay ... supplying you ... the speci

6. 1 beg your pardon ... not writing ... you earlier. 7. What -4 “Workeh
’ 3 op=seminar.

-

*To advise = to inform.
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VIII Add introductory phrases according to the pattern:

. not in a position at the present moment to draw any conclusi
Iam sorry to inform you that I am not in a position at the present mon

draw any conclusions.

1. ..not in a position to help you at the present moment. 2.;

sed you some inconvenience in connection with the delay §

delivery of the data and reference list. 3. .
to obtain the desirable experimental results. 4.
satisfy your inquiry. 5.

request. 6. .

.for not taking into consideration
..to accept your kind invitation as I am now engage

urgent matters that I have to attend to.

IX. Complete the lines according to the pattern:

Please convey my apologies... —

sending him my reprint.

1. Please convey my apologies to Dr. Jones for...
3. It is with deep regret...
6. Excuse me for...

to decline...

for... 5.1 regret very much that...

gize...

X. Build up sentences by arranging the words in their proper order.
1. Awfully, I, not, position, a, I, am, you, help, to, am, in, |
matter, this, that, in. 2. Paper, of, excuse, delay, the, my, me,
please. 3. Sorry, have, you, occasioned, am, all, very, request,
with, the, inconvenience, I, for. 4. Regret, no, laboratories,’
during, that, had, I, your, new, see, your, to, visit, country, to, I§

XI. Make up sentences using component parts of each column.

I must apologize to you':‘

We are very sorry

I must express my
regret

We very much regret
to hear

It is with regret

1 trust you will
forgive me
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ifor having missed the
‘opportunity
for not including

jyour name

to inform you about
|for not contributing

1

!that you have put off
‘your visit

we learn that you have
declined

..that I learn of your §

Please convey my apologies to Dr. S. Aﬂ

4.1 ask you to forgi

to London

...We are una y

-

2.1 am very

7.1 must]

for spring
to the confere

our invitation;

in the list

this sad news

you please accept | that you were not one| of seeing you at the

apologies of the members of exhibition
the delegation
as SOITY for not having seen to your journal

you off

[i. Write out all the points of information from the following letter.
er the letter on those points. Make use of the expressions of this section.

ur Dr. Yudina,

have. the pleasure of extending to you an invitation to come
spend 3 months in Oxford towards the end of 19... You are

ainly welcome to work in our laboratory. We are quite well
ipped with up-to-date facilities to collaborate with you on the
yOf

have been familiar with you work for many years and it would

exceptionally interesting and fruitful to discuss biophysics with

Please inform us whether your are in a position to come to Oxford
ards the end of the year. If not, then let us know what period
Id be most convenient for you so as to extend an official invita-

to you, I assume you will have a grant to cover your living

enses in Oxford,

With kind regards,
Yours sincerely,
John S. McKinlev




1 would like very much to compare our data with those obtained
y you. Would you be willing to inform me what considerations led
you to choose... as the stimulant for... and how satisfactory it proved
to be.

1 am especially interested in the answer to the following questions:
1. ..

SECTION SIX

3 .. .
 shall appreciate any information you can find possible to supply
me with and look forward to the opportunity of returning the service.
Thank you in advance for a favourable reply to my inquiry.
Yours sincerely,
(Signature)

Section six covers such aspects as inquiry, information an
rest, help and advice.

INQUIRY

A letter of inquiry approaches a person with a favour to
certain information or knowledge. It may be a request for ad
opinion, The writer states his wishes, sometimes the purpose
information and trusts that the recipient will be considerate and
to his letter. .

A well-arranged letter will make the reply much easier f
recipient. Usually, the first paragraph presents the subject; the
paragraph the purpose, i.e. the reason for making the inqui
third paragraph the inquiry itself; the fourth paragraph the ap
tion.

The first paragraph of the reply acknowledges receipt

Letter 2
(favourable reply to letter 1)

24 November, 19...

Dear Colleague,

Replying to your inquiry of 12th November regarding... I am
very glad to learn that you are also experimenting in... It gives me
great pleasure to send you what data I have on hand.

We chose these stimulants for several reasons:

letter, the proceeding paragraphs answer each question in the é
of its presentation. The final paragraph usually expresses a willi 3 b

to be helpful and expresses hope the sender of the inquiry is saf
with the information provided.

A letter of inquiry should always be tactful showing an ap
tion of the expected information and readiness, if possible, t
some help or service in return.

In case of refusal, i.e. inability to satisfy the inquiry, the re

T hope you find this information of use to you.

If I can be of any further assistance, please do not hesitate to
write me.

In return I would much appreciate it if you would send me your
reprint “...”.

. A X With best wishes,
should firstly express appreciation for the inquiry, secondly, Yours sincerely
reason why the inquiry cannot be satisfied, thirdly, suggest (Signature) ’
alternative that may be of help and fourthly, refer to some]
source, if possible.
Letter 3

(reply to letter 1 in case of refusal)
24th November, 19...

Letter 1

12th Novembe
Dear Colleague,
Our Institute is running a series of experiments on... Ac
to our preliminary data we came to the conclusion that...
Professor L. of the Institute of... was kind to inform me
results of the work carried out in his laboratory. He also men
that you were experimenting in... ’

Dear Colleague,

_ Your letter of 12th November has reached me today. I appreciate
It very much that you have approached me with this particular
Inquiry.
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I very much regret to inform you that I am not in a positior

supply you with this information as our laboratory stopped exp
menting in... three years ago. If you are interested in the result;

our work, I may refer you to Physiological Review, v. 36, Ng

July 19... . 1
Furthermore, I received a reprint from Dr. M_ of the Sherw
Research Centre (address) who is dealing with ... and if you wish
may refer to my name when writing to him.
If I can be of any help to you in future, do not hesitate to
to me.

With kind regards,
Yours sincerely,
(Signature)
Letter 4
August 3,1

Dear Professor Bogdanov:

Our laboratory intends to embark on research into X-ray structy
analysis of different biological substances. We wish to investigate
influence of particle additions on the polypeptide crystal structy
Meanwhile, we have started collecting literature along these lin
With this purpose in view we are writing to inquire whether you
able to supply us with a list of references or with any informat;
you have on hand. :
Perhaps you can also mention some other prominent researc
engaged in the same experiment to whom I may turn with the sai
inquiry. .
I would very much appreciate it if you would give consideration;
my request, In general, we would like to maintain scientific €o-0pe
tion with your laboratory and establish an exchange of data
information in our field of work.
We trust you will likewise be interested in such contacts. Plej
accept my apologies for the inconveniences I have occasioned you.
Looking forward to hearing from you and with best regards,

Sincerely yours,

Alfred P. Parker

Chief of the Sander’s Laboratories

Letter 5
(reply to letter 4)

August 10, 19...

hear Professor Parker:

was a great pleasure to receive your letter of August 3, 19... in
hich you request me to supply you with a list of references and
ata which we have at our disposal.

far as the reference list is concerned I shall be delighted to send
to you — I believe by the end of the week. With regard to the
xperimental data I must, with regret, apologize that we are unable
b supply you with this information since our data are only preli-
inary and require verification. We are looking forward to the publi-
ation of our paper in. Biophysics and I shall be very glad to send
ou a reprint together with its English transiation as soon as it
ppears.

your letter you suggest establishing scientific co-operation through
e exchange of data and information. We wholeheartedly support
is idea of yours and are willing to share with you what material we
ave available in our laboratory. I am sending you under separate
over two reprints which, in my opinion, would be of interest to
fou. Moreover, we should like to suggest an exchange of visits of
cientists to both countries. Also an exchange of literature would
je desirable.

trust the reference list is just the thing you need and will be of
elp to you, If I can be of further assistance, please write to me.
‘ With best wishes,

Sincerely yours,
Sergei M. Bogdanov
nclosure: reference list

Letter 6
August 18, 19...
ear Professor Bogdanov:

| acknowledge receipt of your letter of August 10, 19... and reference
st for which I am very grateful. I am also very thankful for the two
€prints you have sent me.

€y are indeed exceptionally interésting and will certainly be of use
° Me in my work. In return, I am sending you a book on biophysics
hich T hope you will enjoy reading.

¢ warmly welcome your suggestion about exchanging visits and as a
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4. May | approach you with an inquiry...
5[ wish to make some inquiries about... o o
6. 1 trust you will give considerable attention to my inquiry.
7. In accordance with your inquiry of (date)...
8. In reply to your inquirﬁ' of (ftate)...

inquire into the matter...
?Owle rsnhv.ils];;1 th(;nk you for all the trouble you have taken in regard

to my inquiry.

matter of fact I was just planning to include your country in {
visiting schedule for this summer. If you would extend to me:
invitation to visit your country, I would accept it with great pleasu
I am sending you with this letter a few postal cards of my naf
town. I hope you’ll like them, ]
I thank you again for satisfying my inquiry. Anticipating a reply fy
you, [ remain, ‘

Sincerely yours,
- Alfred P. Parker

Letter 7 INFORMATION AND INTEREST

6th May, 14

Information in scientific correspondence ?s usu?uy the oom;nun;-
cation of knowledge or data which the inquirer \.mshes to receive. It
may also commiunicate the knowledge of_ particular fa.cts, events,
news, instructions, etc. When the letter-writer asks for information

he should show his interest in obtaining it.

Dear Mr. Editor, :

I have been a subscriber to your journal for 6 years, Never si
has there been a failure in the delivery of the journal for which [
grateful. I am awfully sorry to present my complaints, but I have
received the March and April issues. I would kindly ask you to inq
into the matter if it is not too much trouble for you.

Letter 1

Yours respectfully, 8th April, 19...
Reader
Dear Alexander, . )
Letter 8 I would be much obliged to you if you could give me some infor-

mation concerning your method of using standards for calibration.

I am particularly interested in plotting: ca'libration curves and
determining the specific activity of part ofa section. '
I would very much appreciate this information as I wish to
with yours. ,
COI;ltP 2il.fsc)m }l,(i(::;aof ym}xl to send me such a nice present, the children
like it immensely. Emma sends you her best regards.
I look forward to hearing from you soon.
With best wishes,
Yours sincerely,
Michael

10th May, ¥

Dear Mr. Reader, _ . ;
We acknowledge receipt of your inquiry of 6th May, 19... f3
which we learn that you have not received our journal for March . §
April. We wish to inform you that according to the decision of §
editorial board the journal will appear in a March—April issue
will reach you round the 15th May. 1
Kindly accept our apologies for the delay, »
Yours truly,
(Signature)
Editor

Letter 2

Here are some phrases and sentences which are used in maki
an inquiry: ]

14th April, 19...

Dear Michael,
I am very glad to get a letter from you and to hear that you and
your children are pleased with my present. ) ‘
As for your request to supply you with information concerning
the method of using standards for calibration, I am sorry to learn
79

1.1 am writing to inquire if ...

2.Iwish } to inquire about...
I should like

3.May I inquire why (for what reason, purpose, etc.) you...
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from your letter that you have not received a reprint of that parti-
cular work in the English translation. I put your name on the mailing
list, but, perhaps, there is some delay. Anyhow I will certainly
inquire into the matter and straighten things out.

In my paper you will find some answers to your inquiry. I hope
the information will be helpful in drawing your conclusions. It goesf
without saying that I expect to receive the results of your work |
either typed or published, it makes no difference.

By the way, have you any information as to the date and place]
of the next Council Meeting? If you have, kindly inform me so

we kindly request your participation and ask you to consider
is letter an official invitation.

we would very much appreciate it if you would prepare the follow-
g mformatlon

t.. .
2..
3..
We trust we shall see you at the meeting.

With best regards,
Eugene S. Roberts

that I am able to schedule my time in the proper way. R/an Secretary General
With best regards to yourself and to Emma.
Yours sincerely, Letter 5

Alexander

July 4th, 19...
Dear Sir,

We write to inform you that we are exhibiting a wide range of our
hstruments and devices at the IV International Scientific Instruments
ibition to be held in Prague from 23rd July to 10th September

Letter 3 - 4
18th April, 19..]

Dear Alexander,

It was a great pleasure to receive your letter of 14th April. I am
sorry to have caused you so much trouble for this information. It is
indeed kind of you to give so much attention to my inquiry. Just
yesterday I received 4 letter from the distributors in which they
express their apologies for the unfortunate delay in delivering the

Please find enclosed a booklet and price-list for your perusal. We
e looking forward to meeting you and to discussing your possible
hterest in our instruments and devices.

We shall be pleased to supply you with further information on any
strument or device you may have particular interest in.

reprint. So I trust there is no reason for you to go out of your way to
make inquiries or take any steps. Thank you for the reprint. ; _ 4 Yours faithfully,
I have read your paper with great care. On the whole it has made a RS:be E.R. S'rm th
great impression on me with the exception of some inferences which I . L Technical Sales Manager
would like to discuss with you personally. I am looking forward to. 30 booklet and price-list
seeing you at the next Council Meeting. Dr. E.S. Roberts informed me Letter 6

that the meeting was scheduled for 10th June. You may expect a§

letter from him in the nearest future. ‘

I hope you will attend the meeting.
With best wishes,

ar Sir,

In reply to your letter of 4th July, 19... we wish to inform you
&t we are interested in purchasing certain scientific instruments
hich you are going to exhibit at the IV International Scientific Inst-
ents Exhibition in Prague, Czecho-Slovakia.

We are particularly interested in... and ask you to supply us with
her information and specifications,

¢ intend to visit the exhibition in July and are looking forward
Meeting you and to discussing the details.

Yours sincerely,
Michael

Letter 4
16th April, 19...

Dear Mr. Drapkin, -

I wish to inform you that the meeting of the Council of ... will be
held in Vienna, 10—~16 June. ‘
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S.A. Smirnov
Deputy Director




Letter 7

Dear Miss Mironova, -
Professor Cornfield advises me that you have presented him wi

your book *‘Behaviour of Plants in Arid Regions.” Frankly speak

I would like very much to have this very book and in return co

suggest “Regime of Plants in Cold Areas.” '
Please let me know if you agree to such an exchange.
Looking forward to a favourable reply, | remain,

Yours sincerely,
M.S. Stanley

Here are some phrases and sentences which are used in connect}

with information and interest.
Asking for information:

1.1 should like certain information about...
2.1 require certain information about...

us with.
4. Can you please

Will you kindly provide | us with, ¢about...
Would yoube sof furnish } informa- }on...
kind as to supply J tion concerning...

regarding...

5. Could you give me the following information? j

6. 1 should be much obliged if you would give me some infod
tion concerning... . '

7.Would you be able to inform us about (of)...

8. I shall be grateful if you inform me of (about)...

9. Please advise me of...

10. We should like to know ...

11. Will you please (kindly) let usknow...

12. Will you please inform me how to...

Supplying information:
1. Enclosed for your information are...
supply
2.1am happy to = furnish } you with the information you ’
provide J require concerning... 3
3.1 hope you will find this information of use to you...

4. We shall be pleased to send you further information if requi
51 trust that this is the information you desire (require)...
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_?. i wgsr}l;t to communicate to you information about...
Twi toi — about (of)...
I am happy fnform you \that...( )
8. We are pleased to be able to inform you...
9.1 have the pleasure of informing you...
10. I shall let you know about... (as soon as...)
11. In reply to your letter of ... (date) I must inform you that...

Acknowledging receipt of information:

1. According to

In accordance with
2. Thank you very much for the information on...
3. I appreciate very much the information you have forwarded to

me.
4. 1 wish to thank you for (supplyin i i i
. g me with) the inf

5. It is very kind of you to inform me... ) ormaton.

} the information received from you...

about...
6. I am grateful to you for letting me know <
that...
Interest:
1. We are glad to hear of your interest in... .

2.1 would be most interested in...

3. If you have interest in...

4. Should you be interested in...

5. You may be interested to know that... '
6.1 wish to thank you for your interest.

7 . Many thanks for your keen interest.

HELP AND ADVICE

When asking for help or advice the sender usually states the
purpose and reason and gxpresses his desire or readiness to return the
service, whereas the recipient should always try to do his best to
render the help or give some advice, or refer the sender of the letter
to some other source. Such letters are written in a frank, courteous
anq fne_ndly manner. !n many cases help and advice are a response to
an inquiry seeking for information, material, data, etc.




Perhaps in autumn I shall be able to help you. Meanwhile you
may ret:fer ltl?m Dr. Smirnov of Leningrad for help. You will be able
to contact him at this address: Dr. S.R. Smirnov, Institute of Bi
18 Ry!eyev St., Leningrad, USSR. ’ of Blology,

I wish to express my regret once again, and remain,

Yours sincerely,

. R. Anisimov
P.S. If you wish I will write introducing you. R.A.

Letter s 3
15th May, 19‘{

Dear Prof. Anisimov, ;
We wish to approach you with a request to help us collect sampless
of ... We intend to elaborate an entirely new system of classificationZ
based on the principles of... Your assistance in this undertaking will
be of great service'to us. ]
I look forward to your help and interest.
Yours sincerely, )
S. Kuprianov Letter 4
(expressing gratitude to letter 2)
Letter 2
(favourable reply to letter 1) 24th May, 19...
Dear Prof. Anisimov,
. I am happy to receive your letter i i
 inform me about dispatchingythe samplesf)f 12t May in which you
i I am looking forward with great pleasure to receiving the material
As soon as the parcel arrives I shall advise you immediately. )
. I'am very grateful to you for the help that you are rendering me
- and T hope that you will let me know without hesitation whenever

19th May, 19..]

Dear Dr. Kuprianov, 7

1 acknowledge receipt of your kind letter of 15th May in whichy
you ask me to supply you with samples of... I have already instructedgil
(advised) some of my co-workers to collect the following samples fof]

you: .
1.. you require any service or information from me.
g. With best regards,

The elaboration of a new classification on the basis of... is exceegf Yours sincerely,

dingly interesting and useful, especially in our field of work. I trust ¢
shall be able to send you the samples in 5 or 6 days. .
I am happy to be of this small assistance and wish you mucly
success in your undertaking. 1
Kindly convey my best regards to your wife.
Yours sincerely,

S. Kuprianov
Letter 5
April 30th, 19...
Dear Andrew,
May I ask you to help me in a certain matter. As you know from

R. Anisimov Ey p{evious' lett.er Iamwritingamanuscript on  and I lack certain
Cetter | wﬁtenal which is of great importance to me. The only person to
f om I can address myself for this help is you. I remember once you

(unfavourable reply to letter 1) . Mentioned you were willing to supply me with this material in case [

need i .
¢ed it. The time has now come for me to ask you to grant me this

. ) . matel’iﬂ]’ ]f ou h e ’t . ?
Dear Dr. Kuprianov, mosgt gratefu};, aven’t changed your mind, and for which I shall be

In reply to your letter of 15th May I am very sorry to inform If vou thj .
you thatp I am unable to help you in your undertaking as there arcgili to me).’ think I can be of any help to you, do not hesitate to write
no samples available in our laboratory at present. 1
We are planning an expedition for July—August and hope to
collect enough samples both for you and for ourselves. ‘

84

19th May, 19.4

With best wishes,

Yours sincerely,
George
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Letter 6 :
May 5th, 19.}

Dear George, .
I have ieceived your letter of April 30. I am very happy that yo
have turned to me with your request and that I can be of help to yoy
Of course, I haven’t changed my mind and wish to assure you that th
material is always at your disposal whenever you need it. All T ask yof
to do is to write me in detail what particular information you a
interested in, ]
At the present time I do not experience any need in your helf
but what I would like to have, indeed, is your advice. i
In a week or so I shall prepare a number of questions for yof
consideration and will kindly ask you to give your full attention §
each item, '
I trust I will hear from you soon.
With best regards,
Yours sincerely,
Andrew

Here are some of the most commonly-used phrases and senteng
in connection with help and advice: '5

Request for help and advice:
approach you with a request to help me...

~he Ip
“~advice...

1. May I/
Nrefer to} you for

2. I wonder

I would be happy if vo 1d
I should be grateful you cot advise me...

3. I shail appreciate any (kind of) help (advice) that you
render (offer) me.

4. Would you be so kind as to help.me...

5. May I rely on you for help (advice) in case of (if)...

6.1 am in great need of your help (advice).

7.1 require your help (advice) badly. 1

8. If there is any way in which you may help I shall appreciate §
immensely. ]

9. I should. like very much to make use of your help (advic

10. Your help (advice) would be most highly appreciated. /

11. Could you give me your advice in this matter.

12. Could you lend me your help in this matter.

13. 1am looking forward to your help (advice)...
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help me...
~

Response:

1. I am happy to be of this small help to you.
I am pleased
It gives me greatithat I can
pleasure
. If I can be of any further help please do not hesitate to write
to me (or to approach me, or: to let me know) at once.
3. If you require further information..., I shall be happy to help
you...
4. The only help (advice) that I can offer (give) you is...
5.1 am glad that I can help (advise) you in this matter.
6. I trust this (I am glad that my) advice is of (great) help to you,
7. If you wish to take my advice concerning...,, you should...
8. I very much regret (I am sorry) I am unable to help (advise)
you in any way.
9.1am sorry I am unable to offer you my help (advice).

\you this help.
“render”

Expressing gratitude for help or advice:

1. (I wish to) thank you very much for your help (advice).

am grateful to you for
< B . Y ™~ your help (advice).
appreciate very much—"

offer .
3. It was so kind of you toi \/me your help (advice).
render
4. Thank you once again for your much appreciated help (advice).
5.1 lack words to express my deep gratitude for the kind (fine)
help (advice) that you have given me.
6. 1 am looking forward to the opportunity of returning you the
fine help (advice) you have granted me.
7. If T can be of any help in future, I shall be glad to hear from

you. 4
8. I wish to express my appreciation for all your efforts to help
me...

EXERCISES .

1. Translate into Russian,

1. It is hoped that the information herein presented will prove to be
of interest to you. 2. Since you have been kind enough to offer
your help, I would like to explain my trouble. 3. If you have any
information in this field or can give any advice, we would be most
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grateful. 4. I would be most interested in continuing to receive
reprints from you in this area. 5. In response to your inquiry of June

10th we are sending you herewith the instructions to the instruments
in the Russian language. 6. The problem your journal will raise is of §
exceptional interest. 7. In accordance with your advice we have made
the following amendments. 8. I am truly grateful for the remarkable

advice that you have given me. 9. I am writing further to my letter

of 4th August to inquire whether you have received the slides. 10. If 3

you possess any additional information on the application of this

method, I shall appreciate your sending it to me. 11. If you are able 4

to supply me with this material, you will be of great help to me.

12. I am very thankful to you for your kind help and sincere advice. §
13. We would be most grateful for any help in this matter and would

naturally be glad to do anything in return. 14. I have sent you the
medical books you are interested in.

