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Introduction

Welcome to Essential Business English for Office and Business Workers. In today’s globalized
world, effective communication is pivotal to success in the business environment. This book is
designed to equip you with the essential English language skills needed to navigate the dynamic world
of office and business settings with confidence and professionalism.

In this comprehensive guide, you will find a wealth of practical vocabulary, useful phrases, and
valuable insights tailored specifically for business contexts. Whether you are a seasoned professional
seeking to refine your communication skills or someone new to the corporate world aiming to build
a solid foundation, this book provides the tools you need to excel.

The content is organized to address key aspects of business English, including:

— Workplace Communication: Master the art of small talk, professional etiquette, and
effective interaction in various business scenarios.

— Telephone Etiquette: Learn how to handle business calls with confidence, including
making and receiving calls, managing difficult conversations, and ensuring clarity in communication.

— Handling Difficult Conversations: Gain strategies for navigating challenging discussions
and resolving conflicts professionally and diplomatically.

— Report Writing: Develop your skills in crafting clear, concise, and impactful reports that
convey your message effectively.

— Resume and CV Writing: Discover best practices for creating compelling resumes and
CVs that highlight your qualifications and achievements.

Each section includes practical examples, real-world dialogues, and exercises to help you apply
what you learn. Additionally, bilingual translations are provided to support your understanding and
facilitate ease of learning in a bilingual environment.

As you progress through this book, you will gain the confidence and competence needed
to thrive in any business setting. Effective communication not only enhances your professional
interactions but also contributes to achieving career success and fostering positive relationships in
the workplace.

Thank you for choosing this book as your guide to mastering business English. I hope it serves
as a valuable resource and supports your journey toward achieving your professional goals.

Acknowledgments

I begin by expressing my profound gratitude to God for the wisdom and insight that have guided
me throughout the process of writing this book, ESSENTIAL BUSINESS ENGLISH FOR OFFICE
AND BUSINESS WORKERS. His guidance has been a source of strength and inspiration, making this
endeavor possible.

I am also deeply thankful to my family and friends for their unwavering support and
encouragement. Your belief in me has been a constant source of motivation.

A special note of thanks goes to my esteemed colleagues and fellow educators. Your insights
and constructive feedback have significantly enriched this book, making it a more valuable resource
for learners and travelers.

I am grateful to the translators for their meticulous work in ensuring the accuracy and clarity
of the Russian translations. Your dedication has greatly contributed to the quality of this book.

I would also like to acknowledge the support of the publishing team and everyone involved
behind the scenes. Your professionalism and commitment have been essential in bringing this project
to fruition.

Additionally, I am proud to mention my professional certifications, including those from
Cambridge Assessment UK, the American University of Central Asia, and the World TESOL/
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TEFL Academy UK. These qualifications have equipped me with the expertise to create educational
resources that meet high standards of teaching excellence.

Lastly, I extend my heartfelt appreciation to my readers and students. Your enthusiasm for
learning motivates me to continue developing resources that can make a positive impact on your
journeys.

Thank you all for being an integral part of this journey.

Anyanwu Anthony Ikechukwu
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Introduction to business english

The importance of Business English cannot be overstated, especially in today’s globalized world
where clear and effective communication is key to success in the workplace. Here’s why Business
English is vital:

1. Global Communication

— Universal Language: English is widely recognized as the global language of business.
Proficiency in Business English allows professionals to communicate with colleagues, clients, and
partners from different countries, facilitating smoother international operations.

— Cross-Cultural Understanding: Business English includes language and etiquette that
help navigate cultural differences, ensuring that messages are conveyed respectfully and appropriately
across diverse cultures.

2. Professionalism and Credibility

— Clear and Concise Communication: Business English emphasizes clarity, precision, and
brevity, which are essential for conveying ideas effectively in professional settings. This reduces
misunderstandings and errors.

— Professional Image: Mastery of Business English enhances one’s professional image. It
reflects competence, confidence, and attention to detail, which are crucial for building trust and
credibility with colleagues, clients, and stakeholders.

3. Effective Business Operations

— Efficient Meetings and Presentations: Business English provides the necessary tools for
conducting and participating in meetings, delivering presentations, and engaging in negotiations. This
ensures that ideas are expressed clearly and decisions are made effectively.

— Productive Correspondence: Whether it’s writing emails, reports, or proposals, Business
English equips professionals with the language skills needed to craft documents that are clear,
persuasive, and professional.

