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1. Poczatek:
Dear Carol, / HiTom, /Hello Mary,
2. &Y;ign:

It was great to hear from you. /Thanks for your recent letter. /
I'm sorry I haven’t written for so long, because I was busy. /
Tapologise (I'm sorry) for not writing to you.

3. Informacje:
4 X informacja

4. Zakoriczenie:
Give my love to Tom / Kate. / Give my regards to your parents. / Hope to hear from you./
Tlook forward to seeing you. /1 look forward to hearing from you. / Write soon,

5.Z rzecznosci 1 ist:

All the best,/ Best wishes, / Lots of love, / Love, / Take care,
6. Podpis:

XYZ
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Poczatki listow prywatnych réznego typu:
1. List z przeprosinami:

I'm writing to apologise for ... /T'm really sorry that I forgot about...

2. List z zaproszeniem:

I'm writing to invite you to....

3. List z prosba;

I'm writing to ask you for your help (advice). /I'm writing to ask you to do me a favour,

/T would like to invite you to my party.

Listz igke niem:
I’m writing to thank you so much for...

5 i

T'm writing to congratulate You on passing your exams. /
Congratulations on your wedding day!

6. List z wiadomogciami:

I’m writing to tell you that...

oficjalny

1, Poczatek:
Dear Sir or Madam, / Dear Mr (Ms / Mrs) Smith,

2. Wstep:

Tam writing to...

3. Informacje:
4 X informacja

Zakoriczenie:
Tlook forward to hearing from you.

S, Zwi nosciowy kori ist:
*Jesli list zaczyna si¢ od “Dear Sir or Madam,” list koficzymy: Yours faithfully,
*Jesli list zaczyna si¢ od “Dear Mr (Ms) Smith,” list koficzymy: Yours sincerely,

6. Podpis:
XYz
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Poczatki listow oficjalnych réZnego typu:

1. List z prosbg o informacje:

I am writing in connection with an advertisement for your English course. /
Tam writing to ask for some information. / I am writing to enquire about ...

2. List z reklamacia / zazaleniem:

T'am writing to complain about my watch I bought last week.

T am writing in connection with your last article.

Podani ie ra

I'am writing in response to your Jjob offer concerning the post of a waiter. /
I'am writing in reply to your job offer concerning the post of a waiter, /
Tam writing in connection with your job offer concerning the post of a waiter.