I1. Translate into English.

1. Kak Tonbko BOApOC peluMTcs ouumanbho, A Bam coobity
06 3TOM JOMOITHATENIBHO . 2. 51 6611 611 BeChMa IIPH3HATENCH, €CTIH 651
MHe yOoalnoch momywrth oTf Bac mudopmaumio no psmy BOIPOCOB,
nepewncieHHbix Huxe. 3. A Gmaropaper Bam (Gmaropapro Bac) 3a
Bamry Apy»ecKyio oMol i coBeT. 4. Mue 65010 GBI OUEHD IIPUATHO
y3HaTh Bame MHeHMe M0 3TOMY BOHpOCY, IOITOMY C HeTepHeHHEM
6yny oxmpate oT Bac panpHermx u3BectHi. 5. Cooobiuaw, Y10 UK

¢dopmauus, coGpaHHas BO BpeMs IKCIEIMIMY, TOCIaHA B UncturyT 3§
reorpadgun AH CCCP. 6. Ilo BawieMy coBeTy MBI BHECTH HEKOTOBIC

H3MeHeHHsI B CXeMy Hauell ycTaHOBKH. 7. fl HONywsn MHOIO OT-
KIMKOB HAa CBOK CTaThio. M MHe COBeTYWT NPOMOIIXKATh paGoTy
B [AaHHOM HanpaeneHuH. 8. Mp1 GyleM Upe3BbMaiHO GIarofapHLL
BaM 3a niofylo NOMOIL B 3TOM. fiene. 9. MHe xorenocs Ovl BBIpa-

3uth Bam McKkpeHH0O©0 GarogaprocTs 32 nomous. 10. Bama uHbpop 7§

Mauus, ONyYeHHAs CETONHA YTpOM, MpEACTaBnser misA Hac Gont

wioit uHTepec. 11, S Gyny Bam BechbmMa MpU3HATENEH 33 OATBHEAIIYIO |
HHPOPMALHIO O MpefCcTOAIeM KOHTpecce. 12. Ouep mpoury Bac
He OTKa3’aTh B JII0GE3HOCTH NMOMOUL Npod. AHHCHMOBY MO3HAKO- }
MHTbCA ¢ paGoToit Bawedt 1aGopaTopun, 3a Y10 3apaHee Gnarozapio. 3
13. Mo nosoxy HHTepecylowero -Bac Bompoca MOry COOGUMTE

olenyloitee.
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I1l. Translate the following letter into Russian:

15 July, 19...

Dear Dr. Anisimov:
In the journal “...” I have read your paper under the title “...”.
The results obtained are interesting, the methods of investigation
used excellent. I would like to follow your methods in my woik,
but there are some steps which are unclear to me. I am writing to
inquire whether you can arrange for me a visit to your laboratory
so that I could familiarize myself with your techniques in more
detail. I would like to experiment in your laboratory for one month,
In exchange, it would be a great pleasure to invite you to work
in our laboratory for the same period (or more) and to cooperate
in investigating such a problem as...
Trusting to hear from you soon, I remain,

Yours sincerely,

John S. Stanley

IV. Translate the following letter into English.

Hoporoit mp Cranna!

Mse 6bDI0 OuYeHb NPHATHO HOMywHTs Bame micbmo ot 15 uions
19... Cyna 1o BameMy mHcbMy, BaM HOHpaBWINCh MOH pe3yNIbTAThI
X MOH MeTompl. Jjif MeHs 3T0 OoueHp OTpasHo, Sl Takxke CIexy u
3a Bammamu paGotamu. HepaBHo s npoven Bawry cratsio ”...” B XKyp-
Hate ... OHa mpom3BeNna Ha MeHs Gonpmioe BrevamieHye. [Ipuar
HO, YTO MBI 062 paGoTaeM B OJHOM H TOM Xe HanpasileHud. Baum
pe3ynbTaThl BECbMAa HHTE peCHsI.

Al 6bm1 GBI OYeHb pan COTPYHHHYATs ¢ Bamu B ofitacm ucaremo-
BaHWMA TAKOIO BOMNpoca, Kak... [foaroMy paHHOe MMCBMO MOXHO
cyMTaTh MpUDTAHICHHEM IMOCETHTh HAlly JaGOpaTopHIo i O3Ha-
KOMJICHHA C HAmIeH METOIMKON HCCiefoOBaHUsS M MpPOBEJICHHA CO-
BMeCTHOH paboTel B OBNACTH... '

Eciu Bam ypo6HO, MpOCHM IpHEXarh B Hally CTpaHy B Hauaie
CeHTAbpA. .

Byny oueHs paf BujeTs Bac B Hame# 1a6opatopu.

C HaWTYYLHMH [OXKETaHASMH OCTaI0Ch
uckpeHHe Bam
H0pui I1. Bapnamos

V. Insert the appropriate preposition if necessary.

1. .. reply ... your inquiry I have pleasure ... informing you that
the papers have been sent ... the Advisory Committee. 2. We have
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of this opportu- Dr.P. you have sent me
nity
The Ad Hoc Com- | any further inte- please let me know at 3
mittee advises resting informa- once E
you tion on this subject
I wish to thank you | to deliver a series of | please let me know
lectures about it 3
If you are interested | and thank you very you have taken in my
in obtaining much experiments '
Would you be so you have offered us | I'advise you to write
kind to him immediately 388

XII. Write out all the points of information from the following letter. JE
Answer the letter on those points. Make use of the expressions of this section.
Dear Prof, Goncharov, X

I am writing to inquire if you could supply us with the following$
material. As you know we are experimenting on... and your help3}
would be very useful. Furthermore, I could be grateful to you if you 3
could inform me about the equipment you have employed to obtain}
such precise measurements of the sample, 3

At the present time Dr. Singh is completing his experimental part §
of our joint study. He believes your methods are most suitable forg
his work. Nevertheless he still has some doubts as to the modified §
variant and wishes to have your advice. I trust you will be able to}
clarify this matter. He told me that further improvement of the g
method can be accomplished. Your opinion? E

Sincerely yours,
Andrew P. Fulton

SECTION SEVEN

Section seven deals with correspondence concerning exchange of
reprints; abstracts, publications, etc., and contribution of papers for
publication.

REPRINTS, ABSTRACTS, PUBLICATIONS

Letter 1
(requesting reprints)

3rd January, 19...
Dear Andrei Sokolov,

A short time ago we came across an abstract of your paper pub-
lished in “Chemical Abstracts.” December, 19... under the title “A
Similar Polymerase System Requiring 4-Deoxyribonucleoside Tripho-
sphates.”

We should like very much to have a reprint of this paper for
translation and submission to the Journal of Chemistry. I trust I will
soon hear from you.

With best wishes to yourself and your wife for the New Year.

Yours sincerely,
Cecil Bronkers

Letter 2
(favourable reply)

10th January, 19...

Dear Cecil Bronkers,
I am in receipt of 'your letter of 3rd January, 19... from which
1 learn that you are interested in my paper “A similar Polymerase
System’ Requiring 4-Deoxyribonucleoside Triphosphates.” It gives
me great pleasure to send you the reprint and I trust the informa-
tion will be of help to you.
Thank you very much for the New Year wishes. My best regards
to yourself and to your wife.
Looking forward to hearing from you soon, I remain,
Yours sincerely,
Andrei Sokolov
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- Letter 3
(unfavourable reply)

10th January, 19..:'

Dear Cecil Bronkers,

In reply to your letter of 3rd January, I regret very much toj

inform you that I cannot supply you with this reprint as I do no

have any extra copies at my disposal. I would advise you to write

an inquiry to our journal Biochemistry for a reprint and -permissio

to translate and publish it in the Journal of Chemistry. ]
With best wishes and regards,

Yours sincerely,

Andrei Sokolov
Letter 4
(reply to letter 2) :
15th January, 19..4

Dear Andrei Sokolov, A
I acknowledge with thanks receipt of your reprint and thank]
you very much for your permission to translate and publish it i )

the Journal of Chemistry. As soon as the translation is ready I sha

send it to you for correction.
In March there will be a symposium on Photosynthesis, in Vienna

I am sending you the programme with this letter. Perhaps it may bejig

of interest to you. .

With best wishes, :
Yours sincerely,
Cecil Bronkers
Enclosure: programme
Letter 5

August 5th, 19.. 38

Dear Madam, ]
“Physical Abstracts” carries an abstract... I should very much)
appreciate having a reprint of this paper and kindly ask you to send it
to me at your earliest convenience. ;
With best regards,
Yours sincerely,
John 8. Smith
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Letter 6
12th June, 19...

Dear Alfred,

Under separate cover I am forwarding to you a reprint “Synthesis
of Protein and Induced Enzyme in Some Plants.”

I wonder if you could arrange to have reprints on the structure
of cellulose forwarded to me. I should be very happy if you could
supply me with the latest data on this kind of work.

With best wishes and regards,
Yours sincerely,
Victor

Letter 7
(exchange of reprints)

August 14, 19...
Dear Professor Singer:

Dr. Andrei P. Filippov has shown me your letter requesting reprints
on fluorochemicals. This is within my area of active research and I am
keenly interested in the developments taking place in the study of
electrochemical fluorination. I would very much like to know what
research work has been done in recent years in your country as much
as you are interested in the investigation in this country.
I would enjoy very much corresponding with you and with other
research workers in your country and exchanging reprints.
Hoping to hear from you soon, I am,

Yours sincerely,

Boris A. Komarov

Chief of Laboratory of Fluorination

Letter 8

4th June, 19...
Dear Sir,

I am a permanent reader of Voprosy Filosofii and enjoy reading
your papers. I am writing to inquire whether you are willing to
establish a regular exchange of reprints in our field of research work.
I could offer you the following papers: ..and in exchange would
appreciate having...

I trust to have a favourable reply from you.
Yours truly,

R.A. Bishop
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Letter 9 Letter 12

1 3 sting publications
10th April, 19 88 (requesting p )

August 10, 19...
Dear Sir, 8 ,

We acknowledge receipt of your letter of Sth April and thay
you very much for the abstract you have sent me. We would appj

ciate it very much if you would kindly continue to send us abstra,
published in “Physical Review.” ' 4

Dear Sir:

[ shall be grateful if you could arrange to forwarq me a copy of your

publication* entitled “Function of Acetylcholine As a Synfiptxc

Transmitter,” which appeared in the Journal of Biological Chemistry,

Yours truly, v.7,No0 3,292, 19...
Yours truly,

Igor S. Melnikov

Letter 13

Letter 10 ' (favourable reply to letter 12)

7 & 9.
14th December, 1988 August 20, 1

Dear Professor Andreey, i . -
I should be glad if you could let us have an abstract of your artidi
“Biological Nitrogen Fixation,” amounting to about 200 words il
publication in “Chemical Abstracts,” ' .
We are looking forward to receiving this abstract in the not .

Dear Dr. Melnikov:

In reply to your letter of August 10, 19... I have the pleasure to
inform you that the publication you request has ‘peen sent to you
under separate cover. I may only hope that it will be of use and
interest to you. '

far distant future, With best wishes, _
With best regards, ilr;c:éeéy }'g:;:,
Yours sincerely, red E.
Alfred R. Rangers
Editor-in-Chief Letter 14
(unfavourable reply to letter 12)
¥ August 20, 19...
Letter 11 3 Dear Dr. Melnikov: aul
20th December, 1988 | am in receipt of your letter dated August 10, 19... I am awfully

sorry that I cannot comply with your request regarding the publi-
cation entitled “Function of Acetylcholine As a Synaptic Trans-
mitter.” I have already distributed all my copies. The only sugges-
tion I can make is that you write directly to the Journal of B}OlO-
gical Chemistry. Perhaps they will be able to supply you with a

copy. With best wishes,

Dear Dr. Rangers,
Re: “Biological Nitrogen Fixation,” =
Please find enclosed an abstract of my paper “Biological Nitropi
Fixation” amounting to about 200 words for publication in “Chenflf
cal Abstracts.” Thank you very much for the reprints you sent o
The papers are exceptionally interesting and helpful to me. If 1 ciilé
be of any help to you in future, do not hesitate to write to '
I trust I shall hear from you soon.
With best wishes,

Sincerely yours,
Alfred E. Jones
AFJ:eb
R EE—
*A copy of your publication = your reprint.

Yours sincerely,
Artem P, Andreev
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Letter 15
(acknowledging receipt of publication)

August 30, 193

Dear Dr. Jones: 4
I wish to acknowledge with sincere gratitude receipt of your py}
lication entitled “Function of Acetylcholine As a Synaptic Trafje
mitter.” This paper is exceedingly important to me for my expd
mental work. If you are interested in having a paper describing s
work in this area, I shall be very happy to send it to you as soon N
it is published. »
I thank you once again for your kindness and trust to hear frofi
you soon. 3
With best regards,
Sincerely yours,
Igor S. Melnikov

Letter 16
(arranging for an exchange of publications)

! : 20th April, 19§
Dear Miss Kuzmina, -
Recently we have received a copy of your new periodic
“Vodnoje Khozaistvo.” We should like to arrange for an exchang
of publications with your Commission and can offer our “Wati@
Ways™ in return. :
If this suggestion meets with your approval, kindly let us kno
and we shall be glad to place the name of your Commission on oy
exchange mailing list for future copies. 4
We wish to be placed on your mailing list to receive all futd
issues.
Hoping to hear from you in the near future, we are,
Yours sincerely,
Lydia A. Arnolds

Letter 17
(reply to letter 16) 3
29th April, 194
Dear Miss Arnolds,

We are in receipt of your letter of 29th April, 19... We shall }
glad to arrange for an exchange of publications with your Natu_
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- periodical “Water Ways.”

Science Commission and are very much obliged for your kind sug-
gestion to place us on your exchange mailing list to receive your
In our turn we have added the name of
your Commission to our list for all future issues.

I wish to assure you that such an exchange of publications will be
to the mutual benefit of both Commissions in natural science
research.

With best regards,
Yours sincerely,
Raisa A. Kuzmina
Letter 18

- ' 15th December, 19...

Dear Prof, Novikov,

Thank you very much for your letter of 10th December, from
which I learn that you are soon finishing your book and that it
will be published in the near future. I hope you will not forget me
and be so kind as to present me with an edition.

I wish to make use of this opportunity and ask you to send me
a copy of Biofizika, No. 3, 19... Dr. A.B. Baskova has published
in this journal a paper which is of great interest to me. If this journal
is not available I would kindly ask you to inquire whether Dr. Bas-

* kova happens to have a spare copy of this publication and whether

she would be willing to supply me with one.

With best wishes,
Yours sincerely,
R.A. Crawford
Letter 19

(reply to letter 18
) 20th December, 19...

Dear Prof. Crawford,

It is a great pleasure to receive your letter dated 15th December.
Thank you very much for your cordial wishes concerning my book.
My book will comprise 22 signatures. I may assure you that when
the book comes off the press I shall be delighted to send you a copy.
You have my word for it.

As for your request regarding Biofizika, No. 3, 19..., I am happy
to inforin you that I have sent you this issue under separate cover.
I have contacted Dr. Baskova and she told me that she would like
to arrange for an exchange of publications with you. I am sending
you her address: ...
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- . ; 1
1 am very glad I could be of service to you and if you need any} 19
further help from me, do not hesitate to write me. 1 Deas i A
e nvey me best regards to Dr. Charles P. Bradley. ar Sit,
Please convey best regards Yours sincerelv y Please acknowledge receipt of the following publication (reprint):
. Roman N. NO;’ﬂ(OV .......................................
e Lo . Thank you very much.
Many research institutions and scientists use printed standarg you very mue
cards for requesting publications as well as for acknowledging receipf i} Yours sincerely,
of them. ; 1
The most commonly-used patterns are the following cards: L
19 - ’
. ey 19...
Dealrsixall be most grateful fo recei\'re the following publications ‘ Dear...,
inte): F We gratefully acknowledge receipt of the following publications
(reprints): ; (reprints):
. T‘hank you* for yom ptompt attenti()n. i 0~‘1-t tn'xnlcner-e-t]:la:nl-(sv’ .............................
'Youxs smcer/ely,j Yours truly,

19 ] ‘
CONTRIBUTION OF PAPERS FOR PUBLICATION

....................................... a5 Letter 1

............................ . Marchl’]’lg."

receiving our publications regularly.
1 trust you are g public 8 Dear Professor Petrov:

. Yours sincerely, 3

We have started the publication of a new journal “...” in which we
intend' to deal with such problems as... Since the journal covers
c_extensively your field of activity, we hope that it will call your
Interest. -
In this connection we cordially invite you to co-operate with us
and would welcome any contributions from you, which come within
the scope of the journal. Perhaps you could contact other people
who would be willing to submit their papers, detailed abstracts and
other publications to our journal. I wish to thank you on behalf of
the editorial board and myself for your co-operation.
In anticipation of your reply, I remain with kindest personal regards.
Sincerely yours,
WRW/DC Walter R. Winston
Fditor-in-chief

ey 190 4

Dear..., ;
1 would greatly appreciate receiving a reprint of your paper: j

Thank you for this courtesy. 1
Yours sincerely,

*Thank you in these cases are usually translated into Russian: 3apanee G ]
200apio Bac o1 3apanee Gnazo0apen Baxm. i
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Letter 2
(favourable reply to letter 1)

March 20th, 19.3

Dear Dr. Winston:

It is a pleasure to receive your letter dated March 17, 19... fron]
which I am happy to learn that you have established a new journaf
From the numerous problems your journal intends to raise I caf
judge of the importance and usefulness it will have in developing
this branch of science.
It is very kind of you to invite me to co-operate thh your journg
and to submit my papers for publication there. I shall be very glag
to comply with your request and send you future articles for yo
consideration. I have also called the attention of some research
workers in this country to contribute papers to your journal and $¥
trust you will shortly hear from them. Here are the names of somg
of them: Prof. V.B. Smirnov, Prof. G.N. Goldberg, Dr. R.A. Smirnol
and Dr. P.S. Spasskaya. All of them seem to take a great interest if
your journal and wish it a good start and much success. I would alsj
like to add my personal wishes.
Looking forward to hearing from you again, I remain,
Sincerely yours,

APP:EF Arthur P. Petrov

Letter 3
(unfavourable reply to letter 1)

March 20, 195‘

Dear Dr. Winston:

I am very glad to receive your letter of March 17, 19... and to les A
of your intention to establish a new journal. May I wish you god§
luck in your undertaking and great success of your journal. I am ver}
grateful to you for your kind invitation to co-operate with youl
journal but I am very sorry to disappoint you. I am unable to supp}§
you with articles for publication in your journal insomuch as ng
field of activity has nothing in common with the problems beinjk
raised in it. i
However, as requested by you, I have contacted some rescarCiil
workers who are concerned with these problems. They informed mé
of their willingness to publish their papers in your journal. I perstl
nally think it would be very nice if your journal would extend f§
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L ‘them an invitation. Attached to this letter you will find a list of names

and addresses.
If I can be of any further help to you please write me,
With best wishes and regards,
Yours sincerely,

APP:EF Arthur P, Petrov

Enclosure: list of names and addresses

Letter 4 )
March 28, 19...

Dear Professor Smirnov:

[ am in receipt of your letter and contribution entitled... which
arrived with the same mail this morning. I wish to inform you I have
already taken steps to arrange for the translation of your paper.
We shall naturally send you galley proofs of the article prior to
final printing and kindly ask you to make the necessary corrections
at your earliest convenience.

With best wishes,
Sincerely yours,
WRW/dc Walter R. Winston
Letter 5

April 12, 19...

Dear Professor Smirnov:
With reference to my letter of April 3, 19... I am sending you under
separate cover two copies of galley proofs for your correction. Once
again | kindly ask you to return the corrected copy at your earliest
convenience taking into consideration that your paper is scheduled to
appear in the May issue.

With best regards,
Sincerely yours,
WRW/dc Walter R. Winston
Letter 6

19th April, 19...

Dear Dr. Winston,

I have recelved your letter of April 12th, 19... and the galley proofs
You have sent me for my correction. I have looked them through
Carefully and I should like to call your attention to the following
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typographical errors in the copy:
1) Page 3, line 7 should read: ...
2) Page 3, line 14 should read: ... 1
I am very pleased with the translation with the exception of on
passage (page 6, beginning line 12). In my opinion this passage shoul
be translated in the following way in order to convey the exact idea:,
I am dispatching the corrected copy with this mail. :

With best wishes, ,
Yours sincerely,
VBS/mf ] Viktor B. Smirnov
Letter 7

30 April, 19.4

Dear Prof, Smirnov, 3
Thank you for your letter of April 19th, 19... We are glad {
receive the corrected copy of galley-proofs of your article. We havilk
taken all the necessary measures to avoid the Printers’ errors. Wé
have also shown your version to the translator who agrees with
wholly and asks you to excuse him for the misinterpretation of
passage. 1
In 3-4 days your paper will go to final printing and appear if
our May issue.

{

With best regards,
Sincerely yours,
WRW/eb Walter R. Winston
Letter 8

5th May, 19...

Dear Prof. Smirnov, 3
It gives me great pleasure to inform you that the May issue of ou}
journal has come off the press. We have forwarded to you undef
separate cover a copy of the journal and 20 reprints of your publical
tion. 4
If you are interested in obtaining further reprints of your papé .
we shall be very glad to offer them to you at our regular price
We are very grateful for your contribution and look forward td}
receiving others from you and from your colleagues. ‘
We trust we shall hear from you in the near future. Best wishe
from myself and from the editorial board. ’
Sincerely yours,
WRW/eb - Walter R. Winston
104 Editor-in-chief

Letter 9
10th May, 19...

Dear Dr. Winston,

Thank you very much for your kind letter and for the copy of the
journal and 20 reprints. I find the journal exceptionally interesting
and useful and I may only wish that future issues will be as interesting
as this one.

At the present moment I have no new contributions to make to
your journal.- :

I was very glad to have had this opportunity to make your acqua-
intance by correspondence and I am looking forward to meeting you
personally. ,

Best personal regards,
V Yours sincerely,
VBS:mf : Viktor B. Smirnov

Letter 10 -
July 7, 19...

Dear Professor Winters,

Please find enclosed our paper under the title “Theory of Dilute
Polymer Solutions in Viscoelastic Fluid” for publication in the
Journal of Non-Newtronian Fluid Mechanics.

In compliance with the International (Geneva) Convention for
Authors’ Copyright to which the USSR is affiliated, the above-cited
paper is registered with the Soviet Copyright Agency which is autho-
rized to represent our interests. According to the new rules we allow
one-time usage of our translated paper into English and reserve the
rights to use the above-cited paper sent to you,

Sincerely yours,
Valentin P. Petrovsky

Here are some of the most commonly-used patterns covering
this section:

1. I would like to arrange for an exchange of publications (re-
prints, etc.) with you. .

2. I would appreciate very much exchanging publications with you.

3. An exchange of reprints would be appreciable.

4.1 would like to establish an exchange of reprints, etc.