4. Career Advancement

— Job Opportunities: Proficiency in Business English is often a prerequisite for many jobs,
particularly in multinational companies. It opens doors to career opportunities that require interaction
with English-speaking clients or colleagues.

— Networking: Business English allows professionals to build and maintain networks with
other industry experts and professionals worldwide, which can lead to career growth and new
opportunities.

5. Customer Relations and Client Satisfaction

— Effective Customer Service: For professionals working in customer-facing roles, Business
English is essential for understanding and responding to client needs effectively, ensuring high levels
of customer satisfaction.

— Negotiation and Persuasion: Business English includes specific language for negotiating
deals and persuading clients, which is key to successful sales and client relations.

6. Adaptability in a Changing Business Environment

— Remote Work and Digital Communication: With the rise of remote work and digital
communication, Business English is crucial for participating in virtual meetings, writing professional
emails, and collaborating with global teams.

— Staying Competitive: In an increasingly competitive job market, proficiency in Business
English can set professionals apart from their peers, making them more valuable to employers and
clients.
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In summary, Business English is not just about language; it’s about communicating effectively
and professionally in a business context. It is an indispensable skill that enhances individual and
organizational success.

Common business english phrases and expressions

These phrases, along with their Russian translations, will be valuable tools for professionals
working in bilingual environments or dealing with Russian-speaking clients and colleagues.

OtH ppa3bl ¥ UX NEPEBOIBI HA PYCCKUIA SI3BIK OyAyT HEHHBIMA WHCTPYMEHTaMU AJIs Tipodec-
CHOHAJIOB, Pa0OTAIOIIMX B JIBYSI3BIYHOW Cpejie WM UMEIOIIHX JIeJI0 ¢ PYCCKOS3BIYHBIMU KJIMEHTAMU
Y KOJIJIETaMH.

1. General Business Communication

— As per our conversation...

— B cOoOTBETCTBHM C HAIIMM Pa3rOBOPOM. ..

— Please find attached...

— B npunoxenun. ..

— P’m writing to inform you...

— IMumnry, 9T06B COOOIIUTH BaM. . .

— Could you please clarify...?

— He moryu Obl BBl yTOYHUTS. .. 7

— Let’s touch base...

— JlaBaiiTe cBSKEeMCHI. ..

2. Meeting and Presentation Phrases

— Let’s get started...

— JlaBaiiTe HAUHEM. ..

— I’d like to emphasize...

— 4 xoTen Obl IOMYEPKHYTh. ..

— Does anyone have any questions?

— V koro-HuOyAb €CTh BOMPOCHI?

— Let’s move on to the next point...

— Ilepeiiem K cienyromemy MmMyHKTY. ..

— Thank you for your time and attention.»

— Crnacu6o 3a Bailie BpeMs 1 BHUMaHUE.

3. Negotiation and Persuasion

— We’d like to propose...

— MBI XoTemnu Obl PEIOKUTS. . .

— Can we find a middle ground?

— MosxeMm Jiid Mbl HATU KOMITPOMUCC?

— This is a win-win situation...

— D710 cuTyarysi, BHITOAHAS TSI BCEX. . .

— We’re open to discussing further...

— MBI rOTOBBI IPOJOIKHUTE OOCYKJICHHE. . .

— Let’s finalize the details...

— JlaBaiiTe yTOYHUM JIETAJIH. . .

4. Customer Service and Client Relations

— How can I assist you today?

— Yem Mory momodb BaMm cerogHs?

— We apologize for any inconvenience caused.

— INpuHOCKMM U3BUHEHUS 32 IPUUYMHEHHbIE HEYI0OCTBA.

11
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— I’ll follow up with you shortly.

— 41 cBsIKyCh ¢ BaMu B OnvpKaidinee BpeMsl.

— Thank you for your business.

— Crnacu60 3a COTPYIHUYECTBO.

— Is there anything else I can do for you?

— Mory 1m 1 ellie 4emM-To OMOYb?

5. Email and Written Communication

— I hope this email finds you well.

— Hagetoch, 4TO 3T0 MUCHMO 3aCTaHET Bac B JOOPOM 3/1paBUM.
— I would appreciate your prompt response.
— Byny npusHaresieH 3a ObICTpBIi OTBET.