5.Iwould like to have reprints of “...”.
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6. I would like to have forwarded to me “..” in exchange foll

(13

7. I should be glad if you would let us have a reprint of youfl
paper “...”. -
8. I should appreciate it if you would kindly continue to send
me your reprints. . &
9. I would be very grateful if you could arrange to forward me §
copy of your publication. '
10. We invite you to contribute to our journal.
11. We welcome any contributions from you.
12. We ask your permission for translating and submitting tc
(publishing in) the Journal of Mathematics your reprint, etc. 1

13. We would be very happy to be put on your mailing list.

EXERCISES

I. Translate into Russian,

1. I am looking forward eagerly to receiving your latest reprint}
2. We are looking forward to arranging for a regular exchange of]
publications with you. 3. I would be most obliged to you if yous
would place my name on your reprint mailing list for any of yo
papers relative to this subject. 4. We shall be very grateful if youy
kindly continue to send us abstracts published in Animal Physiology 3
5. I would like to receive other reprints on this subject. 6. I appreciated
very much the many reprints of your work in the field of “Radiationd
Materials.” 7. We acknowledge with thanks receipt of your reprint}
“The Nature and Measure of Economic Activity.” 8. I have thef
pleasure of sending you two corrected copies of galley-proofs for
final printing. 9. I should be most grateful if you could arrange fog
the author’s corrected proofs to be sent to us. 10. I should
thankful if you would arrange to forward me a copy of your publi
cation “Formation of Polymer from Ribonucleoside Diphosphates
in Presence of Mg™.” 11. Ishall let you know 'the tentative date
your publication as soon as I come to a final agreement with our;
Publishing House. 12. If reprints are available would you be so kind;
as to send me copies. 13. Please excuse me for the delay in sending}
you the galley-proofs of your contribution. 3

IL Trangate into English,

1. 1 Gbu1 661 Bam oueHb GaropapeH, ecu 661 Bbl mpuctany MHe § i
OmMH OTTHCK Bameit paGorsi. 2. Sl 6p01 Ob1 pan HanaguThs 06MeH Ha-
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yuHBIMM CTATBAMM MEX/Y HalMMK uHcTHTYTaMH. 3, Kak HaM cTano

: H3BECTHO, 13381 oosupaerecxs HanmucaTh CTaThio 1A HAWEIO XypHAIA.

B cBA3M ¢ 3THM Mbl yGeIHTEILHO IpocuM Bac coo6uunts HaMm Ha3pa-
e cTathu. 4. Sl nMonp3yrch GIArONpHATHBIM CJlyuaeM BBIPa3HTh
cBOI0 GNIAaro/APHOCTD 32 MOCTaHHBIA BaMu OTTHUCK. 5. Mbl Hafeem-
csi, YTO B JaNbpHEHUIeM HaM MPeCTABUTCA BO3IMOXHOCTH OmyGimu
xoBatp Baum paGoTel. 6. B Hacrofulee BpeMA Mbi, K COXATCHHIO,
e MOXeM BHICNAaTh BaM 3TH CTaThM, TaK KaK OHM FOTOBATCA K Iie-
yaTH B QUepeJHOM HOMepe ypHana. 7. Beicboiaio ’1’10 Bamen npocey
Ge OTTMCK MOEH CTAThH, HAlleYATAHHOH B XXypHaie > SI3pIKy HAPOJOB
Asud ¥ Adpuku”,N° 3,1964 r. 8. 51 6p01 661 Bam oueHp ﬁnfrop;apeﬂ,
ecrid Gbl Bbl Opucnana MHe afIpelTbCKHi HOMep XypHasia ~’Bolpoch
A3piko3HaHuA”. 9. 1 pap coobumTsr Bam, YTO MBI BKITIOWWIH Baiire
yupex[eHHe B CIMCOK [UIA NONYYeHHs Hauiero xypHana. 10. C Gna-
rOJApHOCTBIO NOATBEPXKAAEM NolyyeHue Baumx TpaHoK. 11. f Ha-
e10Ch, YTO BRI cormacuTech HamucaTh o paGote Bauiei aGopatopuu
B xypHan “Ecrectro3Hange”.

111, Translate the following letter into Russian,
October 23, 19...

Dear Dr. Samsonov: ’

Please find enclosed the galley-proofs of your review “..” for -
final check-up before it goes to press. Since we are eager to have
the book published before the end of the year, we ask you to make
the appropriate correction if necessary and to return the_proofs,
without delay. The Printers have set the dead-line for prmtmg‘the
review not later than the 10th December, 19... Please take that into
consideration.

In compliance with your request I am sending you a copy of
the “Solid-State Physica,” v. 3, N 4, 19... as you required. Please
confirm receipt of the journal.

Yours sincerely,
Frank B. Webster

IV. Translate the following letter into English:

MuoroyBaxaeMsii - p Be6erep,

B otBer Ha Bame muchmo oT 23 okT. 19... coo6ualo, 4T0 Herpe-
MEHHO BBINOJNHIO Baury mpochOy MpoBepHTh I'PAHKH M BBICTIATh MX
Bam B Gumxaiillice Bpemsl, TAK 4Yr0 THMNOTpaduUA CMOXKET HpPACTY-
MATH K Ha6O py KHUTH B Ha3HAUYEHHBbIM CPOK.
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A Becbma Bam Griarofapex 3a HOMep XypHana ”"OU3HKa TBEPAOS
ro rena”, 1. 3, N° 4,19 ..., KoTopbii Bel TaK 1106e3HO MPUCTATH MHe]
C HAMTYYIIMMH TI0KeJTaHHAIMH,

Hcxpenne Baix E
Anppeit CaMcOHOB

V. Insert the appropriate preposition if necessary,

1. 1 have pleasure ... forwarding ... you a reprint ... my reporf
requested ... you. 2. I must thank ... you ... the trouble you havi
taken ... translating my paper. 3. We would be very happy if yo
would arrange to forward ... us a copy ... your publication. 4, I an§
writing ... you ... reference ... the following article. 5. We are very
grateful that you have been able to arrange ... the publication ... oulj
paper .. the Physical Chemical Symposium. 6. We intend to pass the
proofs ... press not later than January 3rd. 7. Thank ... you very
much .. putting our name .. your distribution list ... abstract€]
8. We wish toacknowledge ... great thanks ... receipt ... the abstract .3
your paper. 9. I am sending you ... separate cover the typescript .3
my review (article) which you have ordered ... publication in
journal, &

VI. Insert the appropriate articles, if necessary.

1. We have ... pleasure of sending you herewith ... copy of .. 3
article as requested. 2. Please find enclosed ... typescript of... papetlf
entitied “...” which we hope-you will accept for ... publication irf
your journal. 3. Many thanks for ... generous gift of your book. gk
4. ... purpose of this letter is to inform you that ... Journal of ... sl
not ... monthly, but ... quarterly edition. 5. I would be very happy]
if you would place our library on your exchange list of ... scientificg
books and journals. 6. Please supply us with ... updated publication '
n ... area of liquid crystals. 7. Please find herein ... abstract of
paper “...”* for publication in ... Proceedings of the 5th Internationalg
Congress on “..”. 8. I am very much obliged to you for sending;
me ... preprint of your paper under ... title “...”. 9. I am very gladJ
to receive ... invitation to contribute to your journal ... review onj

19 ?”

VIL Insert the appropriate word or expression: in exchange for, to submit,
to come off the press, to come across, via, field of research work, to arrange for.l

1. While reading the Journal of Ore-Mining I happened ... an article
written by you. 2. Please send us your latest publications ... ours.;
3. Will you be able ... me an appointment with the editor-in-chief,
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of your journal? 4. According to our information we expect the
pook ... in two weeks. 5. I am sending you the list of reprints...
professor Konstantinov who will come to your country at the end
of March. 6. We would like to know whether you intend ... your
paper to our journal.

VI Add introductory phrases according to the pattern: ]

... of sending you the galley-proofs. — I have the pleasure of sending you
the galley-proofs.

1. ..to be put on your mailing list. 2. ..to establish a regular
exchange of papers. 3. ..for the contribution you have sent us.
4. ...to arrange to forward me the galley-proofs. 5. ...if you continue
to supply me with abstracts.

IX. Complete the lines using the patterns of this section:

E x a m p 1e: Thank you very much... — Thank you very much for sending
me the corrected pages.

1. I am very glad of this opportunity to... 2. I have pleasure in
sending you... 3. I would be greatly appreciative if you... 4.1 ftrust.l
shall be receiving regularly... 5. It would be greatly appreciated if
you...

X. Build up sentences by arranging the words in their proper order,

1. Receipt, of, acknowledge, your, reprint, we. 2. Inform, impos-
sible, journal, need, we, you, it, we, obtain, regret, you, find, now,
that, to, the, to. 3. Happy, to, abstracts, shall, be, as, I, in, journal,
appear, the, send, they, further, you. 4. Mailing, should, placed, be,
like, to, your, on, list, we.

XL Make up sentences using component parts of each column.

for which I am very | to your journal
grateful

in helping us

I take this chance

1 have duly received from you

your reprint

We ask your co-ope

ration
I have the pleasure

Please advise us

to receiving new
contributions

if you would contri-
bute

of returning the

corrected page-proof

you intend to make
which you requested

to our journal
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of sending you the
reports
about the amendments| to you

We would very much
appreciate it

We are looking
forward

to solve the problem }

XIH. Write out all the points of information from the following lett‘ 1
Answer the letter on those points. Make use of the expressions of this section.

Dear Prof. Andrew:

We are now in the process of planning the 19... edition of the Ched

mistry Newsletters which we hope will be available for distribution§
in February. During the past years we have been particularly please,
with your response to our request for material. We would like td]
continue to include as much information as is possible in future edid
tions of the Newsletters, and are looking forward to your contn
bution.

Any suggestions or comments you might have about the topics tGif
include in further editions of the Newsletters would be welcomed @
Also, if you know of scientists who wish to sumbit their papers foi%
publication in our journal, please inform us so that we could contact§
them and extend an invitation to them personally to send their papen
to our editorial board for consideration.

Best wishes.

Yours sincerely,
Harold S. Pearson

SECTION EIGHT

Section eight deals with letters of invitations (for special occa-
sions), hospitality, appointments, and letters of introduction.

INVITATIONS FOR SPECIAL OCCASIONS

1. OFFICIAL INVITATION

The (name of ingtitution or person) request(s) the pleasure of
{(name of person) ar (occasion*) to be held at (address), at (time**)
on {(day, date).

R S.V.P, ***

The reply to an invitation is usually typed.

Usual formin accepting official invitation:

(Name of person) thank(s) the (name of institution or person)
for its (their) kind invitation to (occasion) to be held at (address),
at (time) on (day, date) which he has much pleasure in accepting
{to accept).

Usual form in refusing official invitation****:

(Name of person) rhank(s) the (name of institution or person)
for its (their) kind invitation to (occasion) to be held at (address),
at (time) on (day, date), but regrets he is unable to accept owing
to...

Here are some refusal phrases and clauses.

1. ...owing to (because of) my poor health.

2. ..owing to a prior engagement for that day (evening, time,
period).

3. ...as I have an urgent business appointment to attend to.

4. ..as I have already accepted an invitation earlier.

*The occasion should be mpltahzed

**The time may be written out in full, e.g. at six o’clock.

***Repondez, s'il vous plaft — which is translated from French: Reply, if you
please.

****It is generally accepted to present the reason for refusal.
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2. INFORMAL INVITATION

Informal invitations and replies to them are written as a usuy|
letter.

Letter 1
5th March, 19,

Dear Dr. Perry,

I have the pleasure of extending to you an invitation on behajf
of the Soviet delegation to a Reception to be held in Hotel P_ 4
seven o’clock on Friday, the tenth of March, nineteen ninety,.

An early reply from you would be appreciated.

Yours truly,
Roman S. Nikolayev

Letter.2 -
(favourable reply to letter 1)

6th March, 19...

Dear Prof. Nikolayev,

Many thzfnks indeed for your kind invitation to a Reception
to be held in Hotel P_ at seven o’clock on Friday, the tenth of
March, nineteen ninety... which I accept,

Yours truly,
Rudolf D. Perry

. Letter 3
(unfavourable reply to letter D

6th March, 19...

Dear Prof. Nﬂcohyev,

I very mlfch regret that I am unable to accept your kind invitation
to a Reception to be held in Hote] P_ at seven o’clock on Friday,
the Fenth of March, nineteen ninety... as I have already accepted a
previous invitation for that date and time. '

Yours truly,
Rudolf P. Perry
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B Pear Dr. Ambrose,

Letter 4
13 August, 19...

.. We are giving a dinner on Thursday the 18th August at 8 p.m. at

the restaurant M_ and shall be pleased if you will favour us with
your presence.

# We shall very much appreciate an early reply from you.

Yours sincerely,
Maxim P. Romanovsky

Letter 5°
(favourable reply to letter 4)

14 August,19...

- Dear Dr. Romanovsky,

It is with great pleasure that I accept your invitation to a dinner
on Thursday the 18th August at 8 p.m., but I am awfully sorry that
I shall come an hour later as I have to keep a business appointment -
for that time. ‘

Yours sincerely,
Phillip R. Ambrose

Letter 6
{unfavourable reply to letter 4)

14 August,19...

ear Dr. Romanovsky, R
- I am very thankful to you for your kind invitation to a dinner

on Thursday the 18th August at 8 p.m. but I am very sorry I must
ecline it as I do not feel quite well.

Yours sincerely,
Phillip R. Ambrose

15. 3ak. 879 113




LETTERS CONCERNING VISITS AND HOSPITALITY

Letter 1

3rd April, 19,

Dear Dr. Holgreeve,

I have the pleasure of extending to you an invitation on behalf
of the National Committee of Spectroscopy and myself to visit this
country any time in June as a guest of the USSR Academy of
Sciences. )

_T may assure you that my colleagues and I are looking forward to
seeing you here and will do everything to make your stay in this
country both interesting and pleasant.

The USSR Academy of Sciences will cover your travel to Moscow
and back by providing free economy class Aeroflot tickets from the
nearest airport Aeroflot has flights from. Free accommodation and
travelling in the USSR during your visit will also be available for you,

Enclosed you will find your itinerary. If there are any suggestions
you wish to make, please write us at once and we shall give them cur
consideration.

We trust you will accept this invitation. Unless we receive a reply
by 15th May, we shall assume you will not be able to aceept this
invitation. -

With best regards,
Yours sincerely,
Pavel S. Snegov
Encl. itinerary
Letter 2

(favourable reply to letter 1)

10th April 15...

Dear Dr. Snegov,

I am happy to inform you that I have received your letter of 3rd
April, 19... and wish to thank you for your kind invitation to pay a
visit to your country in June as a guest of the USSR Academy of
Sciences.

I have studied the itinerary carefully and find it very interesting
indeed. I shall be glad if you would advise me of the date of which
you envisage for my visit
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$ear Dr. Holgreeve:
g I am very happy to learn that you have accepted our invitation to

’ ; We wish to suggest June 5-15, 19..
Facluded the itinerary visits to the Institute of Applied Physics and to
gie  Kharkov Laboratory of Spectroscopy. Please cable your

[ would be very grateful if you included in my itinerary a visit to

the Institute of... I have written to Professor Popov about my forth-
P coming Visit to your country. Also, I would like to be in Kharkov and
i visit Dr1. Maslennikov. -

3 Itrust 1 shall hear from you soon.

With best wishes,
" Yours sincerely,
James R. Holgreeve
Letter 3

(unfavourable reply to letter 1)
10th April, 19...

&ar Dr. Snegov,

* 1 am in receipt of your letter of 3rd April 19... and wish to thank
bu very much for your kind invitation. I am awfully sorry to inform

: gou that I am unable to accept it for this year as I have an obhgatlon

to complete my manuscript by June 15th.

" If you could arrange for me a visit in Sept.—Oct., I would find time
to come to your country.

% Meanwhile I’'m sending you with this mail a reprint of my paper

pnbhshed in Applied Optics. I hope you find it interesting.

~ Please convey my best regards to your wife from me and my

With best wishes.

Yours sincerely,- B
James R. Holgreeve

Letter 4

(reply to letter 2)
18th May, 19...

st this country in June,
for your visit. We have

jgreement as to this date so that we could make hotel accommoda-
Jons in advance. .
g Thank you for the reprint. I've found some useful data for my
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work. Perhaps when you visit our institute, we could discuss yo

paper in more detail.

My wife asks you to give her best regards to Helen. Trusting tg

hear from you soon. I remain,
- Sincerely yours,
Pavel S. Snegov

Letter S

23rd May, 1988

Dear Dr. Popov,

I have the kind invitation of the USSR Academy of Sciences tj .
visit your country in June 5-15, 19... The itinerary suggested by

the National Committee of Spectroscopy also includes the na
of your institute.

My area of investigations is... . I shall be delighted to establis!
contacts with my Russian colleagues of your institute who des
with the same problems.

I am.writing to inquire whether you will be in Moscow at th
same time. I will be very glad to see you. If you and your co-workeg
would like to hear about the work of my laboratory I would
happy to give a talk on this subject.

I am sending you with this mail a list of recent pﬁblications ‘f

the work of our laboratory; if there are some reprints you wous

especially like having, kindly inform me and I shall be pleased )

send them to you.
Looking forward to hearing from you soon.

Yours sincerely,
James R. Holgreeve

Letter 6
(reply to letter 5)' ’

26th May, 19
Dear Dr. Holgreeve, '

It is a great pleasure to receive your letter of 23rd May, 19§
from which I was happy to learn of your intention to visit thi

country at the invitation of the USSR Academy of Sciences.

I am very glad to know that your visit to our Institute is includ 1]
in the itinerary of the USSR. I have consulted my MEMO and I finf
I have no important engagements for that period. I shall be verf

happy to welcome you to our Institute and to introduce you to
colleagues. -
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We would greatly appreciate hearing a lecture about the work of
your laboratory. Many of our research workers know English; so you
may feel free to lecture in that language.

It is very kind of you to offer me your reprints which I hope you
will bring along with you.

I am interested in the following works:

1. ...

3. ...
Thank you for your interest in visiting our Institute.

Looking forward to seeing you soon and to discussing current
research problems of mutual interest.

Yours sincerely,
Pyotr R. Popov

Letter 7
23rd May, 19...

Dear Dr. Maslennikov,

I am planning a short trip to your country, 5—15th June 19... by
invitation of the USSR Academy of Sciences and during my one-day
stay in Kharkov (according to my itinerary of the USSR). I shall
have the pleasure of visiting your Laboratory on 10th June. I shall
bf: very happy to meet you and many other Russian colleagues to
discuss some problems of mutual interest. Besides, I would like to
fagxﬂjadze myself with the work going on at your lab. I intend to
bring with me some of our publications and slides describing the
work of our lab.

I trust I shall see you during my stay in Kharkov.

With best regards, :
. Yours sincerely,
James R. Holgreeve

Letter 8
(reply to letter 7)

26 May, 19...

Dear Dr. Holgreeve ,

Thank you for your letter of 23rd May in which you inform me
of your plans to visit this country in June.

I hope your trip to the USSR will be a pleasant one, and you will

b cnjoy traveliing in this country.
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We are very glad to know that you intend to call at our Laboratod
during your one-day visit to Kharkov. We would very much apprec
your delivering a lecture on the work of your laboratory with §
demonstration of slides. Simultaneous translation will be providedy

Looking forward to seeing you at our lab.

Sincerely yours,
Andrei L. Maslennikov

It is usually customary to write a letter of hospitality after
person returns to his own country. It may be an official or unofﬁ‘r
letter, always carrying a friendly word of gratitude.

Letter 9

Dear Prof.-Morfin:

On behalf of the National Commlttee of... I wish to express o
sincere thanks'for the warm hospitality you have afforded Dr.
ronov during his stay in your country.

Dr. Safronov had the opportunity to visit a number of institutés
and laboratories in many cities and enjoyed the many fruitful a
interesting discussions he had with his US colleagues. ;

Thank you very much for the fine present and the wonde
snapshots, Looking forward to seeing you soon in Moscow.

Sincerely yours,
Sergei A. Nikitin

Letter 10
10 August, 1

Dear Dr. Belov,

Now that I am.back in Cambridge I wish to thank you for ti
excellent hospitality you extended to me and for the mterest'
discussions that I had with you and your colleagues at yo "
institute.

in the Soviet Union. I have developed the snapshots I've made a '_L
I am sending you some of them where we are together. =
My wife and I thank you very much for the splendid presents
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| please give our best regardsto your wife

and to Dr. Smirnov who
accompanied us during our travel.
1 am looking forward to seeing you one day in this country as a

guest of Cambridge University.

My best personal regards.

Yours sincerely,
Paul S. Humphrey

Letter 11
(reply to letter 10)

20 August, 19...

Dear Dr. Humphrey,

It was a great pleasure to receive your letter of 10 August, 19...
[ was very glad to read that you and your wife enjoyed your visit to
the Soviet Union. My colleagues and I also consider that our talks
were very instructive and fruitful. I am sure we will continue them
in the future. My wife and I remember the fine time we had together
while travelling over the Soviet Union, especially the visit to Yalta.

It was splendid. Jokingly, as a scientist, you’re a better photo-
grapher. The colour snapshots are excellent. We laughed so much at
the funny ones.

As to my visiting Cambridge University, I believe it will be possible
to come at the end of September.

Best wishes to your wife.

Sincerily yours,
Sergei A. Nikitin

LETTERS CONCERNING APPOINTMENTS

Letters concerned appointments should be concise — right to the
point; informative — explaining the purpose of the appointment.

Letter 1
13 July, 19...

Dear Dr. Afanasiev,

I am now making a tour of the Soviet Union as a guest of the
Academy of Sciences of the USSR and I would very much appreciate
an opportunity of calling on you. Could you fix an appointment
with me for 2 p.m., Thursday, 25th July? -~ .
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I would like to call on you for the purpose of discussing cerf
matters concerning the convention of the XVI Congress on An
History.

In anticipation of your reply I am, .

. Yours truly,
Paul R. Hubert

Letter 2 )
(favourable reply to letter 1)
16 July, 19. 8
Dear Dr. Hubert, : ;

I acknowledg: receipt of your letter of 13 July 19... in which yig
ask me for an appointment for 2 p.m., Thursday, 25th July. I will b§
pleased to receive you on this day. '

‘ Yours sincerely,
Viktor B. Afanasiev

-Letter 3
(unfavourable reply to letter 1)

Dear Dr. Hubert, '
In reply to your letter 13 July, 19... I very much regret Ian}
unable to receive you on the day you propose in your letter as.1
shall be engaged at a conference in Kiev. I would suggest 10 as.,
Monday, 29th July, if that date and time is convenient for you. |
Please cable agreement. |
Yours sincerely,
Viktor B. Afanasiev

Letter 4

= January 17, 19...
Dear Dr, Brown: ’

I shall be coming to the USA at the invitation of California U
versity. According to my itinerary I shall be in San Fransisco
March 10-12. I should very much appreciate the opportunity !
talking things over with you personally concerning the possibility
of arranging exchange of students between Moscow University and}
California University. If you suggest the time and date oIfg
appointment, I shall be grateful to you.

Please send your reply to the following address: ...

Sincerely yours,
Artem P. Loginov

PN
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Letter 5
' May 3, 19...

i pear Prof. Rybnikov: .

I am in receipt of your letter of April 22, 19... in which you ask

i for an appointment for 3 p.m., Friday, May 10.

I do not wish to cause your any inconvenience, but if it is agreeable

to you I suggest postponing the appointment for some other time and

date in view of some urgent business I have to attend to. If 2 p.m.,
Tuesday, May 14 suits you, please advise me at once.

With best personal regards,
Sincerely yours,

_Kirill P. Fedorov

Letter 6

Dear Dr. Fedorov: May 15, 19...

I have received your letter of May 3, 19... in which you inform
me that you are unable to meet my request for an appointment
0.
forlgvrljxs:klly speaking, I wouldn’t like to postpone or cancel ‘it for the
date stipulated in your letter. I intend to be in your city at the
beginning of June. As soon as 1 arrive 1 will give you a call and perhaps
we can arrange the time and date for both of us.
. Best regards.
Sincerely yours,
Harry S. Rybnikov

LETTERS OF INTRODUCTION

Letter 1

9,19...
Dear Dr. MacDonald, January

I have great pleasure in introducing Prof. Gromov to you by this
letter. o |
Prof. Gromov is visiting Great Britain as a»guest of the Roya
Society and we should greatly appreciate any assistance you may be
able to render him in arranging for a visit to the Belmont Research
Centre for the purpose of studying...
Thank you very much. - _ .
Yours sincerely, v
Vasilii S. Anichkin
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6. Thank you for the excellent hospitality you have afforded

3 (extended to) us.
7.1 hope you enjoyed our hospitality.

Letter 2

April 3, 19 , )
B Regard_ing»appointmentsand letters of
jntroduction:

. 1. Iwish to ask you for an appointment for (time, date).

E 2. May I ask you to arrange an appointment for me with Dr. ... .
" 3.1 would be very grateful if you would be willing to receive
" me at (time, date).

4. 1 would be grateful if you would be willing to postpone our
appointment for another time and date.

=l 5 1 am awfully sorry to inform you that I have to cancel our
appointment.. ‘

6. The purpose of this letter is to introduce to you...

7. Please consider this letter as a request to you.

8. I am writing this letter to introduce Dr. ... to you.

Dear Dr. Konstantinov, .

The purpose of this letter is to introduce to you Dr. Johnsoy
a young physicist engaged in the field of... . I am writing to ask yd§
of a great favour to do your best to take care of him. This is his fig§
visit to your country as a tourist and he would like to become acqug
inted with the work of your institute; if possible, please arrange for
him to work in your laboratory for a period of three months."jf%

I would appreciate an answer to this letter.

Sincerely yours,
John H. Simpson

Letter 3
(reply to letter 2)

April 15, 19?% EXERCIESES

Dear Dr. Simpson, :
I was very happy to hear from you at last. It’s a long time si
we've communicated with each other. Dr, Hilton who was here o
short business trip told me about the success of your laboratory.
soon as your paper is published, please send me a reprint. We, aff
still going on with our work in... and hope to complete it by the en§
of June. )
As for your request I can assure you that we’ll do our best t8
make Dr. Johnson feel comfortable and help him in all respects.
It won’t be difficult to arrange an official visit to our institute. Whea g
he arrives here we’ll discuss the details,
Hoping to hear from you soon, I remain,
Sincerely yours,
Nikolai S. Konstantinov

Here are some of the most commonly-used phrases and senten
covering this section:

1. Translate into Russian.

1. The Institute of Biophysics has the pleasure of inviting you to
attend a reception to be held at the Hotel... at 3 p.m., on Tuesday,
19... 2. We request the pleasure of Dr. Kuzmin at a wedding party
of their son to be held at the Hotel Bristol at 5 p.m., on Thursday,
19... . We would appreciate an early answer. 3. I am very thankful
for your invitation to attend the lunch party to be held 7th March,
19... in the restaurant “Brighton.” 4.1 am in receipt of your invita-
tion to the Reception to be held at your institute, but I very much
regret that I am unable to attend due to my illness. 5. Mr. Jones
greatly regrets that owing to his illness he is unable to accept Prof.
Ivanov’s invitation to a dinner party. 6. It is a great plesaure and
honour on behalf of the USSR Academy of Sciences to pay a visit
to this country and to deliver a series of lectures at the Institute
of... 7. I will be visiting London early next month. 1 hope to have
: the pleasure of seeing you and renewing the pleasant contact of a
b year ago. 8. I accept with pleasure your invitation to visit Oxford .
’ University in June for the purpose of cooperating with you in expe-
. timenting on... 9. I have the pleasure of sending you an official invi-
tation to visit this country on a date most convenient for you.
©10. I am looking forward to welcoming you in this country. 11. It
. is a great pleasure to officially invite you to visit this country in late
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Regarding visits and letters of hospitality:

1. We wish to invite you to visit this country.

2. Please inform us of the date of my visit.

3.1intend to make a tour of your country.

4. Thank you for your interest in visiting our laboratory.
5. I hope you enjoyed your stay in this country.
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autumn. 12. Please consider this letter as an official invitation 4
visit Howard University. 13. I wish to express my gratitude to yof
and your colleagues for the fine hospitality which was accorded
during my stay in your country. 14. May I only hope that yoy
enjoyed your visit to this country as well as the real Russiafg
hospitality which was afforded you and your wife. 15. I wish t§

thank you for agreeing to have an appointment with me. 16. It i
very kind of you to arrange for me an appointment with Dr. Sampsorgl
17. In compliance with your request I wish to inform you that §§
have fixed an appointment with you for 10 a.m., Tuesday, Magl
19th 19... 18. The Bearer of this letter, Dr. Matte, a friend of mineg®
will visit your country to discuss a series of lectures at Leningradl
University. May I kindly ask you to render him help in case he if

in need of it. : E

Ii. Translate into English.

1. Ot umenu Axanemun Hayx CCCP MMeIo YecTh MpHITIACHTE Bac
B CCCP B Havare aBrycra B KayecrBe roctai AKaJeMHM Hayk. 2, HH-
CTMTYT... IPOCAT Bac NMpHHATh yyacTve B YeCTBOBAHMM aKaJeMHK3
A.B. HoBuxoBa B pectopaHe “"Poccua” B cBA3M ¢ ero 80-neTHeMy
H HATpaXICHHEM €ro MEIATbIO umen M.B. JIoOMOHOCOBa 3a ergs
BhIJAIOLUMICA BKIag B o@mactu xumud. Crvesp (arrival) roct
B 7 yacoB Beuepa. 3. B Hauane ampens 19... 1 HAMepeH IpUexaTh
CHIA B kauectBe rocra KanubpopHuiickoro yHuBepcaTtera. Ilpo
Bac HazHauMTh MHe [EJIOBYI0O BCTpedy Jjif TOro, 4To6br 06CymM
¢ BaMu BOIpoc OTHOCHTENBHO OOMeHa CTy[IeHTAMH HAIlMX yHHBEp
cuteToB. 4. MBI cOenaeM Bce, YTO OT HAac 3aBHCHT, 41o6bl Baulg
fnpebpiBaHue B Hauied cTpaHe OBDIO HMHTEPECHBIM M npmxmm%i;E
mis Bac. 5. BecbMa XeNatensHo UMeTb Gojlee MOAPOBHYIO MPOTpaM
My Moero npebbmanus B Bamed crpase. 6. HckpenHe @Graropap!
Bac 3a s0Ge3Hoe NMpUITIallieHHe NpHexaTh B Bailly cTpaHy B Kaue
Be rocta KopoileBcKOro oGIIecTBa ¥ MPHHAMAI0 ero ¢ GONbIIMM
yOooBONbCTBHEM. 7. B aBrycre 310T0 roja A IUIAHMPYI0 HOCETHIR
I'masro. f1 xoten Gbl NOMpocUTs Bac Ha3HAUMTL MHe BCTpedy ¢ Bami'
BO BpeMs MOETO TpeXAHeBHOTo IpeGpiBaHus B Bawem ropomes
8. A1 Bam-oueHp GnaropapeH 3a Baiue noGe3Hoe MpUITIaleHMe TIpH: ]
exaTs B Bamry cTpaHy BMecTe ¢ Moeil keHoit U NpoBectd ¢ Bamiy
omnyck Ha iore. 9. K coxanenmio, i He CMOTY BOCIOJNB3OBATHCH:
Bammm npurnaieHieM, Tak Kak A yesxaw B oTnyck. 10, A xo A
OT MMEHH [eJleTalMH H JIMUHO oT cebs moGnaronmaputs Bac 3a Bame!
FOCTeIpHHMCTBO K 3a60Ty o Hac. 11. fI BecbMma paj, 4t0 Bl Bamﬂ
CyTpyra TONYuHiTH GOJBIIOE YHOBONBCTBHE OT MOCELUeHHs Haueh

CTpaHbl H YTO Bam oueHb IIOHpaBPUTOCb Halie I'OCTeﬂpH]/IMCTBOﬂ'
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‘Bac oKasaTh eMy copeiicTBHE

12. Hopartens 310T0 [MACHMA, npod. MunmH, MOH JIpyr H KOJjIers,
gypeT B Bameii crpaHe B TeucHMe HABYX MCCALEB. OueHp Hpoiuty

(to render him help) Bo BCTpeUe
¢ m-poM KpoMmBemioM. 13. S xouy BbpIpasuTb CBOIO Gnaronaguocrb
sa Bamry 3a60Ty ¥ Bame Tefnioe FOCTENpPUUMCTBO. 14. Tpomy
cooBiMTE MHE BpeMa H Jary, Korjaa Ber cMOXeTe IOCETUTD

(to pay a visit) HalI MHCTUTYT.

[IL Translate the following letter into Russian.

Dear Anton, : ) ‘
[ was very happy to learn from your letter that you were planning

a visit to London at the invitation of London University and that you
intend also to visit Cambridge for a few days. W_e shgll‘be very glald
0 welcome you in this town. We would appreciate it if you wou d
consent to give a talk about the work of your laboratory. We are

i interested in the methods you use. o
pm\;l;uelzr:'):):l come to Cambridge I shall have tl}e pleaspre of 1{1v1t11ng
you to a dinner at my place. All your Cambndge friends will a sg
attend. I’'m sure it will make your stay in Cambridge both useful an
plegjs:?; .often my wife and I remember the fine time we had in your
country and the remarkable hospitality that was accorde@ us;1 I

My youngest daughter likes to play with the Russian dolls you
prels)e:tigelllli)rg', a friend of mine, is visiting your country. I hz}ve
supplied him with a letter of introduction to you. Please arrange orf
him an appointment with the Dean of the Biological Department o
Moscow University, if it isn’t too much trouble for you.

Please, give my best regards to Sonya.

Sincerely yours,
Frank

IV. Translate the following letter into English.

) roit ®p3HK! .

J;{log:m o‘:gfm paj NONywMTH TBOE macbmo, Ecay HUYero He mﬁme—
HUTCH, A fpuely B AHITMIO B Hauajie uions, TouHylo gaTy coobuty
mononHuTensHo. B JIOHAOHCKOM yHHBepCHTETE 1 Oyay 4MTaTh
Nexmud o pabore Hawed j1aGopatopud U O HAIMX [OCTHXKEHHAX
B oGnacTH MonekynspHoil Gmonoruu. Taxue xe JIEKUMH 5 roTOB

B KeMGpH/IKCKOM YHHBEDCUTETE.
Hpolg;;zb: npnenypa l})(l;MGpunx(, st Bam mo3soHio. 1 Gyay OuYeHb
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pan nosHuareca ¢ Bamu. Mos xkeHa ¥ st OYeHb YACTO BCIOMMHAe

O THAX, MpOBeICHHBIX BMecTe B Mockae. fI yBepeH, uro Brru Ba
JKEHa He 3a6bDTH CBOErO npeGpBaHusa B Mockae

o ,
Ho cxopoit Bcrpeun. Ilpouly Nepedats 0T MeHS H OT MOEH KeHp R

Goneioi npuset JxeHH.

- Hckperine Bam
AnTtoH

V. Insert the appropriate prepositions if necessary.

1. I wish to thank you ... your kind invitation ... a dinner to b ;

held ... the Hotel Pickwick ... four o’clock ... Monday, June thed

third, nineteen ... which ¥ have the pleasure ... accepting. 2. I
awfully sorry that I have t decline ... your kind invitatic‘)n. h
reception as I have suddenly taken ill and am obliged to keep mbed
3. 1 have t}_1e pleasure ... extnding ... you an invitation to v1s1t thi
country ... invitation ... Yale Laiversity. 4. I am ... present travellin,
... Great Britain ... the invitatic™ ... the Longman’s Laboratories an
reques.t ... You to receive me ....3 p.m., ... Monday, 10 August 19
5.1 vash to thank you ... the offiial invitation to v’isit your count 5
and inform you that the most suitable time ... me is any date ... earl

J}tllly. ‘6. I'shall be happy to call ... your office if you inform ... me .. %
the time and date you can receive*me. 7. Should any unforesee

business prevent me ... coming ... your country, I will inform ... you
l;))romptly. 8 s ea:ly ‘August a grodp ... American scientists and
usinessmen will be visiting your country to make contacts ... their]

counterparts. We would appreciate your kind attention ... their

requests. :

VL Insert appropriate article if necessary.

1. 1t is very kind of you to extend to me ... invitation to visit your:

insti‘tu_te. 2. I have ... pleasure of accepting ... kind invitation .. &
Presidium of ... Academy of Sciences of ... USSR to attend ... Annu;li 3

Meeting of ... Academy of Sciences of ... USSR ;

. 3. I very much
regret-that I cannot accept your kind invitation at ... present ;}; I hl:\:re 4
earlier agreed to visit Tokyo during ... same date. 4. In July I intend 3

to make ... tour of Canada and would appreciate véry much ... oppor- §

tunity of visiting you. Please inform me of ... most suitable time and

date. 5. I was very sorry to learn that you are unable to meet my :

request for ... appointment on ... 12 November 1 is wi '
o .. er 19 ... 6. It is with ...}

. great pleasure that T remember ... fine time I had during my vilsit t0}
your country and ... wonderful hospitality that was afforded me
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7. ... Bearer of this letter, Dr. Sikorsky, a colleague of mine, who is
on ... lecture tour in your country at ... invitation of ... Royal Society
requests you to arrange for him ... visit to ... Institute of Applied

Physics.

VIL. Insert the appropriate word or expression: ?0 extend an invitation,
/0 agree, to welcome, to accept an invitation, to arrange for somebody an
gppointment, to contact, to introduce, to have an appointment, hospitality.

1. I shall be very happy ... you when I am in New York. 2. It is
very kind of you ... to receive me when I arrive in Manchester. 3. I am
awfully sorry I cannot visit your office at the time stipulated in your
tetter as I ... with another laboratory for 2 p.m. 4. Thank you for ... to
me to your dinner party. 5. I wish once more to point out how
wonderful your .. was during my stay in your country. 6. It isa
pleasure ... to lecture at Princeton University. 7. The purpose of this
letter is' ... to you Dr. Hansen, a young researcher at our laboratory.
8.1 am looking forward to ... you in this country. 9. Please do your
best ... with Dr. Armstrong.

VIIL. Add introductory phrases according to the pattern:
... to extend to you an invitation to visit this country in late summer. — It is
4 great honour to extend to you an invitation to visit this country in late

summer.

1. ..to invite you to pay a visit to our institute. 2. ...if any other
hour of appointment would suit you better. 3. ..if you accept our
invitation to visit this country. 4. ...for drawing up my itinerary when
I come to your countty. 5. ..if you could call on me at 3 p.m,,
Tuesday, 26 April 19... 6. ...that I have booked airplane tickets and
will arrive in Leningrad 2 p.m, Thursday.

IX. Complete the lines using the patterns of this section: )

I would greatly appreciate ... — I would greatly appreciate it if you would
inform me about my possibility of visiting the Siberian Research Centre.

1. I very much look forward to... 2. We shall be very glad if...
3.1 would appreciate very much... 4. We have the pleasure and honour
of... 5.1 must inform you with regret that...

X. Build up sentences by arranging the words in their proper order.

1. Party, pleasure, your, cocktail, in, attend, a, kind, to, I, much,
have, accepting, invitation. 2. Arrival, country, are, expecting, this,
your, we, in. 3. Appointment, of, laboratory, chief, with, please,
us, of, date, inform, of, our, and, the, time, your, the. 4. Room,
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Cosmos, double, the, we, for, and, Hotel, a, you, reserved, yo
have, wife, at. 5. Time, postpone, for, and, may, you, to, ask, daté
appointment, our, I, another. '

SECTION NINE

XI. Make up sentences using component parts of each column.

I am extremely sorry | to invite you to attend | to our invitation Section nine deals with correspondenqe concerning organi'zat(iOI.1 ~
a reception ' of congresses, conferences, etc. This section covers s_uchvtoplcs asf
On behalf of myself | an early answer to be held at the S .| for papers, asking for and .su;?plylng information, ‘letters o
and my wife N Institute of Biophy invitation (accepting, declining invitation)*.
I shall be very happy | that I have to ) who is visiting your _
decline - country
May I ask you is to introduce Dr. | at 3 p.m., Monday, ORGANISATION OF CONGRESSES, CONFERENCES, ETC.
Jones to you 19...
We would appreciate | to call on you for a later date 1.CALL FOR PAPERS
Unfortunately I have | of inviting you to for your hospitality ' ]
attend a reception ; Letter
The purpose of this to inform you that I have to cancel 18 September, 19...
letter our meeting ‘ :
We request the to postpone our your kind invitation - Dear Dr. ..., . . A
pleasure appointment The National Geographical Society is very happy to invite all

scientists interested in... to participate in tl}e work of t}_le 14th In-
ternational Congress on “...” to be held in..., June 13—2}, 19...

We intend to arrange into different sections presentations of
about 600 papers and: posters. ) o
Dear Dr. Kazantsev, The program of the Congress will 1;}clude 4 lgctures_ and 6t mxlte;dt

I am very grateful to you for your kind invitation to pay a vi papers in the plenary sessions on subjects of general interes : t;)gle
to the Soviet Union. My wife and [ have discussed the matter over @ B from the contributed paper sessions, we are }?lannu.xg trc;;mm e
and are happy to accept it with great pleasure. I would appreciate @& B discussions with the participation of outstanding scientists
' : area of *“...”, workshops and a panel. ‘ N

The Scientific Program will be complemented with visits to
scientific institutions and research centres in the country.

A diversified Social Program will be drawn up for the pleasure
of the participants and accopmanying persons.

If you wish to participate in the work of the Congress, ple.ase
complete the forms enclosed and return them at "your earliest
convenience so as to put your name on our mailing list for further
Jinformation. .

Sincerely yours,

cue

XIl. Write out all the points of information from the following letter
Answer the letter on those points. Make use of the expressions of thi
section.

you could include Lake Baikal. It has long been our great desire tag
see this unique majestic lake.

I would also appreciate having more information regarding travel;
expenses: two-way flight tickets for myself and my wife (or only?
for me?), hotel accomodations and meals, and culture programme.

While in Moscow I would like to visit Dr. ... whom I haven’t seen
or heard from him for a long time. If he is in Moscow at that time

please arrange an appointment with him. I would be very much
obliged.

Please convey our best regards to Tanya.
Jean Lacrosse

Our address: ...

i i i izati ientific meetings see:
1 *For more information concerning organization of scien
b Bacc 3.M., Xyxoea H.Il., Boeomonosa A.®. IlocoGue mNnsi y4aCTHHKOB Mex-
' NyHapomHbIX HayuHbIX KoHbepeHnuit. M.: Hayka, 1988 .
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:wnvocation of the XI International Physical Congress in Moscow,
fin 19...
Hopmg that our proposal will meet with your approval,

Yours sincerely,

Letter 2

Dear Dr. Sorkin, ) Boris S. Fedin
On behalf of the National Committee of Biology I should I e

to inform you that the Section of Ichthyology proposes organizi Enclosure: USSR proposals

an International Symposium on Salt-water Fish in R_ on 20th Sef 5

tember, 19... "Lle t tle’It 4
I consider that this will prov1de an excellent opportunity (reply to letter »)

most eminent world scientists to meet and discuss the many problerdl
of Ichthyology both on a national and international level. g
We would kindly ask you to prepare a paper on the work '
your section in this field of research. It would be much appreciatdg
if you could reply to this letter at your earliest convenience. '

22nd June, 19...

Dear Dr. Fedin, 7

Your letter dated I'6th June, 19... has been given careful consi-
deration and I am glad to tell you that all the scientists whom I have
contacted are very sympathetic towards holding the XI Intemat10na1

With best regards, , i
Yours sincerely, Physical Congress in Moscow, in 19...
Ferdinand R. Ainsweld We would very much apprecmte it if you informed us what themes
' you propose and how many people are expected to participate in the
Lett 3 + Congress. I would like to make the following suggestion that we meet
(e le to li:trtei: 2) and discuss the themes in detail.
Py ¢ I trust I shall hear from you soon.

Yours sincerely,
Alfred B. Gordon

' 20th August, 19...

-

Dear Dr. Ainsweld,
I was very glad to receive your letter with the pleasant new
that the Section of Ichthyology is going to organize an Internde
tional Symposium on Salt-water Fish. 2
I am complying with your request concerning the contributiof
of a paper on our research and I shall be able to send it to you f
the end of the month, f%
I trust I shall hear from you in the near future
With best regards,

2. INVITATION TO PARTICIPATE IN THE WORK
OF THE ORGANIZING COMMITTEE

Letter 6
: 18th September, 19...

Dear Professor Novitsky: :

At its previous meeting in...,, the Executive Committee of the
Morphological Society decided to convene the X International Con-
ference on Morphological Structure in L_, in June 19...

We are setting up an Organizing Committee and would be very
glad if you would agree to cooperate with us on this Committee.