— Please let me know if you have any questions.
— Coo0mmuTe, MokKayicTa, €Cliy y BaC BOSHUKHYT BOIIPOCHI.
— Looking forward to hearing from you.

— C HeTeprieHMEM XK1y Balllero OTBETA.

— Best regards,

— C yBaxeHueM,

6. Expressing Opinions and Suggestions

— In my opinion...

— Ha moit B3r1471. . .

— I suggest that we...

— ¢1 nmpenyiarai, 4TOOBI MHI. . .

— It might be worth considering...

— Crout paccMOTpeTh BO3MOXHOCTb. ..

— From my perspective...

— C Moeii TOYKH 3peHus. . .

— We should take into account...

— Mmn AOJIKHBI YYUTHIBATD. . .

7. Time Management and Deadlines

— Can we extend the deadline?

— Mosxem Jii Mbl TPOJTUTH CPOK ?

— We’re on track to meet the deadline.

— MBbl ycnieBaeM K CpOKYy.

— Please prioritize this task.

— Tloxanyiicra, oTnaiTe MPUOPUTET ITOM 3a1a4e.
— We need to expedite this process.

— HaMm HyXHO yCKOpHUTB 3TOT IpoLecc.

— Let’s schedule a follow-up meeting.

— JlaBaiite 3arulaHUpyeM BCTpedy ISl OOCYKISHHS TAaTbHEUITINX ISHCTBHIMA.

8. Handling Problems and Challenges
— Let’s address this issue...

— JlaBaiiTe penmm 3TOT BOMpPOC. ..

— We’re facing a challenge with...

— MB#I cTasikuBaemcs ¢ TPYAHOCTBIO. . .
— What are our options?

— Kakue y Hac ectb BapraHTbI?

— We need to find a solution.

— Hawm HyXHO HaliTu pelueHue.

— Let’s work on a contingency plan.

12
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— JlaBaiite pa3paboTaeMm 3aracHOM I1aH.
Chapter 2
Professional greetings and introductions

Formal and informal greetings

Formal Greetings

— General Greetings:

English: Good morning, Mr./Ms. (Last Name).

Russian: [Io6poe yTpo, rocnionus/rocnioxka (Pamums).

English: Good afternoon, Mr./Ms. (Last Name).

Russian: [1o6pwiit neHs, rocnogus/rocnoxa (Pamvmms).

English: Good evening, Mr./Ms. (Last Name).

Russian: [1o6psiii Beuep, rocnopun/rocroxa (Pamvums).

English: Hello, Mr./Ms. (Last Name). How are you today?

Russian: 3xapascrByiite, rocnonun/rocnoxa (Gamumus). Kak Bol cerogus?

— Meeting New People:

English: It’s a pleasure to meet you, Mr./Ms. (Last Name).

Russian: [IpusaTHO MO3HAKOMUTBCS ¢ BaMU, rocrioguH/rocnoxa (Pamumnms).

English: Allow me to introduce myself, I'm (Your Full Name), (Your Position).

Russian: Pazpemre npeacrasuteces, s (Barme [TonmHoe Nmst), (Bama JJomkHOCTS).

English: I'm pleased to meet you. My name is (Your Full Name).

Russian: Pan (a) ¢ Bamu no3Hakomuthesi. Menst 30ByT (Barne I[Tostnoe Umst).

— Formal Meetings or Events:

English: Thank you for meeting with me today, Mr./Ms. (Last Name).

Russian: Cnacn60, 4T0 BCTPETUIIMCH CO MHOM CEerofHs, rocnoarH/rocroxa (Pamums).

English: I appreciate your time. How have you been?

Russian: { uenio Baie Bpems. Kak Bbl noxxuBaere?

English: It’s an honor to meet you, Mr./Ms. (Last Name).

Russian: [1;1s5 MeHs1 4yecTh BCTPETUTHCS ¢ BaMU, rocrioguH/rocroxa (Pamunms).

— Formal Greetings on the Phone:

English: Good morning/afternoon/evening, this is [Your Full Name] speaking. How may I
assist you?

Russian: lo6poe ytpo/nenn/Beuep, 310 ropoput [Bame [Tomnoe Mmsi]. Yem s mory Bam
MOMOYb ?

English: Hello, Mr./Ms. (Last Name). This is (Your Full Name) from (Company Name). How
are you?