I would be glad of your cooperation too in choosing some of the
themes you think are of international interest as per enclosed list
and to let me have, perhaps, other suggestions you consider advisable,
before 1 November, 19... In this way we shall be able to make a
well-considered cholce ‘

Yours sincerely,
Michael B. ASorkin

Letter 4

- ' 16th June, 19

Dear Prof, Gordon, -

Further to our conversation which took place in Paris at t ¢
X International Physical Congress and on behalf of the USSR Aca:
demy of Sciences I should like to submit our proposal regarding th§
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Besides, we would appreciate your assistance in helping
contact other scientists who would be interested in attendi
participating in the Conference.

I am looking forward to your reply in the very near future,

Yours sincerely,

John H. Hartley
Enclosure: list of themes
Letter 7
(favourable reply to letter 6)
27, September, {4k

Dear Professor Hartley,
I am very glad to receive your letter of 18 September 19...'§
to learn that the Executive Committee of the Morphological Socill

has decided to convene the X International Morphological Structi
Conference in L. : |

I am very grateful for your kind invitation to cooperate with Ji

on the Organizing Committee and I accept it with pleasure. Besidi
please find attached some of my suggestions as to the list of thenf§
In reply to your request to assist in contacting other scienti
who would be interested in participating in the work of the Conf

" rence, I am enclosing a list of such scientists. Personally, I suggl
Dr. R.A. Smirnov and Dr. B.S. Anisimov of the Institute of...,-wi
would be able to present papers covering the scope of the Conferenil
I am making use of this opportunity to thank you for the repi
and the fine souvenir you sent me. I trust I shall hear from you sod
My best regards, / :

A Youlrs sincerely,
Yevgeny R. Novitsky

Enclosure: list of names
list of themes

Letter 8

(unfavourable reply to letter 6) E: |

Dear Professor Hartley, 27th September, 19
Thank you for your letter of 18th September, 19... from w i

I learn of your intention to convene the X International Conferef
on Morphological Structure. ~ 9
I am very grateful to you for-your kind invitation to coopeH
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L ith you on the Organizing Committee but unfortu‘nately, I am not
v osition to accept it as I shall be very busy lecturing.

lnaw;;th respect to choosing some of the themes of International -

‘ nterest from the list you sent me, I would personally suggest the
b following ones:

[P i
,’ - P
'”r.he;e themes, in my opinion, reflect best of all the field of activity
that the Conference should cover.
{ am very sorry 1 cannot be of any further help to you.
With best wishes,
Yours sincerely,
Yevgeny R. Novitsky

Letter 9
(reply to letter 7)

16 October, 19...

Dear Professor Novitsky,

Thank you very much for.your letter of 27th Septemb.er, 19:..
We are pleased to learn that you are willing to cooperate with us in
organizing the X International Conference on Morphological
Siructure. _ o

All further information concerning the activity of the Organizing
Committee will be forwarded to you for your consideration..The
Chairman of the Committee will be Dr. A:P. Switzel, His address is: ...
I trust you will soon hear from him. He was also very glad to learn
of your participation in the work of the Committee. N .

We are very grateful to Dr. Smirnov and Dr. Anisimov .for the.lr
willingness to present their papers. The Organizing Committee will
contact Dr. Smirnov and Dr. Anisimov in order to extend to them
an official invitation to attend the Congress. .

I am happy to learn that you are pleased with the souvenir.

Hoping to hear from you again, I remain, .

Yours sincerely,
John H. Hartley

Letter 10 .
' 8th March, 19...

Dear Prof. Fedoseyev, N
We wish to inform you that the meeting of the Executive Com-
mittee will take place in K_ on 25th March, 19...
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The Agenda of the meeting is the following:

1. ...

2,

3. ... : .

If you have any other suggestions to make, kindly write to us 1
nce so that we could have them distributed to other membe]
f the Committee for provisional consideration. .

I am looking forward to seeing you at the meeting.

- Yours sincerely,
Robert P. Simmens

i o that 1 could prepare a paper/poster on the following theme “...

Letter 11
(reply to letter 10)
. 13 March, 19,5 5
Dear Dr. Simmens, :
I acknowledge receipt of your letter in which you inform abo
he meeting of the Executive Committee. I wish to inform you that 3
hall attend the meeting and that I shall arrive in K_ on the 234
March, 19... I kindly ask you to make reservation for me at the Hotd
3ristol.

Please find enclosed some suggestions that our Commission wish
0 make. 3

Yours sincerely,

Igor F. Fedoseyev
inclosure

oiusugsibtismin st

Letter 12 ’
(circular letter)

12th November, 19.3

ear Colleague, k.
The main object of this letter is to bring you up to date with thef

Jommittee news. : |
I have written to all the members of the Planning Committee]

nviting them to help us in the organiztion of the Congress and in theg§
reparation of the Program, ' 3

The next meeting of the Committee will be held in S_ in January
9... ‘ -

' Yours sincerely,
John H. Higgins

34 : .

 further information.

(NQUIRING FOR INFORMATION

Letter 1 ,
January 17, 19...

| Dear Prof. Borkov,

I have recently come across an announcement in the Journal

- of ... calling for papers for presentation at the ... Conference which
~you are convening in August 19...

[ would appreciating have more information about the meeting

6 2?

If you find my work to be of interest, I shall be looking forward

{0 receiving an invitation to attend.

Yours sincerely,
John P. Wittermann

Letter 2

12 March, 19...

Dear Sir: o
I am writing to inquire about the... Congress which is to be

| held in K_, in August 19...

I-would be grateful if you would send me detailed information
concerning the program of the Congress. I am engaged in the
following area of exploration: “...”.

I would be interested in presenting a paper if my
tc the scope of the Congress.

work is related

Sincerely yours,
Michial S. Strommer

Letter 3
(reply to letter 1)

17 March, 19...

Dear Dr. Wittermann, _

I am happy to learn that you have responded to our call fo_r papers.
I wish to inform you that the topic of your paper/poster is in line
with the scope of our conference.

Please consider this letter as an invitation to participate
work of the Conference on... .

Will you kindly send the thesis of your paper/poster not_ later
than June 25, 19... We have put your name on our mailing list for

in the

Yours sincerely,
- Boris, M. Borkov
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" Letter 4
(favourable reply to letter 2)

Dear Dr. Strommer

We have put your name on our mailing-Iist.

Yours sincerely;
Andrej P. Belikov

Letter 5
- (unfavourable reply to letter 2)

Dear Dr. Strommer, April 3, 1

In reply to your letter of 12 March 19... I am sorry to inforg

you that your work is not in line with the scope of our Congr
However I have good news for you. I know that the National C
mittee on... is convening a conference in September, 19... and
deal with such problems as you suggest in your letter
I am forwarding your address to the Organizing Committee
that they can put your name on their mailing-list:
) " Yours sincerely,
Andrei P. Belikov

INVITATIONS TO CONGRESSES AND CONFERENCES

1. SENDING OUT INVITATION

Letter 1
(official invitation) .

. 10 Feb., 19..1%

Dear Dr, Baskin, :
The Organizing Committee for convening the IIT Internationa

Congress on... officially invites you to participate in the work of th 0

Congress to be held in C_ from 3rd to 9th July.

We would appreciate an early reply to this invitation and hop
we shall have the pleasure of seeing you at the Congress. Furthes
arrangements will be expedited if your immediate acceptance of the

invitation is written directly to the Organizing Committee.
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April 3, 19}

I am writing to inform you that I have received your letter g
12 March 19... T have the pleasure of informing you that the wolk
of you are engaged in is related to the scope of our Congress. Furtly
information will be sent to you as soon as the material is readi

7 please find enclosed a preliminary list of topics, which can cover

E our field of scientific activities. We kindly request you to inform
¥ Js the title of your paper/poster.

Yours truly,
Frank R. Williams
Chairman of the Organizing -
Committee

! Enc.: List of topics

Letter 2
(official invitation)

June 3, 19...

r Dr. Samson:’ , N
De;:)n behalf of the USSR Academy of Sciences and the Organizing

" Committee of the 10th International Congress on... I haxfe .the h9nour
* and pleasure of extending to you an invitation to parthlpate in t;he
1 work of Congress and to give a lecture at the Plenary Session covering

your area of research. ‘
An early reply to this letter would be appreciated,
' Sincerely yours,
F.N. Frolov,.Professor
Chairman of the Organizing
Committee

Letter 3
' 10th November, 19...

Dear Professor Senta, if
By this letter I am happy to extend to you and your wife an
invitation to attend the IV International Conference on... to be held
in P_ from 10th to 16th June, 19... We would be pleased if you
would give your concent to give a plenary lecfture on any sut?Ject
covering the scope of the Conference, or to cl%au one gf the sessions.
Your participation shouid indeed be valuable in ensuring the success
ference.
™ ;}fle)fi)?xn find the opportunity to accept our invitation, we would
appreciate receiving -an abstract of your tall; by February, 1, 13
Enclosed please find the guidelines for typing the abstracts and-a
tentative program _of the International Conference. The 2nd Announ-
cement of the IV International Conference on ... has been sent to
you by separate mail.
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i i ing forward to receiving the
» accomodation fees and travell pic of your presentation and is looking

<day stay in this country as well agll s of your paper as soon as possmeii. list for sending you further
provide free economy class two-way Aeroflot tickets from the nea We have put your name on our mailing
airport Aeroflot has flights from to Moscow and back, formation.
I'will appreciate your Tesponse at your earliest convenience. S_incerellzy ‘)&0111’1‘:1;“
. Wi
Sincerely yours, Frank .
A.P. Erskov, Professor - 1
President of the IV International Conference on

Letter 6
. - ril, 19...
2. ACCEPTING AND DECLINING INVITATION 22 Ap
TO SCIENTIFIC MEETINGS
ear Dr. Jackson, . invitation to
Letter 4 ‘ B | ?r\:/)ish to express my deep gratitude to you fo:n Yg:r uglt?)t;oﬁel q
3 . i O SIU. see
(accepting invitation to letter 1) @articipate in the XIX International Symp

; ly June, 19... i
16 Feb., 14 ‘f"vf’ryeaéﬂch regret to inform you that I have to -d"?f,’ﬁesﬂ
Dear Dr. Williams, : vitation owing to thq f:aCt that ilérer:t);ggurxrll:’r:itf;tﬁn.
I wish to inform you that I have received your letter of 10 F@lind cannot put it off. I'believe you u

I9... in which you officially invite me to participate in the work§ With kind regards,

the III International Congress on... to be held in C__ from 3rd to g
July, 19...

It gives me great pleasure to accept your kind invitation to 7
Congress. From the list of topics enclosed in your letter I coy
present a paper under the title «.__». j

Sincerely yours,
Andrei S. Kudryavtsev

Please confirm agreement as to the title as soon as possible so] Letter
to have enough time to Prepare my paper. I am looking forward i : June 10, 19...
receiving further information from you. ) 3
y ] 3 . Frolov, . L :
Sincerely yours, 1 Dc;r IZ: Frl;xuch appreciate your kind invitation to paxthlpa}teTu}:ﬂtilslie
Andrei S. Baskin, ] Vil é Iilference on Electroanalytical Chemistry to be held in "
professor o (s’orry to lose this opportunity of coming to your country a
' E lieagues. . .
Letter 5 me;;aglyyzzr i:lgvftation reached me a little earlier I would have been
(reply to letter 4)

happy to attend the Conference. Unfortunately. it i; li:;c:lr:;':r?gn;
‘ ' i ive a series o
¢ B o cancel my commitment to give a s s to 2
| 319 b(z)rd;n f)ft undergraduates of Wisconsin University for that period o
Dear Dr. Baskin:

N time. . i best
I was very happy to receive your letter of 16 Feb. 19... in whid : 1l best wishes for a successful Conference. Please give my
you inform us about your willingness to participate in the IIT Intell

. 28 Tcgards to Natasha. '
national Congress on... to be held in C_ from 3rd to 9th July, 198 sards to

p i v Sincerely yours,
u that the Program Committee confirms th Fred S. Ellington

I wish to advise yo
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3. ACCEPTING AND DECLINING ABSTRACTS OF PAPERS

Letter 8 )

April 10, 19§

Dear Professor...,
Thank you for your letter and abstract of the paper

presented at the IV Conference on... . Your submitted abstract Wil

be considered by the Program Committee. for publication in {
Book of Abstracts.
Please find enclosed instructions for preparing abstracts of pap
in camera-ready copy. 3
Thank you very much for your interest in and contribution to
conference. 1

Sincerely yours,

Letter 9

Dear Dr. ..., ;
I am very happy to inform you that the abstract of your post
[paper has been accepted for publication in the Congress Book §
Abstracts. ' ’ i
Your abstract has been registered under number 210.
Many thanks for your contribution.
Looking forward to seeing you at the Congress.

Yours sincerely,

Letter 10
May 12, 19

Dear Dr1. ...,

The Program Committee has considered the submitted abstraé§

of your paper. We very much regret that your topic is unsuital
for presentation, as it does not fit into the scope of the prese
Congress.

Truly yours,

~ Here are some of the most commonly used phrases and sentence
covering this section.
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Arranging cONgress, etc.:

b 1. We have decided to convene a Congress...

2. We are setting up an Organizing Committee for...

k3. We would be glad of your co-operation in choosing the themes
¥ of the Congress.

4 Please inform us what themes you propose.

5. [ whould like to submit the following ptoposals regarding...
6. We hope that our proposals will meet with your approval.
7. We are looking forward to your participation in the Congress.
8. We kindly ask you to agree to co-orerate with us on the
Committee...

g. I am very happy to become acquainted with the contents of
' the program(me). '

10. We would like to welcome your report.

11. We propose the following arrangement of presentation of
apers.

i p12. The length of the paper should not exceed... words.

13. Each reporter will be allotted... minutes for his presentation.
14. We kindly ask you to prepare a paper on...- -
15. We would appreciate your assistance in organizing... .

F 16. I am very grateful to you for your kind invitation to cooperate
with us on the Organizing Committee.

Extending an invitatiomn:

1. (On behalf of..)) I have the pleasure of extending to you an
invitation to... i

2. Tt is a great pleasure to extend to you an invitation to...

3. (May) we (I) have the pleasure of inviting (to invite) you to...
4. May I (we) cordially (sincerely) invite you to...

5. It is a great pleasure (privilege) and honour to invite you to...
6. * I trust you will kindly accept this invitation. :
7. It would give me very much pleasure if you would accept this
invitation. :

8. It would be very much appreciated if you could reply to this
invitation at your earliest convenience.

Accepting an invitationm

1. Thank you for your kind (sincere) invitation which I accept
with great pleasure.

2.1 accept your kind invitation with great pleasure.

3.1 am pleased to receive your invitation to...

*Sentences 6, 7, 8 are usually typed in the end of letters of invitation.
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4. It is a great pleasure and honour to accept your invitat‘
5.1 have much plesaure in accepting your invitation to... 3

‘Declining an invitation*:

1, Thank you very much for your kind invitation, but I have]
decline it owing to... E
2. I am very much obliged for your invitation to..., but I v
much regret that I am unable to accept it as I have... 4
3.1 am sorry to decline your kind invitation, 4
4. It is with great regret that I have to decline your invitatioy

5. 1 regret to inform you that I am not in a position to acced
your invitation to...
6. I much regret that I am not able to attend the confereiil
owing to another previously arranged engagement. i
7. 1 very much regret to find that I am unable to attend
conference owing to my illness.
8. I regret to inform you that I am not able to accept your in
tation owing to my personal circumstances,

{;L
L 4 1

EXERCISES

L Translate into Russian.

1. The National Association of... has the pleasure of inviting yol@
to participate in the work of the Organizing Committee. 2. The
Organizing Committee is happy to invite all persons interested in.:
to attend or participate in the work of the Symposium on... to:b#
held in Leningrad, July 10—15, 19... 3. On behalf of the Organiz%
Committee I wish to inform you that the next meeting will be held
in Paris, 10th May. I am looking forward to seeing you at its sessiof;
4. The Programme of the Congress will be elaborated in such a way a§ B
to show current trends in the area of... 5. We are planning sessions i i
the form of invited papers, contributed papers, round-talbe discuigi
sionsy poster presentations and workshops. 6. The Social Programmé |
Committee has drawn up an interesting programme for the particl
pants and accompanying persons. 7. It is a great pleasure to ask yol
to preside at the contributed paper session N 17 to be held o
Sunday, 10th July 19... 8. I am very happy to extend to you aj§
invitation to participate in the 10th International Congress on.g
and to present a talk on your area of investigation. 9. I am looking]
forward to welcoming you and your wife to the Internationah

&

*It is always polite to give your reason for decﬁnjng an invitation.
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E Congress Of... T
' qymposium to be held in ;
] :ryaterg)ll if you give me detailed information about the Program of the
Symposium.
International Congress on... '
i g:Zanize in your country. This would be very helpful for me to think
E over what to prepare: a paper Or a poster. 16. I happen to be engaged

- Therefore I am sending you

§ Congress On... 10. I have the pleasure to invite you to participate in

... which is scheduled- for 15th to

k of the Symposium on for 15
b A f pleased to accept your invitation to

19th August, 19... 11. I am very

‘ LIt t honour and pleasure for me
tend the Conference. 12. I_t is a grea !
;8 :(t, accept your invitation to give a talk on... 13. Thank you very much

kind invitation to participate in the XX Intemat%on
B s 14. 1 am writing to inquire about the International
your country, March 10, 19... I would be

15. I would appreciate having more information about
which you have undertaken to

i i he Conference.
.1 the same area of topics which are suggested for t
The the thesis of my paper (poster). If you
i i ing forward to receiving an
find it to be of interest, I shall be loolfmg
jnvitation to attend. 17. I am happy to inform you that the Program

t Committee has accepted your paper/poster for presentation at' ?he
. International Congress on... We have put your name on our mailing

list for further information. 18. I am awfully sorry to inform you that

| the Program Committee has declined your paper/poster as the topic

of your work is not in line with the scope of the Conference. }9. I
appreciate very much your invitation to attenq the International
Congress on... but I regret that I cannot accept it asl havg already
undertaken other commitments. 20. I regret I must decline your

 invitation to give an invited paper at the... International Congress

as I have earlier agreed to present a paper at another Confe;enc.e at
the sarme time. 21. I am very much obliged to you for your kind invi-
tation to participate in the work of the Congress but I regret my
schedule will not allow me to attend. 22. I wish to express my
personal appreciation for the warmfelt hospitality that we were
accorded in your country during the Congress.

IL. Translate into English.

1. Oprarmaauuonﬂmﬁ Kommter HMeeT 4ecTh npurnacuts Bac
NpuHsATL yuacTHe B paGoTe KOHrpecca, KOTOpbIM COCTOMTCA B Jle-
munrpape ¢ 15 mo 21 asrycra 19... 2. HaugoHanmpHOE XAMHUECKOE
oBuiecTBO papo MpuINacuTh Bac yuacTBOBAaTH B paGote Oprxomu-
Tera. 3. Or umenn Oprxkomurera coobiuare Bam, uT0 CIefyroLat
Berpeya Komurera coctoutes 15 HIOHA B Kuese. 4. 51 651 Obl OUEHD
Npu3naTeneH, ecin 6b1 Bol cooGmTH MHe Gornee Nompo6HO o Mexc
RyHapo[HOH KOH(EpeHIHH, KOTOpas COCTOMICA B Mockse ¢ 12
Mo 20 ceHTsGps 19..., TAK KaK A XeNaio MPHHATS YYACTHE B €€ pa-
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Gote. 5. Sl xoTena GBI IPUHATH YYACTHE B KOH(EPEHIMH H IO I
BbIChUIale BaM Tesuchl cBoero poknapa. 6. Hpouty cooGuuTh §
nocnenanuid cpox (deadline) NPUHATHA Te3HCOB CTEHIOBOTO CQOG
Hud. 7. Amero dectb coobumth Bam, yro haum maGoparopus 3a
MaeTCA HCCIIeIOBAaHUEM... M MBI GbUTH Gbl pafpl CHENATH COOG
HHE O Hauled paboTe Ha MexUIyHapogHOM KOHIpecce Mo... 8
BechbMa GrnarojapeH Bam 3a mpurmameHHe BHICTYIMTb C JOKJIazj
Ha KOH(e peHIHH 10... 9. CooGuiaro Bam, 4to s nonywmn Bame o’
IMaNIbHOC HpHITIALIeHHe [IPUHATh YUacTHe B KOHIpPecce HO... H TON
BBICTYIHUTb ¢ NOKIanoM... 10. Becbma Gnaropapen 3a Bame npuni
LIeHHe BBICTYHNHTh ¢ [AOKJIAAOM HA IDIEHADHOM 3acefaHuM, HO,
COXATEHHIO, 51 BBIHYXJICH OTKa3aThCsA BBHAY TOTO, YTO S elle pa
e [am cornacMe BBICTYMHTh ¢ poKiazom Ha IX MeskmyHapos
KOH(ePeHUMH , KOTOPasi COCTOMTCA B TO xe Bpems. 11. f mpuso
Bam cBou M3BMHEHHS B TOM, Y4TO He MOTy HoexaTh B Baury crp
I yyacTua B paGoTe CHUMIO3MyMa, TAK KaK B HACTOfIlEE Bpe
MOe 3[O0pOBBe He IO3BOJIET MHE COBEPUMTH FIHTENBHOE
wiectBre. 12. Cooburaro Bam, uto s BhIcnan Bam Tesuchl cBo
JOKJIafa OTHENBHBIM TeKCTOM. IIpomry momTBepmyrTb NOIYuyeHHS
13. A pay coobumts Bam, uro IIporpamMmHbil KOMHTET MpH
Baum Te3sucs aoxnana v oH 6yfeT ONyGIMKOBAH B HAYYHBIX TpY A,
Konrpecca. 14. Coobiuaio Bam, 410 mporpamMma Mex/ayHapoHOL
Konrpecca mo... u npeppapurensHbii (tentative) CIMMCOK yyacTH
KoB OyAyT BhICIaHbl Bam, Kak TONBKO MBI IIOMYYHM YBeHOMIEH)
(notification) 06 ymrare Bamero perucTpalHoHHOTO B3Hoca. 15,
BeCbMd MpH3HaTeleH Bam 3a Bame mnpumiaiieHde yyacTtBoBa
B paGoTe KOHQepeHUMH NO... ¥ GbITh rocreM Bameit crpanpr. S
Mos XeHa npubynemM B XpiocToH 20 umioHs 19.., Ilpoury BerpeTHT
Hac B asponopry. 16. Umero gects cooBuumuts BaMm, yre a1 nmoatBep
Aaio CBOE COrMiacHe Y4YacTBOBAThb B KAaueCTBE Mpe/icefATEN s CEKIHH
17. Bame BBICTYIUIeHHe HA IUICHADHOM 3aCEHAHUM 3aIUI2HH POB4
(is scheduled for) na 3 uionsa 19... B 14 yacos. 18. 5 6b01 Gs1 Ba
OueHp 0GA3aH,ecnu 6b1 Bel MOIM NpHCTaTh MHe HayYHbie TPy OB
Konrpecca, Tak Kax 51 He MMeI BO3MOXHOCTH IpHEXaTh HA KOH.
pecc H3-3a 60Ne3HH.

IIL Translate the following letter into Russian.

Dear Dr. Novikov,
. I wish to inform you that the XXVII International Conferenc ]
on.. will be held in..., 18-27 August, 19...

It is my honour and priveledge to invite you and your wife
attend the Conference. The Conference will proceed in the foud

144

- of plenary sessions, poster presentations, and round-table and panel
i discussions. Many outstanding scientists engaged- in this area of

science have given their concent to participate. Your participation
will indeed be valuable in ensuring great success in the work of the
Conference. »

By this letter I am happy to inform you that the Organizing

Committee will cover your and your wife’s travelling expenses (free
SAS tickets to and back), registration and hotel accomodation
fees. .
The Organizing Committee has drawn up an exceedingly inte-
resting Social Program for the participants and accompanying per-
sons. Post-Conference tours to other cities and research centres will
be arranged according to schedule. '

We are looking forward to your accepting this invitation ana
seeing you and your wife at the Conference.

Trusting to hear from you soon, I remain

Sincerely yours,

IV. Translate the following letters into English.

1. MuoroyBaxaemsiit 1 p Ilapkep! .

A n mos xeHa GbDTM OYEHb pajp! MONY4WHTh OT Bac mickMo, B KO-
T0pOM Bbhl npummamaere Hac mocetuTs Baury crpady ¢ 15 mo 25 as-
rycTa B KauecIBe IOCTeH M IpHHATH yyacTie B MesxayHapopHO# KOH-
tbepeHuMu 10... Mb1 Becnma GnaropapHer Bam 3a Bame mpurnae
H1€ U ¢ yIOBOIIbCTBHEM €T0 IpHHUMAEM. v

51 He comHeBarCh, 4T0 KOoHdepeHHA GyOeT OYeHb HHTE peCHOMR U
yCHeIHOM , MOCKONbKY OyJeT yYacTBOBATh CTONb IIPeICTABMTEN bHOE
coGpanne (congregation) yueHbIX.

Mue GypeT oYeHb NPHATHO BHOBb BCTPETHTBCA CO CBOMMHM KO-
JeraMH B ApY3bsIMH, KOTOPBIX S JABHO He BUIET.

Ovuenb nponty Bac npucnars MHe Goree Mo po6Hy 10 HHGO pMaLuio
O HAYYHOH IpOTpaMMe. : :

Jlaty BpOIETa COOBUIMM TeJleTrpaMMOi.

Hckpende Bam
II. MBoTOYBaxaeMpi 1rp [lapkep! :

Honywwt Bame micbMo OT... M O4eHb GilarojapeH 3a Baute npuria-
IleHHe IIpHexaTb B... mMIA yyacTHs B paborte KoHdeperumu mo...
A BecbMa coxaneo, 4T0 Ha 3TOT pa3 He CMOTY NpHEXaTh, TAK KaK i
paHsie gan cormacue yyacteoBaTth B XIX Korrpecce no..., K010 priil
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COCTOMTCA B TO e Bpems, 410 ¥ Banm Kondeperuus. Euwe
Gnarogapio Bac 3a Baie jif06e3HOe NpUIITailicHAE.

Uckpenne Bam

2y

P.S. f uMero MpumIaiieHHe MPOYMTATh HMKI JieKuuid B Bawem y
BepcHTETe B HOAGpE, U A H MOA XXeHa GyzeM paab! HOBHIATH

V. Insert the appropriate preposition if necessary.

1. The National Committee ... Geography cordially invites you
participate ... the XV Congress ... Geophysics which is to be held
Erevan ... 12th ... 18th ... September, 19... 2. I am writing to info
you that I have received your information ... the date ... the Sympe
sium on Magnete Flued Dynamics. 3. The Organizing Committee :
the X International Congress ... Chromatography is happy to inform
you that your contribution... the Congress has been accepted... the
Programme Committee. 4. Should any unforeseen business prevent §
me ... attending ... the Congress I shall let you know ... once. 5. Thank
you ... your kind invitation to give ... a talk ... “Transition metalf
complexes”... the XXV ... “Metal Transition Conference.” 6. I have f
the pleasure to inform ... you that the Programme Committee hasf
accepted your poster ... presentation at the Symposium. 7. I amf
sending you under separate cover the thesis .. my paper. 8. AfH 1
further information ... the activity ... the Organizing Committee wil
be forwarded ... you ... consideration. 9. am very grateful ... you
your willingness to present a paper. 10. ... reply ... your letter
April 10, 19... I am sorry to inform ... you that your paper has
been accepted ... presentation ... the Congress as the theme is far X
the scope of the Conference. 11. I am looking ... to seeing you ane
your wife ... the Symposium. 12. On behalf ... the Organizing Co
mittee I have the pleasure ... extending ... you an invitation to p
cipate ... the work ... the Congress.

VL. Insert the appropriate article if necessary.

1. We would appreciate to have ... eariy reply to this invitation; 4
2. ... 3rd Circular has been sent to you by ... separate mail. 3. Your®

participation will be ... great contribution to ... success of ... Sympog
sium. 4. Enclosed please find ... tentative program of ... XVII Interna-
tional Conference on ... Rubber and Elastomers. 5. It gives me greatg {
pleasure to accept your kind invitation to ... Congress. 6. I wish tof |
advise you that ... Programme Committee confirms ... topic of yo
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paper. 7. It is

11 Please find enclosed ... list of ... Canadian delegation to ..

... pleasure to inform you that ... abstract of your
paper has been accepted for publication in ... Congress Book of ...

I Abstracts. 8. The Social Programme is elaborated in such ... way as to
. show ... latest trends in ... microscopic equilibrium of crystal surfaces.
* 9, Apart from ... plenary sessions we are planning ... poster presenta-

tions. 10. I was glad to receive your letter with ... pleasant news that
you have accepted our invitation to preside over ... 14th section.

.Iv
Congress on “...”. 12. All further information concerning ... activity
of ... Organizing Committee will be forwarded to you in ... near
future.

VIL. Insert t_he appropriate word or expression: include, inform, contact,
to have an appointment, purpose, hospitality, consent, elucidate, contribution,
to extend an invitation.

1. During the coffee break I ... with Dr. Snow to discuss some
important problems. 2. We thank you very much for the warm
reception and ... you afforded us during the Congress. 3. Please ...
the chairman of the Organizing Committee as soon as you arrive
in Moscow. 4. Kindly ... the Chairman of the Programme Committee
the title of you ... 5. The ... of thisConferenceis...such problems as
scientific documentation, storage and retrieval of scientific informa-
tion. 6. Thank you for ... to give a talk on “...”. 7. The Social Program
will ... also a visit to the Bolshoi theatre. 8. I am happy ... to attend
the Conference.

VIH. Add introductory phrases according to the pattern:

E x am ple: ..to extend to you an invitation to participate in the XXX
International Congress to be held in Oslo in 19... — It is a great honor to extend
to you an invitation to participate in the XXX ‘International Congress to be
held in Oslo in 19...

1. ..that I am unable to attend the Conference. 2. ...that you
have accepted my paper for presentation. 3. ...for sending us further
Congress material. 4. ...inform us on the deadline for submitting the

thesis of papers. 5. ...cable the date of your arrival. 6. ...submit your
proposal regarding the themes of the Symposium,

IX. Complete the lines using the introductory patterns of this section.

E Xxamp 1 e: I would greatly appreciate ... — I would greatly appreciate
Your informing me of the date of arrival of your delegation to the Congress.

1; I would very much appreciate... 2. I very much look forward
to...”3. We shall be very glad if ... 4. We have the pleasure and honour
to...5. I am happy to inform you that... 6. I very much regret that...
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X. Build up sentences by arranging the words in proper order.

1. Distribute, opening, the, shall, the, we, discussion, of, beford
papers, the. 2. Their, present, ten, the, contributors, permitted, g
will, maximum, be, individual, minutes, to, of, reports. 3. List, upy

5. Monday, you, would make I, to appomtment for hke 3
with. 6. Invitation, mform that, I, regret, kind, you, must, I, dq i

your, very, decline, to, much

XI. Make up sentences using component parts of each column,

The order of presenta
tion

We cordially invite
you

We wish to inform

On behalf of our

delegation and
myself

Will you kindly
cable us

We would appreci-
ate

I shall be very happy

The Scientific
programme

XII. Write out all the points of information from the following letter.
Answer the letter on those points, Make use of the expressions of this section. §

Dear Dr. M_

I am very grateful to you for your letter of June 10, 19...in which_,
you invite me and Dr. S_ to participate in the work of the XXV§

Congress on..

As far as I am concerned I accept your invitation with gred ‘
pleasure. I have recently completed a series of investigations on... angg
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I wish to thank you

having further

if you accept our
}

the date of your
arrival

to present a paper

that we have reserved
accomodations at
the hotel
will be complemented
with a diversified
- programme
to present a paper

as soon as possible? 4

for the participants
and accompanyingy
persons

for the members of e’

delegation to the G

ress 1

in the near future s

for the participants ¥
and accompanying

persons Ji
to attend the Conte- 5
rence

about the Symposiumjlf;j

at the VII Congress 0 '

could give a talk on the methods we used in our work. The results

 obtained are beyond all our expectations. The topic of my presenta-
; tion could be

6(

... 1 believe it is within the scope of the Congress.

Yesterday I phoned to Dr. S_ about the invitation. He was very
glad to receive it, but he regrets that he cannot attend as he has
already accepted an invitation to another Congress for the same date.
However, he is willing to send the thesis of this paper and asks me to
read out in full the text of this report.

1 have recently attended a Conference on... which was held in
G_ and was acquainted to Dr. P_ during the lunch break. We had a
very interesting discussion about our common work, and I believe he
could present a paper on... I suggest that you invite him.

Looking forward to hearing from you soon.

Sincerely yours,




SECTION TEN

Section ten deals with such aspects as congratulations, greetingst®
wishes and sympathy. The message should be conveyed briefly
expressively, cordially. It is always polite to express one’s gratitud
for the congratulations or sympathy and to return the greeting,

e
L e

CONGRATULATIONS

- Letters of congratulation are written to institutions, organizatio ¢l
or private persons in connection with success, celebrations, anniver
ries, significant occasions, etc.

Letter 1 :

. ‘ 12th April, 19...

Dear Dr. Chapman,
I wish to congratulate you on the success of the V Internatio b
Oceanological Congress and hope that the next Congress will be ag.
T

fruitfuland  interesting as this one,
With best regards, 1

Yours sincerely,
Alexander P. Rozov

Letter 2
(reply to letter 1)

Dear Dr. Rozov,

With best wishes,
, Yours sincerely,
— Peter S. Chapman
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Dear Mr. Buroy,

We wish to express our sincere congratulations on the successful
completion of your interesting experiment and trust that the material
will be published in the near future.

Letter 3
4th May, 19..,

Yours cordially,
Frank P. Solgers

Letter.4

August 14, 19...

Dear Prof. Hinge:

I was very happy to read in the newspaper that you had received
the Walter Prize for your outstanding work and I hurry to congra-
tulate you at once. I wish you further success in your activities.

Sincerely yours,
- George E. Skakovsky

Letter 5
(reply to letter 4)

August 25, 19...

Dear D1. Skakovsky:
Thank you very much for your letter and sincere congratulations on
the award of the Walter Prize.

I am looking forward to seeing you at the VII International Chemi-
cal Conference.

Best wishes,
Truly yours,
) Paul T. Hinge
Letter 6

17th November, 19...

Dear Dr. Bobrikov,

I am very much obliged to you for your kind invitation to attend
the Jubilee celebration of your Institute, which I accept with great
pleasure. :
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I wish to use this opportunity and to congratulate you and yo
colleagues on this magnificent occasion and wish you good healti§
and every success. ”

Yours truly,
Stanley P. Robinson

Letter 7 i
(reply to letter 6) 2

23rd November, 19

Dear Dr1. Robinson,
I am very grateful to you for your cordial congratulatlons on thé
Jubilee date of our Institute.
It gives me much pleasure to learn that you have accepted ouxi '
invitation._
I am looking forward to seeing you soon,
Yours sincerely,
Matvei P. Bobrikov

Letter 8
' 1st November, 19.....

Dear Dr. Ponomarenko,

On behalf of the National Committee for Optics and myself .
have the pleasure of extending to you our sincere congratulatio
on the occasion of your national holiday and wish all our So
colleagues great success and fruitful work in developing all branc

of sciences for the happiness of mankind.
With best regards,
Yours sincerely,
Henry P. Reese
Chairman of the National Committee of Optics

Letter 9 -
(reply to letter 8)

9th November, 1

Dear Dr. Reese,
I am in rece1pt of your letter dated 1st November and wish t'

thank you most cordially for your congratulations on the occasior

of our national holiday. The peaceful work- of Soviet scientists i
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3 aimed at developing and using all areas of sciences for the benefit
" of mankind and for the improvement of international relations with

all countries.
With best regards,
«Yours sincerely,
Oleg F. Ponomarenko

Letter 10
June 24, 19...

Dear Dr. Saltykov,

It is a great pleasure to congratulate you on the occasion of your
60th birthday and to wish you good health and long years of further
activity as a scientist and teacher.

Yours smcerely,
Peter R. Gingers

Letter 11
(reply to letter 10)

June 26, 19...

Dear Dr. Gingers,
I am indeed very grateful to you for your kind letter containing
60th birthday greeting.
Many thanks.

Yours sincerely,
Ivan S. Saltykov

GREETINGS AND WISHES

Greetings and wishes may be short letters o1 short notes in the
content of a letter on any other matter.

Letter 1
August 29, 19...

Dear Dr. Kozlov:

I am making use of the opportunity to send -you my sincere greet-
ings through the courtesy of Prof. Adams  who is going to visit
your country in late October.
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Enclosed are some of the snapshots made during the Symposmm
in Baltimore.
I trust I shall hear from you soon.

Sincerely,
- Jean H. Carpenter
Letter 2

(reply to letter 1)
September 8, 19,

Dear Dr. Carpenter: -
Thank you very much for your kind greetings which came to me
via Prof. Adams who is here on business. The snapshots that you
sent me along with the greetings remind me of the pleasant time of
our meetings in Baltimore. Please give my'best regards to your wife
and sons.

I am looking forward to seeing you again at the next Symposium.

-

Sincerely yours, »
Viktor P, Kozlov

Letter 3 |
10th March, 19..}

Dear Prof, Jones,

Dr. Shatrov has recently returned to Moscow and he asked m
to convey to you and your colleagues his best regards an
wishes.

I should also like to send you my best greetings with the warmest
recollections of our meetings in London and with the deepest]
gratitude to you for the hospitality 1 enjoyed there.

I am now writing up a report of the work I carried out at the§
Belmont Laboratories and would kindly ask you to send me theg
following information: i

1. '

2.

3. ...

Itrust youwill reply to this letter soon.

Yours sincerely,
Maxim P. Markov
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Letter 4
December 12, 19...

Dear Colleague,
I cannot tell you how delighted I was with the reprint as well
zs with the handsome present you sent me. It is a most pleasant
present whlch I shall always treasure.

Please ‘accept my renewed thanks not only for the repnm and
peauntiful gift, but aiso for the good wishes which vou kindly sent
with them.

With best regards,
Yours sincerely,
Franklin S. Sparks

Letter S
January 15th, 19...

Dear Dr. Goodwin,
I thank you for the good wishes in your letter of January 10th.
i certainly reciprocate these to you yourself and all your colleagues.
At the same time I wish to repeat my thanks for the book you
have sent me.
With best wishes,
Yours sincerely,
Nikolai R. Romanov

New Year greetings are presented in the following letters:

Letter 6
27th December, 19...

et s
Dear Dr. Golovin,

It gives me great pleasure to inform you that the translation of
your book has been completed and is now being prepared for print.
I would kindly request you to send us new photographs of Figures 3,
7,14 and 28. The ones we have are no good for printing.

I take this opportunity to send you my best wishes for the New
Year and wish you vigorous health and great sucess in your research.

With kind regards, .
: Yours sincerely,
Arthur P, Boone
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Letter 7
(reply to letter 6)

Dear Dr. Boone, ;
I am indeed happy to learn that my book has been translate, ]
and will soon appear in the English edition. i
I wish to thank you must cordially for all the trouble you went’f
through with the arrangement for its publication. I am awfully sorry”
that the photos are no good for printing and I am sendmg you new
ones. I am sure they will be much better.
You were very kind indeed to extend your good w1shes for thed
New Year. I am very glad of this opportunity to wish you and your§
colleagues a happy and successful 19... ]

Yours sincerely,
Boris M. Golovin

New Year (post)card greetings are usually short, consisting largel
of one sentence, rarely more:

1. Best Wishes for the New Year! »

2. All Good Wishes for the New Year!

3. Best Wishes for a pleasant and successful New Year!

4. Every Good Wish for the New Year!

5. Every best wish to you for 19... from my family and myself

6. I wish you a happy New Year! o »

7. Best Wishes for your Health and Happiness through the Coming i
Year! ;
8. With all Good Wishes for the Coming Year (the New Year) i
from ...

9. With Best Wishes for the New Year from...

10. With greetings for the New Year from..,

11. Best seasonal wishes.

SYMPATHY AND CONDOLENCE

\ Letter 1

Dear Dr. Kuzmin,

August 12, 19

We are deeply grieved to announce the news that Professor
James R. Armstrong died on August 10 after a prolonged and grave
illness at the age of 74. v

Albert P. Piedmont
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Letter 2
(reply to letter 1)

August 16, 19...

Dear Dr. Piedmont,

It is with deep personal grief that I learned of the death of Profes-
sor James R. Armstrong. v

All who knew him will always remember his kindness and his
helpful advice.

Please accept my most sincere condolences and expression of
wholehearted sympathy with you.

Please also convey my sympathy to his family.

Ivan S. Kuzmin

Letter 3
10th June, 19...

Dear Mrs. Brown,
I have been deeply grieved to learn of the death of your husband
I am writing you this short note to say how deeply I sympathlze
with you in your terrible bereavement.
Please accept my deep and true condolences.
Yours truly,
Sophia R. Kaverina
Letter 4
(reply to letter 3)
16th June, 19...
Dear Mrs. Kaverina,
Your letter of sympathy brought me considerable comiori i my
bereavement. » ’
With renewed thanks for your understanding and sympathy, I
remain,

Yours truly,
Ann Brown

Letter 5
August 10th, 19...

Dear Prof. Andrianov,

I am writing to inform you that Dr. Heinz has been taken ill and
is at present in hospital. He will probablv have to undergo an opera-
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3. It is with great pleasure I write to congratulate you on...
4. Please (kindly) accept my most cordial and warmest
r on the occasion of...
congratulations 4
S5 | TR
5.0n behalf of ... I wish to extend (convey) to you our sincerest
congratulations on...
6. I must write you this letter (note) to congratulate you on...
i wish you every piece of good luck.
7. My Best Congratulations!

tiop. Tn .this connection I am awfully sorry to inform you that Dr
Heinz will have to cancel his visit to your country as a guest of th
USSR Academy of Sciences.

Yours truly,
Miss Helen Greene,
Secretary to Prof. Heinz

Letter 6
(reply to letter 5) -
August 15th, 19...] . )
Dear Miss Greene, Replying to congratulations:

. ] ) obliged
I was very sorry to hear that Dr. Heinz has been taken ill and is in'Z3 1.Tam Z-grateful % to you for your sincere congratulations.
hospital. I very much regret that he has to cancel his visit to thi “thankful

country as I was looking forward to making his acquaintance at lon,

Jast. This will have to wait for another time. 2. Thank you very much for your kind congratulations.

3.1 must thank you most deeply for the congratulations you have

I send all my best wishes for his quick recovery. | sent me
Yours' truly, ] 4. It is most kind of you to write me such a cordial (friendly)
Sergei P. Andrianov N letter of congratulation.
5. It is indeed so nice of you to send me such a warm letter of
Letter 7 congratulation.

- August 20th, 19... Extending greetings and wishes:

Dear Prof. Andrianov,

Thank you very much for your kind wishes to Dr. Heinz; I shall :
convey your words to him personally when I see him at the hospital
Dr. Heinz has already been operated upon and he feels much better @
now. '
We trust that Dr. Heinz will make a speedy recovery and will bef
able to plan a visit to your country in the near future.

1. Please accept my greetings and warm wishes. ;
2.1 would like to convey (extend) to you and your wife my best
wishes.

3.1send you my best wishes and kind regards.

4.May I wish you success in...

5. May I wish you good health and prosperity in...

6.1 send you my best wishes for a quick recovery.

Repﬁes to greetings and wishes may be expressed through the
same phrases as in replies to congratulations by substituting the
word congratulation for wishes or greetings:

Yours truly,
Miss Helen Greene

Here are some of the most commonly-used phrases and senten-|
ces in congratulations, greetings and sympathy. Announcing death or illness:
1. We are deeply grieved to announce that...

Extending congratulations:
2. It is with deep grief that I have to announce about...

| Mav I al on the occasion of... ) 3. On behalf of ... I inform you of the...
. May I congratulate you 2 4. It is my sad duty to inform you that... ,
- on... e is i : i i
2. 1 heartily congratulate you on... S 10ss5.. It is in my bereavemént that I write to you about my irreparable
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6. You will, I know, be very sorry to hear of the sudden...

7.1 am writing to inform you that C_ has taken ill.

Extending sympathy:

1. I am deeply grieved by the sad news of B_ ’s sudden death
Please accept my sincere condolences.

2. I am writing immediately to express: (convey, extend) our
sincere condolences in your bereavement. ; 7
3. I was grieved (sad) to receive your letter this morning and to
learn of.., )

4. 1 am directed to express (convey, extend) to you, on behalf o
the Council, their deep sympathy with you in the loss of you

5. I simply cannot find words enough in which to express to you
my profound sympathy. >

6. Please accept the expression of our deepest sympathy.

Expressing appreciation for sympathy:

1.1 am grateful to you for your kind note of sympathy.
2. 1 deeply appreciate your kind and consoling words of sympathy
in my bereavement.
3.1 thank you very much for taking such an interest in my health. §
4.1 am glad to inform you that I am on my way to full recovery.