Russian: 3apasctByiite, rocnionuu/rocnoxa (Gamunust). to (Bare [Tornoe Nmst) u3 (Hasga-
Hue Kommnanun). Kak Bb1?

— Formal Written Greetings (Letters/Emails):

English: Dear Mr./Ms. (Last Name),

Russian: Yeaxaemnlii (ag) rocnogus/rocnoxa (Pamums),

English: Dear Dr. (Last Name),

Russian: YBaxaemsiii goktop (Pamumnms),

English: To Whom It May Concern,

Russian: Komy sto mosxket kacatbes, (for very formal contexts)

— Formal Greetings in Meetings or Presentations:

English: Ladies and gentlemen, thank you for joining us today.
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Russian: [lambl u rocniona, cnacu6o, 4To MPUCOSINHIIIUCH K HAM CETOIHS.

English: I would like to extend a warm welcome to Mr./Ms. (Last Name).

Russian: [ xotesn (a) Ob1 BHIPa3uTh TETLIBINA MPUBETCTBHS rocnoauHy/rocroxe (Pamums).
English: We are honored to have you here today, Mr./Ms. (Last Name).

Russian: Mb1 pajipl BUJETh Bac 3/1€Ch CerofHsi, rocrnoaun/rocnoxa (dGamumnms).

Informal Greetings

— General Greetings:

English: Hi, (First Name)

Russian: IIpuser, (Mms)

English: Hello, (First Name)

Russian: 3xapascryiite, (Mms)

English: Hey, (First Name)

Russian: i1, (Mms)

English: Hi there

Russian: ITpuser!

— Meeting Someone New:

English: Nice to meet you, (First Name)
Russian: [IpusatHo noznakomutsbest, (Mmst)
English: I'm (Your First Name). How’s it going?
Russian: {1 (Bame Nms). Kak gena?

English: Hey, 'm (Your First Name). What’s up?
Russian: Ilpuser, a (Bawe Nms). Yto HoBOro?
English: Great to meet you! I'm (Your First Name).
Russian: Paj (a) mosnakomutscs! S (Bame Mms).
— Starting a Conversation:

English: How’s your day been so far?

Russian: Kak npoxoaut Bai ieHb?

English: What’s new with you?

Russian: Yo HoBOrO y Bac?

English: How’s everything going?

Russian: Kak uayt nena?

English: What are you working on today?
Russian: Hajg uem Bb padoTtaerte cerogus?

— Informal Follow-ups:

English: Did you have a good weekend?
Russian: Kak nporutu BeixoqHbie?

English: How was your evening?

Russian: Kak npornuio Baiie Beuep?

English: Any plans for today?

Russian: Kakue mians! Ha cerogus?

English: Got any exciting plans for the weekend?
Russian: Ectb kakue-To MHTEpECHBIE TJIaHBI HA BBIXOAHBIE?
— Casual Workplace Interactions:

English: Hey, have you seen (Colleague’s Name) today?
Russian: IIpuser, ol ceronns sunenu (Mms Komnnern)?
English: «What’s the latest with (Project/Task)?
Russian: «Yro Hooro ¢ (ITpoektom/3anaueit)?
English: Do you want to grab coffee later?
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Russian: Xouenib BoIUTL KOe mo3xe?
English: Want to catch up over lunch?
Russian: Xouers mooOmarbest 3a 06erom?
— Casual Written Greetings (Emails/Chats):
English: Hi (First Name),

Russian: ITpuser (Mms),

English: Hey (First Name),

Russian: i (Ums),

English: Hello (First Name)

Russian: 3xapascrByiite (Mms)

English: Hey there

Russian: IIpuser

— Casual Greetings in Meetings or Social Gatherings:
English: Hey everyone, how’s it going?
Russian: IIpuset Bcem, Kak aena?

English: Hi all, what’s up?

Russian: [Ipuset Bcem, uTo HOBOTro?

English: Hi team, how are we today?
Russian: [Ipuset, koMaH/1a, Kak Mbl CEroiHs?
English: Hello, folks! What’s happening?
Russian: 3npascrsyiite, pedsara! Yto HoBoro?

Introducing yourself and others

Informal Ways to Introduce Yourself

— Basic Introduction:

English: Hi, 'm (Your First Name).

Russian: Ilpuser, s (Bawe Nms).

English: Hey, 'm (Your First Name). Nice to meet you!

Russian: 911, s (Bame WMwms). [TpusitTHO no3HakOMUTHCs !