EXERCISES

L Tmnslate into Russian,

1. Thank you very much for your letter and good wishes. May I3
wish you also a happy New Year. 2. Please give my best greetings
to our mutual friends at your Institute. 3. I would kindly ask you to
convey my deep sympathy to Dr. P_ in his bereavement. 4. It gives &
me infinite pleasure to congratulate such a distinguished scientist as
you on the occasion of your 70th birthday. May I wish you many
happy returns of the day and good health. 5. Please accept my sincere
gratitude for the warm words and cordial wishes that you convey in
your address to me. 6. Allow me to congratulate you in connection
with your new appointment as Chairman of the Commission for
Spectroscopy and wish you every success and fruitful work in this
office. 7. Shocked by the tragic (sudden) death of your husband,
[ ask you to accept at this sorrowful hour my sincere condolences §
and sympathy with you and your family. 8. If the doctors find my
health is improving I feel I shall be back on my job in a week.

160

reetings to you and your family from my wife and from
Igr;ylsﬁ?;t}l,O% 'Pleasi remgmber me to your wif'e and thank her for her
kind reception and hospitality. 11. I would lllfe .to thank you for the,
New Year Card and take this opportunity of wishing you a very happy
and prosperious New Year. 12. Thank you for your heartfelt greeting
which came to me this morning. _ .

IL Translate into English.

1. Tonb3syioch cnyuyaeM noxenars Bam xopouero 3mopoBbA K
yCHeLIHOH paGoThl Ha GI1aro MUpa ¥ MPOTpecca BCETO YellOBEUeCTBa.
2. Xenawo Bam u Bameit xeHe Ho6poro 370poBbA H YCHEXOB B paGo-
re. 3. 1 oueHb paj yCIBIL@TS, yT0 NMpod. CHOY YyBCIBYeT cebst ro-
pa3no syuie. S GbUT OYeHb OrOpUeH, y3HaB O €10 0O0JIe3HH B mapre
ﬁponmoro ropa. 4. lilnio Bam csoi CepheHbli MPUBET # BHIPaXaIo
1y GOKyI0 [IPU3HATEBHOCTD 33 IpYecKHi npueM. 5. Ilpexe Bcero
uprto Bam Mod Hamnyunmme TOKeNaHUA U nosppasienusa k Hosomy,
19.., romy. 6. 1 Bam oueHp npu3HaTesieH 3a Bame Temmoe MHChMO
¥ [O3OpaBieHHs IO TOBOJIy K30OpaHdsi MeHsA MOYCTHBIM aKajieMu-
xoM Bameit Axapemuy Hayx. 7. 51 ObUT OUeHb OrOpuYeH, y3HaB O Ba-
weil. GonesHu. OueHb paji, YTO OMEpauus MPOLUIA YCHELHO M Y10
Bamre camouysctBHe xopouree. 8. Bripaxaio Bam n“Bameﬂ cembe
cBoe ryGokoe coBore3HOBaHue B CBA3M C NMOCTHIILEH Bac 1axenou
yrparoit. 9. Tlone3ylock cayyaeM MoszpaBuTh Bac ¢ HaCTYNAUHM
HoBpIM rofioM H NOXenarth Bam 3mopoBba ¥ ycriexos B Bawel TBOp-
yeckoil paGore. 10. S oueHb coxanero, 410 0OJ1e3Hp NIOMeIaIa MHE
OTBETHTD CBOEB PEMEHHO Ha Baie mucemo oT 14 oKTAGpA C.I.

I11. Translate the following letter into Russian.

Dear Dr. Velikanov:

It was a great pleasure to learn that you had been awarded the;:..
Prize for 19... I was always of the opinion that you were worthy.of it.
Your outstanding work is a great contribution to physical science.
May I wish you further success in your scientific endeavc?r! .

I was awfully sorry to hear that your wife had a serious operation
and that she is still in hospital. Let us hope that she will recover soon
so that she can accompany you on your visit to this country. Pleas
give my best regards to your wife. ' »

Looking forward to seeing you soon in New Orleans, I remain

Sincerely yours,
Thomas W. Nelson
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tulate you on ... successtul completion of your book. 5. I would like
o thank you for ... Christmas greetings and in return wish you ...
Happy New Year. 6. May I wish you ... best wishes for ... New Year!
7. Thank you ever so much for ... warmfelt congratulations. 8. It is
with ... deep grief that I learned of ... death of Dr. Greenfield. Please
accept my wholehearted sympathy with you. 9. I was so shocked to
near of ... tragic automobile accident. May I wish you fast recovery!

IV. Tranglate the following letter into English,
MuoroysaxaeMbi 1-p CaHpmepc, :
MHe GbiI0 OYEHb NpUXTHO NONYYATh Bale MACEMO, B KOTODOM
Brr BeIpaXkaeTe cBOe NO3ApaBlicHHe HO NMOBOMAY HAarpakIcHUs MeHs
Apemuedd... 33 19... rog. S HeHCTBHTEIBHO MHOIO paboTan, YTOGH
MONYuMTh XOpOUmMe pe3yibTaThl, OfHAKO 5 MIONXEH 3aMEeTUTh, uTG
Mosi paBoTa He UMesia GBI TAKOTIO YCIeXa, ecliK GbI MOH COTpY THHK]

VIL Insert the appropriate word or expression: fo be awarded, on the
[ieHHA, KOTOpbie MBI NPOBO/MIH BMeCTe, Toxke [0 HeKOTOpOMSM zsion of, snapshot, consolation, to extend, grief, sympathy, to reciprocate.
CTelleHH CNOCOGCTBOBATH CO3MAHMIO OCHOBBI NI MOeH TeopeTHued
KO# xonuermuu. Eite pas Gnaropapio Bac 3a nospgpasnenus. :

51 Becoma TpoHyT (to be touched), uro Ber BpIpaxkaeTe MHe 03
YyBCTBHE B CBA3M C OONme3Hpi0 moeit xeHpi. OHA He Tepser
Hayexay (to give up hope), uto 6yHeT CONPOBOXIATH MEHA BO Bpe-
ma moero nocewtenus CoemuHeHHpix IlltatoB. Ilepepaiite Mo
HawIy4ime noxenanusa Baigeii xenre.

Jlo ckopoit Berpewrt B Hplo-Opneane,

1. May I send you a word of ... in your bereavement. 2. At this
hour of ... I wish to extend to you my deep ... 3. He ... the Mende-
leyev Medal for his outstanding work in chemistry. 4. I am also
sending you a few ... which will bring back pleasant recollections of
cur meetings during the Symposium in the Hague. 5. I am looking
forward to seeing you soon and to expressing my sincere congratu-
lation ... your new appointment. 6. I am happy to have this opportu-
nity ... the same New Year wishes to you and to your family.
Hckpenne Bam

Bnagamup K. F'oHuapos . .
VIII. Add introductory phrases according to this pattern:

...to accept your kind congratulations. — It is a great pleasure to accept your
kind congratulations.

1. ...to congratulate you on your birthday. 2. ...to present to you
my condolence. 3. ...you best wishes for the New Year. 4. ...that you
have my sincere sympathy in your bereavement. 5. ...to wish you
good health and success. 6. ...my best regards to my friends in Lenin-
grad.

V. Insert the appropriate preposition if necessary:

1. It gives me great pleasure to congratulate ... you ... the successf
fulfilment ... your Research Programme. 2. Please convey my best
regards ... all my colleagues. 3. It is ... deep grief that I learned ... the
death ... your father ... a prolonged illness. 4. I hope you are now ..
the way ... full recovery. 5. May I wish ... you ... good health and
prosperity ... the New Year. 6. Your letter ... sympathy brought ... me
considerable comfort ... my bereavement. 7. I am very much obliged
... you .. your sincere congratulations ... the Anniversary ... out
Institute. 8. I am happy to extend ... you my best congratulations ..
the occasion ... your election ... the Co-ordination Council. 9. I
very sorry I have to decline ... your invitation as I have fallen ill ... the
’fiu and must keep ... my bed ... a week ... least. 10. Let me express
my deep gratitude ... you ... the lovely gifts and heartfelt wishes.

IX. Complete the lines using the patterns of this section:
E x a m p 1 e Thank you very much... — Thank you very much for the
il pleasant greetings.

1.1 am grieved to learn... 2. It gives me great pleasure... 3. [ wish
to thank you... 4. May I express... 5. It iswith joy that...

X. Build up sentences by arranging the words in proper order.

1. Much, kind, of, thank, condolence, your, you, for, so, words.
2. Express, sincere, you, to, birthday, may, on, we, your, our, good,
wishes. 3. Husband, kindly, I, you, give, greetings, ask, to, my, your,
best, to. 4. Letter, deeply, me, your, sympathetic, has, kind, touched.

VL Insert the appropriate article if necessary:

1. I have ... pleasure of extending to you ... sincere congratulations
on .., jubilee date of your birthday. 2. I am making use of ... opportu-
nity to send you my best greetings. 3. Ii is ... great pleasure to congra-|
tulate you on ... success of your work. 4. I am very happy to congra-|
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X1. Make up. sentences using component parts of each column.

It is kind of you
May I express to you
I am very grateful
We wish to express
We were so sorry

to hear
I am writing this

XIL Write out all the parts of information from the following letter. Ans§
the letter on those points. Make use of the expressions of this section.

Dear Dr. Ginzburg,

While looking through the “Journal of...,” I incidentally read
the announcements about the award, the... Prize that had been o
ferred to you for your interesting work. I couldn’t hold back fr
writing you a letter to express my congratulations. Further, whe
was going through my mail, I was happy to find a letter from y
I read it with great pleasure. I am very grateful to you for sending
this wonderful complimentary book. It is a great honour. Besid
I wish to thank you for sending me an invitation to visit your lab
do some work together. As soon as I recover from my illnes,
arrange my affairs, but please inform me about the approxim

date of my visit.

If T can be of any help to you in the line of books or journ
make up a list of what you need. I'll do my best to supply you w

my sincere gratitude

for your deep con-

dolence
our great joy

of your sudden
illness
to convey to you

to send me

on hearing of your
success :
after you returned
from Tokyo ‘
my best wishes for}
the New Year 3
your congratulatior

in me severe berea- §
vement
for your sympathy

them. In exchange, I would appreciate it if you could get for gilke
“The Book of Paintings of the Hermitage.” .
Anticipating an answer, I remain,

Sincerely yours,
Thomas A. Lester

SUPPLEMENT

TELEGRAMS*

-

. i he point. This is

t of a telegram should be concise and to t _
ac};‘:;;e);yowz:itmgg in the so-called telegraphese style typical of
lexical and grammatical specific features, for example: PLANE ARRI-

MORROW 10 AM. . "
¥1111: Sugi?iary verb to be is omitted. The articles and prepositions are

left out, where possible, for example: Accept your invitation to confe-
rence =’1 accept your jpvitation to participate in the conference.

I Telegrams informing sbout sending printed matter.

|. URGENTLY SENDING YOU MANUSCRIPT FOR REVIEW

TEFUL STOP THANKS STOP
ST(2)P ngII{J%IIINGGRAUNDER SEPARATE COVER PLENARY LECTU-
RE THESIS STOP PLEASE CONFIRM RECEIPT STOP BEST

TOP ~
WI§HE§SOSUR REQUEST TO PUBLISH MY TRANSLATED PAPER

IN YOUR JOURNAL SATISFIED STOP PLEASE SEND THIS
ISSUE STOP SINCERELY YOURS STOP .

IL Telegrams acknowledging receipt of printed matter or letters.
1. WE ACKNOWLEDGE RECEIPT OF YOUR MANUSCRIPT

ANY S STOP
STCZ)PI'&,E ngﬁ% RECEIPT OF YOUR BOOK LIFE AND

THOUGHT STOP BOOK TO BE PUBLISHED LATE NOVEMBER

STg)Pi(OUR LETTER JANUARY 12 ARRIVED YESTERDAY STOP

THANKS FOR USEFUL REMARKS STOP

II1. Telegrams expressing gratitude.
ISIT YOUR
GRATEFUL FOR INVITATION TO V
COEN}]IEsYSTOP ARRIVING JULY 12 STOP 10 PM MOSCOW

TIME STOP FLIGHT 1031 STOP

*The letters in telegrafs are capitalized.
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2. RECEIVED YOUR LETTER AUGUST 5 STOP THANK YOU|
FOR CORRECTIONS MADE STOP HOPING TO SEE YOU SOON
IN KIEV STOP

3. KINDLY ACCEPT MY SINCERE GRATITUDE FOR YOUR
ATTENTION TO MY REQUEST STOP LOOKING FORWARD TO,
VISITING YOUR INSTITUTE EARLY MAY STOP

IV. Telegrams concerning request.

1. COMPLYING WITH YOUR REQUEST SENDING YOU
LATEST ISSUE OF JOURNAL STOP CONFIRM RECEIPT STOP
2. READY TO FULFIL YOUR REQUEST TO WRITE ARTICLE
FOR YOUR MONTHLY JOURNAL STOP PLEASE SPECIFY
SUBJECT STOP BEST REGARDS STOP
3. ALWAYS AT YOUR DISPOSAL TO MEET YOUR REQUEST
STOP PLEASE INFORM ME ABOUT HELPING YOU STOP

V. Telegrams concerning regret, apology, refusal.

1. REGRET UNABLE TO ATTEND CONFERENCE OWING TO
MY POOR HEALTH STOP WISHING GREAT SUCCESS COMMA
REMAIN YOURS SINCERELY COMMA E J SMITH

2. PLEASE ACCEPT MY APOLOGY FOR DELAY IN REVISING
YOUR PAPER STOP STILL WORKING ON IT STOP WILL
RETURN YOUR PAPER END OF JANUARY STOP

3. THANKS FOR INVITING ME TO SPEND HOLIDAY WITH
YOU IN CANADA IN JUNE STOP AWFULLY SORRY TO REFUSE
BECAUSE BUSY OVER THAT PERIOD STOP BEST REGARDS TO
ALICE STOP

VL Telegrams covering inquiry, information, help, advice.

1. REPLYING TO YOUR INQUIRY ‘AUGUST 7 SENDING YOU
INFORMATION REGARDING ARRANGEMENT OF SYMPOSIUM
STOP APPRECIATION FOR TOPICS SUGGESTIONS IN' ADVANCE §
STOP THANK YOU IMMENSELY STOP

2. PLEASE CONFIRM CONSENT TO EXCHANGE DATA
INFORMATION IN OUR AREA OF STUDY STOP HAVE SENT BY
MAIL OUR PROPOSALS STOP

3. YOUR KIND PERSONAL HELP MEANS SO MUCH TO ME
STOP TRUSTING TO RECEIVING YOUR CALCULATIONS STOP §

4. TROUBLED WITH MY EXPERIMENTAL WORK STOP LOOK- |
ING FORWARD TO HAVING YOUR ADVICE STOP LETTER
FOLLOWING WITH REQUEST STOP
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VII. Telegrams concerning reprints, abstracts, publications. ‘
1. YOUR REPRINT IN ENGLISH RECEIVED APRIL TENTH

STOP PUBLISHERS ASK FOR ENGLISH TRANSLATION OF
PAPER FOR PUBLICATION STOP YOUR PERMISSION
REQUIRED STOP PLEASE CONFIRM CONSENT STOP

2. YOUR POSTER RECEIVED APRIL TWENTIETH STOP

ACCEPTED FOR PRESENTATION STOP THANK YOU STOP

3. REPLYING TO YOUR LETTER FOURTH JUNE OUR INSTI-

TUTE ACCEPTS YOUR PROPOSAL CONCERNING EXCHANGE
OF REPRINTS, PREPRINTS, INFORMATION STOP
CONTACT CAN START WITH EXCHANGING EXPERIMENTAL
DATA STOP LOOKING FORWARD TO AGREEMENT STOP BEST
WISHES, REGARDS TO DR JACKSON STOP

OUR

4, HAPPY TO LEARN ESTABLISHMENT OF NEW JOURNAL
STOP BEST CONGRATULATIONS STOP SENT BY AIRMAIL

d ARTICLE ON MOLECULAR BIOLOGY FOR PUBLICATION IN
FIRST ISSUE STOP HAPPY NEW YEAR STOP

VIIL Telegrams concerning organization of conferences.

1. NATIONAL PLANT PHYSIOLOGICAL COMMITTEE INVI

B TES YOU TO PARTICIPATE IN INTERNATIONAL SYMPOSIUM
L] ON WATER UPTAKE BY PLANTS STOP IF INTERESTED PLEASE

SEND THESIS OF YOUR TALK STOP ANTICIPATING EARLY

REPLY STOP
2. MUCH OBLIGED FOR INVITATION TO WORK ON ORGA-

NIZING COMMITTEE STOP SEND DETAILED INFORMATION
DATES OF SITTING AND DUTY STOP

3. GLAD TO KNOW YOUR CONSENT TO WORK ON ORGANI-

f: ZING COMMITTEE STOP HAVE SENT PRELIMINARY DATES OF
- SITTINGS AND PLACES STOP PLEASE .DO NOT HESITATE IF
£ YOU HAVE ANY PARTICULAR PREFERENCES AND SUGGE-
§ STIONS STOP TRULY YOURS SAM FIELDINGS STOP

4. THANKS FOR PROMPT ANSWER STOP PLEASED TO
LEARN YOU AND YOUR SPOUSE ACCEPTED INVITATIONS TO

§ OUR SYMPOSIUM STOP ACADEMY SCIENCES COVERS TRA-
| VELLING AND HOTEL EXPENSES STOP PLEASE INFORM

ABOUT DEPARTURE DATE AND FLIGHT NUMBER STOP

5. IF MY INVITATION STILL OPERATIVE 1 WISH TO MAKE
CERTAIN ARRANGEMENT RATHER URGENTLY STOP ANTI-
CIPATING EARLY REPLY BY TELEGRAM STOP

6. ORGANIZING COMMITTEE INFORMS YOUR PARTICIPA-
TION AS INVITED LECTURER STOP AWAITING YOUR ARRI-

VAL TENTH SEPTEMBER STOP
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7. DUE TO LATE INVITATION TO YOUR SYMPOSIUM
REGRET CANNOT ATTEND STOP I HAVE ANOTHER COMMIT-:
MENT FOR SAME DATE STOP I WISH YOU SUCCESS IN SYMPO.
SIUM STOP GOOD LUCK STOP

IX. Telegrams concemmg congratulatlons, sympathy, etc.

1. CONGRATULATIONS ON SUCCESS OF SIXTH INTERNAa
TIONAL OCEANOLOGICAL CONGRESS STOP SORRY NOT TO B
PARTICIPATE STOP LOOKING FORWARD TO SEEING YOU AT
NEXT CONGRESS IN LONDON STOP PLEASE SEND ME CONG--
RESS ABSTRACT BOOK STOP

2. CONGRATULATIONS 65 BIRTHDAY STOP GOOD HEALTH
SUCCESS IN WORK STOP . -

3. DEEPLY GRIEVED TO LEARN OF YOUR HUSBAND’Ss
SUDDEN DEATH STOP PLEASE ACCEPT OUR MOST SINCERE/
CONDOLENCES STOP WE SYMPATHIZE WITH YOU IN YOUR|
BEREAVEMENT STOP

4. THANK YOU FOR YOUR KIND WORD IN CONNECTION I
WITH MY BEREAVEMENT STOP YOUR MORAL SUPPORTE |
MEANS SO MUCH TO ME AND MY FAMILY STOPE

5. DEAR JANE HAPPY TO LEARN YOUR HUSBAND RECO-B
VERED AFTER ACCIDENT STOP HOPING  TO SEE YOU ANDE
YOUR HUSBAND IN NEAR FUTURE STOP HAVE SENT YOUR
PHOTOS OF OUR LAST MEETING DURING CONFERENCE INk
PARIS STOP NINA

RUSSIAN-ENGLISH VOCABULARY

A

appec address
aapecauT sender, addresser

[ | anpecar addressee

B

Gmaropaputs thank

6narogaprocrs thanks; Beipaxats
CBOIO GJIAroJIApHOCTE, €XPIess
one’s thanks

: _.7 6naropaphsbiii thankful

6naropapa (npeda.) thanks to, due
to
B
BBMAY owing to; BBUAY TOrO, YTO
in view of the fact that
BEKIMBOCTD courtesy

BEXIMBBIH courteous
BepOATHLII presumable

7 Bepcrxa make-up
| Bu3MT visit, call, HaHecTH (cmenars) .

BU3UT KoMy-nl. make (pay) smb.
a visit (call); BU3UT BEXIMBOCTH
a courtesy visit (call); oTBeTHBIH
BU3NT a return visit (call); Hanec

TH KOMY-JI. OTBCTHBLIH BH3HT
return smb.’s visit
pmamae influence, effect; wumeTs

snusHMe Ha have an influence
(effect) on

BHMMalMe attention, consideration;
ofpaujaTe BHMMaHpe Ha YTO-1.
pay attention to smth.; .06pa
IaTh Ybe-JI. BHUMaHue Ha 4TO-1I.
call (direct, draw) smb.’s atten-

tion to smth; OTHOCHTECA C HOJDK-

HBIM BHHMaHHeM give due atten-
tion to smb. or smth.; npusse-
KAaTh Ybe-TI. BHHMaHHe arrest
(attract) smb.’s attention; mpw-
HUMATE BO BHHMaHue take' into
consideration (account); yoeniTs

BHHMaHWe KOMY-JI. WIH YeMYy-II.
give attention (consideration) to
smb. or smth.; ocraBmiATL Ge3
BHUMaHuA set aside

BO3MOXKHOCTb possibility, opportu-
nity; BOCHONB30BaThCA BO3MOX-
HocTeio make use of the possi-
bility (opportunity)

BO3MOXHbIH possible, feasible; cpe-
J1aTE BO3MOXHBIM make possible;
ecii# 6b1 BbI HALIUTH BO3MOXHBIM
if you saw your way

sonpoc question, problem, issue;
ocBemiats . Bompoc  elucidate
(throw light on) a problem;
o6¢cyxpars sBompoc take up (rai-
s¢) a problem for discussion,
discuss a problem

Bpems time; B HacTofllee BpeMs
at the present time; B cBoe BpeMA
in due time, in due course;
BO BpeMs Hawell HOUCKYCCHM in
the course of our discussion;
7o cero Bpemenn hitherto, so far

BCTpeva: AeNoBasA BCTpeva appoint-
ment; OpraHU30BaTh BCTpeYy ar-
range an appointment; oTKJIagbk
BaTh BCIpedyy postpone an‘appo-
intment; oTMeHATH BCTpedy can-
cel an appointment '

BCTpeYaTh meet, COme across

BBI3AOPABJMBATL convalesce, recover

BBI3A0POBJIeHHE convalescence, reco-
very )

BhIYepKHBaTh (6yKBY, CjioBO) dele-
te; momyexailice BEIYEPKHBaHHIO
delenda

BeIeynomMsaHyTeiil aforesaid

secHATH find out, ascertain

r

rmasupiii  principal, chief, main,
.. major; rIaBHEIM o6pa3oM mainly,
in the main, principally, chiefly
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rocrenpuHMHsbi hospitable

rocrenpunmcrBo hospitality; oxasrr
BaTh pafylHHOE T'OCTENPHMMCTBO
xomy-i. afford (extend) a warm
hospitality to smb.

rpanka (galiey-)proof

a

nanee further

panbHeitmui further

nmanHele data

memitees share

Aoxian report, contribution; BricTy-
naThs ¢ JokijagoM make a report,
present a paper; cGOpHUK JOKIa
[OB  (KOHrpecca, CHMIIO3HYMa
H T:0.) proceedings of the Cong-
ress, Symposium, etc.)

nononxenne addition; B pononHeHue
K Hamiemy muceMy further to our
letter

Aocraska delivery

AocrasnATh deliver

Aocraroyusiii sufficient, adequate

JocTynHsiii available

E

eXerogHuK year-book

K

skenande wish, desire
MENATENBHO it is desirable
JKenaTenbHbll desirable
wenars wish, desire

3

3a6naroBpeMeHHo in good time

3aBepeHHe assurance

3aBepATb assire

sasucets (0T) depend (on, upon)

3aBucHMocCTb dependence

3apepkuBarh delay, cause a delay

3aaepxKa delay

3aKa3pBath (3apaHee) reserve
(book) in advance (beforehand)

3aKayaTh conclude

3aKmodeHue conclusion; pemaTtsh 3a-
KioyeHue make a conclusion;
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NpUUTH K 32KIIOYeHHIO CO
(arrive at) a conclusion
sausrocTs being busy -
3ampaumsarte inquire, send an j
iy =
3anpoc inquiry; Aenath 3anpoc 1
an inquiry
3apasee in advance, beforehand
3Be30oMKa (THIL) asterisk
3noposbe health; xopowee (1o
3popoBse good (poor) health §

H

u3BHHeHMe apology; mnpoury
HATb MOM  H3BHHEHMA p ok
accept my apologies

M3BHHATBLCA 33 4To-11. apologiz

smth.

H3BeU(aTs KOro-l. o ueM-n. ad¥
smb. of smth., notify §i
about smth.

u3BeuleHne advice, notification
U343BaTh publish
u3ganme edition, publication;
npasJieHHOe u3paHue revised
tion
u3meHenne change, alteration,
fication
H3MeHsATs change, alter, modify
H3y4aTh investigate, study
H3yvenue investigation, study.
HHage otherwise
HCKTIOYATh except, exclude B
HCKIIOYeHHe exception, exclus
3a HCKIIOYeHHeM (KpoMe)
the exception of
HCKITIOUMTeIbHBII exceptional
HCHONb3OBaHUE Use
MCNOJb30BaTh Use, make use of
ucnpasyienne amendment, correct]
HcnpaBasaTy amend, correct :
HcKpenHe Bam Sincerely vy
Yours sincerely
HecnegoBanKe investigation, exa
nation
HccnegoBaTh investigate, study,
mine
K

KacaTsCAl CONCEIN; YTO KacaeTcsl: i
to, as for, with respect to, il
respect of (to), as far as... is(ar§
concerned &

i

kmame cliché

xoneGaune hesitation, Ge3 koneOa
Hus without hesitation

Kondepesuus  conference; fpuHIK
MaTh Y4YacTHe B KOH(epeHUHH to
participate in a conference; npo-
BOOMTL KoHdepeHumo conduct
a conference; co3biBaTh KoH(pe-
peHumio convene (convoke) acon- *
ference

xoppexrop proof-reader

KoppexTypa correction, proof-read-
ing; aBTOopckasf = KOppeKTypa
an author's correction; uYMTaTh
woppexTypy correct the proofs;
proof-read

xpome toro besides, furthermore

Kypc ocOurse; UMTaTe Kypc MeKUMH
Ha Temy deliver a course of lec-
tures on

S

a

mcGesHocTs courtesy, kindness; He
oTkaxuTe B Mobe3nocru kindly,
be so kind as (to do smth.);
6naropapst fI06e3HOCTH KOFO-JI.
thanks to (through, by) the
kindness (courtesy) of smb,

M

‘MHeHue opinion; BLIpaXaTh CBOE
MHeHHe e€Xxpress one’s opinion;
110 MHeHHIo in the opinion of

H

uabop type-setting

HageATscA (ipeABKyIIaTs) look for-
ward to; trust, hope; HameAThCA
Ha Koro-i1. rely on smb.

Ha3HayaTe appoint; Ha3HayaTh BpeMs

~appoint (fix, arrange) the time;

Ha3HayaTh BCTpeuy make an  ap-
pointment

Ha3HayeHue appointment

Hamue presence; GuITh (MMETLCA)
B Hamuuu be available; umeio-
nmitcst B Haymuuy available

Hepocratounsit insufficient, inade-
quate

He3zasucumo (oT) independent (irre-
spective) of

He3aBHcHMoOCTH independence

He3aBucHMbiit independent

Hemennenso immediately, forthwith,
in no time

HenocpeacTBeHHsiii direct, immedi-
ate

HeynoGHs1ii inconvenient

HeynoOcTBO inconvenience; ecii 3TO
He 3aTpymHMT Bac (He cocraBur
g Bac Heymo6cersa) if it won’t
inconvenience you

HoMep (ra3eThl, )KypHana) issue

o

0630p survey, review

oGoxkKa cover; 6ymMaxHas o6noXKa
paper-binding (-cover); cynepo6-
nosxka jacket .

o6men exchange; B obMeH Ha In
exchange for; HanaxHBaTh OOMEH
arrange for an exchange

oGpaGarTsmary . (Marepyan)
process

o0paborka (MaTepuasa) treatment,
processing

obcroarenscrBo  circumstance; IpH
DaHHpIX obcrosTenberBax in (un-
der) the circumstances

oGbMHLIH usual, ordinary, customary

orosopxa provision, stipulation,
clause

opoGpenpe approval

opobpsaTh approve

oxupaune anticipation; B oxupaHuR
Bamero oTBeTa in anticipation of
your 1eply (answer), awaiting
your 1eply

OXMAaTh expect, awail; OXuEATh C
HeTephedueM uero-n. look for-
ward to

OKa3piBaTh (OMOWD, YCIYTYy) Ien-
der (help, a service, etc.)

oneyarka  misprint, corrigendum;
CIMMCOK ONeyaToK errata

ocHoBa basis, foundation, ground;
Ha ocHoBe on the basis (gro-
unds); 3aKnafbiBaTh OCHOBY lay
the basis (foundation) for

treat,

1



OCHOBHOM main, basic, major; B oc
HOBHOM mainly, in the main
ocHoBaiBaTh found, establish
ocoBenno particularly, in particular
ocobentocts peculiarity
oco6eHHbHi peculiar, particular
ocoGnit particular, special
ocymecTnATs realize, accomplish
oTBeT answer, reply; HeMedJIeHHEIH
oTBeT prompt reply; B OTBeT
Ha Bame nuceMo in reply (an-
swer) to your letter .
oTaenbHo separately
oTHenbHbIH separate; B OTHAE/IBHOM
flakeTe (nucbMe) under sepa-
rate cover, in a separate envelope
OT3bIB review, opinion; 7aBaTh OT3LIB
review, give one’s opinion on
ortxaspBathen decline, refuse
oTknaAsiBaTe (O Cpoke) postpone,
- put off
OTKNIOHATh (Tpe/UIoKeHUe, TPHUTIIa-
weHue u T1.0.) decline (a pro-
position, invitation, etc.)
omHoweHne relation, concern; B o1
HomeHuy in relation to, in respect
of, in (with) regard(s) to, as far
as ... is (are) concerned; Bo Bcex
oTHoiueHuAX in all respects
ornpagnaT dispatch, forward, send
OTTHCK reprint
olLeHMBaTh appreciate, value
oLeHKa appreciation, evaluation
ouepens queue, turn, line; no ouepe-
oM in turn
oumbka error (B pacyeTax), mis-
take; mo ommbGke by mistake;
[ONyCKaTh, COBepUIaTh OLIHOKY
make an error (mistake)
o1 GOUHbIH erroneous

n

nepebiii first; Bo-mepBBIX (BO-BTO-
pex ® T.4.) firstly (secondly,
fetc.), in the first (second, etc.)
~ instance
neperosopsl negotiations, talks; Bec
TH TepeloBOpHl negotiate, carry
on negotiations
nepemucka correspondence; Bo306G-
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ag8UATh  TEPemMcKy  rene
cofrespondence

nevay™ (B THXOTpachum) prif
1eIATATHCS £0 1o press 1

neya bl TIEYATHBL Jrucr signat
yire; neyaTHBIY 3Hak symbol
are/lb 3TOTO fmcbma the Beary
of this letter

mouto#i by suriace mail, oTnpas-
nATH mouTol post, mail; modTO-
soe orpenehue Post Office; oy
TOBRIH SIMK post-boX; MOYTATE
OH postman; IaBHEIK NOYTAaMT
E  General Post Office (GPO)
peaaHHsii Bam Yours truly, Truly
yours

poxmyCPIBATBCH Ha  (ra3 =
nﬂaﬂ) subscribe to( (ae;y;ga;(m pemBHAeTH anticipate, foresee
neWSPaper, journal, etc.), take o ‘wpepen limit; B TpepAenax within
) : ' (the limits)

a subscription for (a magaz

. newsbaper, etc.) LpeAycMaTpHBaTh provide for, make

nonpoﬁ“o in detail . provisions for, envisage
nonpofHoCTd detail, particularity - npepmecTByonpi previous, prece-
nonp06llblﬁ detailed ; ding, foregoing, foreruning

iipexae before, prior to
npACA3aTh KOTO-JL. invite smb.,
extend to smb. an invitation;
HMeTh YeCTh OpUTTIACHTh have
the honour of inviting
IpUrnauIeHHe invitation;
*  ppurmameHme accept an invita-
tion;, OTKa3aThCA OT MNpHITIALIC-
Hus decline an invitation
IpM3HATENBHOCTD gratitude, thank-
fulness )
npK3HATEIbHBIA grateful; thankful;
6LITh NpH3HAaTENBHBIM KOMY-II.
3a yro-n. be grateful (thankful,
obliged) to smb. for smth.
rpunarats attach, enclose; NpHIaraTh
: K enclose herewith (herein)

noaTEe PRASTS acknowledge, cond
fip; FMORTBEDXNaTh momyuennd
agnowledge (the) receipt of]
HacTOALIMM NOATBepX)HaeTCs t

is 10 acknowledge
nogTEePKACHIE confirmation

nonxofm'"’ suit

nouxogﬁumﬁ suitable
nospg®Te allow, avail oneself
the Opportunity
nonard™ consider, presume; nona
rasbca (Ha) r_ely (on, upon)
ronoxeHue position, situation; cta
pufP KOTO-TL. B 3aTpyIHHUTEIE
mot TONOXEHHe cause smb. a
ingonvenience
nomy$T™ Teceive, obtain; momyua g
auchMO Teceive a letter; nonyuva
- gapHble (pesymuTaTei) obtain
data (tesults)
nonyye¥He IeceiPt; no momyueHum
on receipt of
—— help
nomotP help, assistance; okasnsars$
oMotk render (give) help; npere ]
nardTh KOMY-IL cBoIO TIOMOIIE
offer smb. one’s help; o6pamari-
K KOMY-I. 3a mnomowpio Jh
approach smb. for help; npocuts ‘
nomou ask for help; npu mo-}
Mo by means of :
nonpapk2 amendment; penars -8
npaBxY make an amendment ‘
nogra Post, mail;  aBuwanouroit by |
air mail, Par avion; o6nmumon P

K kHure appendix

npuMeHeHHe application

npumensats employ

npaBo (aBTOpCKOE) copyright; co-
XpaHATh aBTOPCKOS npaso re-
serve the copyright

; mpuem Ieception; yCTpOMTE npueM
arrange a reception

NpHHKMATh KOIO-JL receive smb.;
TIpMHAMATH N03ApaBiIeHHe aceept
smb.’s congratulation

IpHIMHA Cause, reason

NpUYHHATL CaUse

npoBepxa verification,
check-up

npoBepaTs verify, check

POBOMTh conduct, carry out

POCHTD ask, request (Gonee Bex-
nusas GpopmMa)

checking,

TIPUHATD

npunoxenye enclosure, NPRIOKeEHHE -

MPOCMOTP SUIVEY

npocsGa request; B COOTBETCTBHH
¢ Bame#t npocsGoH, COTNacHo *
Bauwe#t mnpockGe in accordance
with your request, as requested
by you; ofpamlathci K KOMY-JL
¢ npocs6oit approach smb. with
a request; yOBJIETBOPATD, KCIOM-
HATH YbI0-11. MPOCHOY comply with
smb.’s request, meet smb.’s requ-“
est; no ubel-. mpockGe at smb.’s
request

| 4

paspeiuats permit, allow

paspelieHue permission

panbiie before, earlier, prior to

pacmicKa receipt

pacIMCHIBATHCA Sign

pacnpeaenexue distribution

pacrTipefensith distribute

paccMaTpuBaeMbii under considera-
tion

paccMaTpuBaTh conside; give conside-
ration to smth.; paccMOTpeTb
ponpoc deal with a problem

paccMoTpeHue consideration

paccMTHIBATL calculate

pacuer calculation

periaMeHT time-limit; ycraHaBnM-
pate pernament fix the time-
limit

peryJiipoBaTh settle, adjust; (y)pe-
TyIMpoBaTh BOMPOC settle the
matter

pedepar abstract, essay, paper

pedepupoBaTh review, read

pyxa hand; umemoumitcss  (MOR py-
xo#) on (at) hand

pYKOmACE manuscript (MS)

C

ceepenns  information; OpHHATS: X
cBemeHyo note, take notice of;
JOBOMMTL 10 CBefeHHA inform,
notify

cBepKa revise

cBepATh TEVise

cBHMIaHNE (penoBoe) appointment

cBOEBpeMeHHO in due time, timely,
duly, in due course

173



CBOHCTBO property, feature
CBA3BIBATBLCA C KEM-JI contact smb.,
get in touch with smb.
CBA3bL connection; MeXIyHapogHas
cBsA3b international links - (ties);
B CBA3Y C in connection with;
B CBA3M C 3THM "in this connec-
tion
cemuHap workshop
CKOpO s00m; KaK MOXHO CKoOpee
at your earliest convenience
CKOpeIt prompt, urgent, fast; cko-
pEIf OTBeT prompt, urgent reply;
B OXHMIAHHH CKOpPOTO OTBETA OT
Bac awaifing your urgent reply
chyuaii case, occasion, chance, op-
portunity; ynyctuTs ymoGHBIM
cryyait miss the opportunity;
B CQydae in case of; Bocnons3o-
BaTeCA CiIyyaeM make use of the
opportunity
cHaGxkare supply, furnish, provide
CHaGeHue supply
cHuxarh reduce, lower
cHHokenke reduction, lowering
cHocka foot-note
coGonte3noBanne condolence; BhIpa-
KaTk KOMY-JI, CBOe COBOe3Ho-
BaHue express one’s condolence
for smb.; nepenapars ybe-11. coGo-
Je3HOBaHHe present  (convey)
one’s condolence
‘cobose3HoBaTs condole
COBMeCTHbIH joint
CcoBMNaaare coincide
coBnajehye coincidence
corjacue consent, accordance
coryacHo according to, in accor-
dance with, as per
Cornamarbca to agree; CoraluaTbed
C YbMM-I. TpelUIOXKeHHeM agree
to smb.’s proposal :
COrnauieHHe agreement; NOCTHUFaTh
COTJIALICHUA, NPUXOOUTH K CO-
TnaieHHIo come to (reach, arrive
at) an agreement
COXalleHne regret; BHIPaXKaTh CBOe
CoXaNlieHHe M0 TNOBGHAY eXpress
regret at; K coxaeHmio unfor-
tunately; x coxaneHuio (koro-i)
to one’s regret
coxanersb regret
€O3bIBaTh (KOH(epeHUMIO, KOHpece
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P
o

M TaL) convene, convoke
conference, congress, etc.) -
cooGpaxenme consideration,
BLICKA3bIBATE CBOU COO6paxeH;
make one’s observations, eXp1¢
one’s views ]
coobuwat (KoMy-i. 4rto-n.) info
smb. of (about) smth., advj
smb. of smth.; coo6umary M3Be
THA CONvey news; cooGIaTh cB
TeHus communicate (convey, p
sent, give) information )
cooGuenne information, commug
cation
COOTBeTCTBEHHO accordingly, res
tively
COOTBETCTBHe correspondence; B,
OTBETCTBHH C in accordance witils
in compliance with, in agreem
with; B cormacuu c in keeplE-
with - y
COOTBETCTBOBATL correspond yBaxcawomuit  Bac

(other) hand; o6Ge cTopoHsl TIpHULTH
K cormnaiueHmo both parties came
to an agreement

E cxema circuit, scheme

¥ caurats deem, consider; ecii Bui
cuyTaeTe Heo6xoaumelM if you
deem (consider) it necessary

T

TeYeHHe Course; B TedeHue in the
course of

| Tepax circulation N

s TOYHOCTH exactness, precision

E roummlit exact, precise

tpeGoBanue demand, requirement;

! YAOBRETBOPATH TpeGOBaHMe
satisfy, meet the demand

rpeGosarte demand

AR

(c yBaxeHueM

(to), agree, be in agree ne Kk Bam) respectively yours, yours
with d
hy: 3 respectively
codyBcTBHe  sympathy; BrIpa ! ymepenne assurance
KOMY-Jl. CBOE COYYBCTBHE -

. yBepATH assure

. ymoGHbii  convenient; eciM 9TO

i yao6uo maa Bac if it is conve-
venient for you

yRobcTBO convenience

YIOBONLCTBHE Dpleasure; UMeTh Y0~
BonbcTBMe have the pleasure of
(gerund), be pleased (infinitive)

yka3aHwe instruction (indication);ga—
BaTh KOMY-JI. YKa3aHHA give
instructions to smb. on smth.

yxaspsate show, indicate, point
out

L ynywuarts improve

¥ ynydiueHHe improvement

ycnoBue condition, stipulation; 06s-
3aTeNIbHOe YCoOBHe indispensable
condition; Opy NaHHLIX YUIOBHAX
under existing conditions;, mpu
TIpOYHX PAaBHBIX YcIoBHAX other
things being equal

ycranasymMBaTh establish; ycraHoBuTs
KOHTaKT (CBA3b) C KeM-Jl. estab-
lish contact with smb.

yYBepxaam assert, confirm, approve

press one’s sympathy for s
nepeflaBaTh 4Ube-1i. CoGONe3HOR
Hde present (convey) one’s gy
pathy

cnocoGHocTs ability; mo mepe cE
cnocoGHocret to the best
one’s abilities

cnpaska information, reference;
BOJMThH CIPaBKH O inquire (mal
inquiries) about; o6pautarsca’
KOMY-J. 33 CHpaBKo#t apply
smb. for information

cnpaBourMk reference book, 3
book .

ceninatbent (Ha) refer (to), cite g

ceplnka reference, citation E

crare  article, contribution; Ha
CaTh CTaThI0 (B >KypHanm W T
contribute to (a journal, etc.)

CTeCHeHHe — Ge3 CTecHeHHA Wit
hesitation

cTopora side, part; co cropol
Koro-n. on the part of sm
¢ Bameii (mameti) cropoHmh .o
your (our) part; ¢ omHoH (mp¥
rof) cropoHsl on the o

YyTBepxnaeHWe assertion, confirma-
tion, approval

yTpara (Tsaxkas) bereavement; mo-
HECTH TSDKKYIO yTpaTy suffer a
severe (terrible) bereavement

ywmThBath consider, take into ac-
count (consideration), take account
of; #e yuuteiBath fail to take
into account (consideration)

X

xyionotsl trouble; GrmaromapuM Bac
3apaHee 3a Baiue xnonoter we
thank you beforehand for your
trouble; npocuM u3BHHeHMs 32
npyuMHeHHple Bam xsomoTel (B
3TOM [Jene) we apologize for
the trouble given you (in the
matter)

I
UMpKYAp circular

4

yacTu4Ho partially, in part

4acTh part

yepe3 through, via

YecTp honour; umel0 YecTb IIp-
rjacute Bac 1 have the honour
to invite you; uMei0 uecTh coO-
o6uwuTe Bam I wish to inform
you

m

urar step; HOpeANpHHHMATE LUAarH
take steps :

3

3K3EMILIAP COPY; KOHTPOJIBHBIA 3K-
3eMIUIEp cOpy on approval, cur-
HAJIBHBIA 3K3eMILAp -advmqe
cOpy; B IBYX 3K3eMIULIpax In
duplicate, in two copies; B Tpex
sx3eMiupipax in triplicate, in
three copies



	Book
	Introduction
	Contents
	Section One
	Make-up of the letter
	The Heading
	The Date
	The Inside Address
	The Opening Salutation
	The Body of the Letter
	The Closing Salutation (Subscription)
	The Signature
	Supplements in Official and Business Letters

	The envelope
	The Layout of the Envelope
	Envelope Supplements

	Exercises

	Section Two
	Informing about sending printed matter
	Acknowledging receipt of letters of printed matter
	Replying to letters
	About dates in the body of the letter
	Exercises

	Section Three
	Gratitude, thanks and appreciation
	Courtesy and kindness
	Exercises

	Section Four
	Request
	Attention and consideration
	Exercises

	Section Five
	Regret, apology and refusal
	Exercises

	Section Six
	Inquiry
	Information and interest
	Help and advice
	Exercises

	Section Seven
	Reprints, abstracts, publications
	Contribution of papers for publication
	Exercises

	Section Eight
	Invitations for special occasions
	Official Invitation
	Informal Invitation

	Letters concerning visits and hospitality
	Letters concerning appointments
	Letters of introduction
	Exercises

	Section Nine
	Organisation of congresses, conferences, etc.
	Call for Papers
	Invitation to Participate in the Work of the organizing Committee

	Inquiring for information
	Invitations to congresses and conferences
	Sending Out Invitation
	Accepting and Declining Invitation to Scientific Meetings
	Accepting and Declining Abstracts of Papers

	Exercises

	Section Ten
	Congratulations
	Greetings and wishes
	Sympathy and condolence
	Exercises

	Supplement
	Telegrams


	Russian-English Vocabulary