English: «Hello, I'm (Your First Name). What’s your name?

Russian: 3npasctByiite, 51 (Bame Nms). Kak Bac 30ByT?»

— Adding Context:

English: Hi, I'm (Your First Name). I work in (Department/Role).

Russian: IIpuger, s (Bame Nms). 9 padotaio B (Otaen/Pois).

English: Hey, 'm (Your First Name). I'm new here and just wanted to say hi!
Russian: 91, g (Bawe Mms). S HoBU4OK 31€ch 1 X0Tel () MpOCTO NO310POBaThCS
English: «Hi there, I'm (Your First Name). I've just joined the team.

Russian: «[Ipuser, s (Bamme Nms). $1 Tonbko uTo mpucoequHmiIcs (acb) K KOMaHie.
— Mentioning Interests or Hobbies:

English: Hi, I'm (Your First Name). I'm really into (Hobby/Interest). What about you?
Russian: IIpuger, s (Bame Nms). Mue ouens HpaButcs (Xoo0u/HUaTtepec). A Bam?
English: Hey, 'm (Your First Name). I love (Activity/Hobby). Do you have any hobbies?
Russian: 21, g (Bamre Ums). 51 mo6mo (destensHocTh/ X0001). ECTh 1 y Bac X0601?
— Casual and Friendly:

English: Hi, I'm (Your First Name). Just thought I’d introduce myself

Russian: IIpuser, s (Bame Mwmst). Penmn (a) npeacraButhest

English: Hey, 'm (Your First Name). What’s up?

Russian: i1, g (Bame NUmsa). Kak nena?
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English: Hello I'm (Your First Name). It’s great to meet you

Russian: 3xapasctyiite 4 (Bame Wms). IIpusatHO no3HaKOMUTBCS

— In a Group Setting:

English: Hi everyone, I'm (Your First Name).

Russian: IIpuser Bcem, s (Bame Ums).

English: Hello, 'm (Your First Name). Just joined the team!

Russian: 3xapascryiite, s (Bame Nms). Tonbko uto npucoequHWiIcs (ach) K KoMaHje!
English: Hey folks, 'm (Your First Name). Looking forward to working with you all.
Russian: IIpuser, pedsaTa, s (Bame Ums). Pax (a) padortats ¢ Bamu.

— Informal Written Introductions (Emails/Chats):

English: Hi (Recipient’s First Name), I'm (Your First Name). Nice to meet you

Russian: ITpusetr (Mms [onyyarens), st (Bame Mms). [IpusTHO MO3HAKOMUTHCS

English: Hey (Recipient’s First Name), I'm (Your First Name). Just reaching out to say hi!
Russian: 211 (Mms [Nonyyarens), st (Bame Wms). [Ipocto xoten (a) mo3aopoBaThest
English: Hello (Recipient’s First Name), I'm (Your First Name). Looking forward to working

with you

Russian: 3npascryiite (Ums [Monyuarens), s (Bame Vms). Pag (a) padotats ¢ Bamu

Informal Ways to introduce others.

— Basic Introductions:

English: Hey, this is (Name).

Russian: IIpuser, ato (Ums).

English: I'd like you to meet (Name).»

Russian: { xoten (a) 661 npencraButh Bam (Mms).

English: Meet (Name), my (friend/colleague/etc.).»

Russian: IToznakombrech ¢ (Mmst), MouM (IpyroM/KoJuieroi/u 1.1.).

— Introducing at Social Gatherings:

English: This is (Name). We've been working together for (time
period).

Russian: Dt1o (MMms). MbI padotaem BMecTe (Tieproj] BpeMeH! ).

English: (Name), this is (Name). We’ve known each other for (time period).

Russian: (Mms), ato (Mmst). Mbl 3HaKOMBI (TI€PUOJT BpEMEHU).

English: I want you to meet (Name). We met through (common interest).

Russian: Xouy npencraButs Bam (Mmst). Mbl TO3HAKOMIJIHCH uepe3 (00U MHTepeC).

— Introducing in the Workplace:

English: Hey, (Name), this is (Name). They’re new to the team.

Russian: IIpuset, (MMms), 310 (MMs1). OHM HOBBIE B KOMaH/IE.

English: (Name), meet (Name). They’re handling [specific task/project].

Russian: (Mms), noznakombTech ¢ (MMst). OHu 3aHUMAaIOTCS (OTpejieieHHOM 3a1auei/poeK-

English: I'd like to introduce you to (Name). They’re our new (position.
Russian: { xoten (a) 6b1 npencraButh Bam (MMst). OHY HaIll HOBBIA (JOJKHOCTB).
— Introducing Friends or Family:

English: This is (Name), my (friend/sibling/etc.).

Russian: 1o (Mwms), moii (apyr/cectpa/ui T.1.).

English: «I'd like you to meet (Name). They’re one of my closest friends.»
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Russian: «f xoren (a) 661 mpencraButh Bam (Mms). OHM 0IMH U3 MOMX CaMBbIX ONU3KHX Jpy-
3ei.

English: (Name), this is (Name). We’ve known each other since (time/event).

Russian: (Uwms), 3to (Mms1). Mbl 3HaeM Jpyr apyra ¢ (BpeMst/coObITHE).»

— Introducing at a Casual Event:

English: Hey, everyone, this is (Name).

Russian: [Ipuser, Bcem, 310 (Mms).

English: This is (Name). (He/She/They) loves (interest/hobby).

Russian: 910 (Mms). (Or/Ona/OHn) modut (uHTEpec/x000m).

English: I want you to meet (Name). (He/She/They) just moved to town.

Russian: Xouy npexacrasuts Bam (Mmst). (On/Ona/OnHu) TONBKO YTO mepeexa (a) B ropo/l.

English: Say hi to (Name)! We’ve been chatting online for a while.

Russian: TToznopogaiics ¢ (MMst)! Mbi oO1iaemMcsi OHJIAlH yke HEKOTOPOe BpeMs.

English: (Name), meet (Name). They’re a great (friend/photographer/etc.) you'll love.

Russian: (Mms), nosnakombtech ¢ (Mms). Onn ommunbiid (apyr/gororpad/u T.4.), KOTOPBIA
BaM TIOHPABUTCS.

Formal Self-Introductions

— General Formal Introduction:

English: Good morning/afternoon/evening. My name is (Your Full Name). I am the (Your
Position) at (Your Company).

Russian: [lo6poe yrpo/nenn/Beuep. Mens 30ByT (Bame ITomroe Nms). S (Bama [JomkHOCTD)
B (Bamma Kommanus).

— Introducing Yourself in a Meeting:

English: «Hello, I'm (Your Full Name), (Your Position) at (Your Company). It’s a pleasure
to meet you all.

Russian: 3npascrsyiite, s (Bame [Tonnoe Mms), (Bama Jomkunocts) B (Bamma Komnanus).
[TpuATHO MO3HAKOMUTHCS C BAMU BCEMH.

— Introducing Yourself to a Client or Partner:

English: Good day, my name is (Your Full Name). I am the (Your Position) at (Your
Company). I look forward to working with you.

Russian: J1o6pwiii nens, meHs 3oByT (Bame [omnoe Nms). 4 (Bama JlomkHocts) B (Barma
Komnanus). 51 ¢ HeTepnieHneM K1y COTpYIHUYECTBA C BAMHU.

— Introducing Yourself in Written Communication:

English: «Dear (Recipient’s Title) (Recipient’s Last Name),

I am (Your Full Name), (Your Position) at (Your Company). I am reaching out to discuss
(Purpose of Contact).

Russian: YBaxaemsiii (as1) (Tutyn) (Gamums),

S (Barre IMonmHoe Ums), (Bama JomkHocTh) B (Bama Kommanwus). S o6paraiochk k BaM, 4TOObI
oocymuts (Llenb KoHrakra).

— Introducing Yourself in a Formal Presentation:

English: Ladies and gentlemen, my name is (Your Full Name), and I am the [Your Position]
at (Your Company). Today, I will be presenting on (Topic).

Russian: [lambl 1 rocniona, meHs 30ByT (Bare [TomHoe Nms], s (Bama JomkHocTs) B (Bara
Kommnanwus). Ceronns st Oyay BeicTynath Ha Temy (Tema).

— Introducing Yourself at a Networking Event:

English: Hello, I'm (Your Full Name). I work as (Your Position) at (Your Company). It’s a
pleasure to make your acquaintance.
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Russian: 3apascriyiite, s (Bame [TonHoe WUms). 4 padoraro (Bama [JomkHocTs) B (Barmma
Komnanus). IIpusiTHO MO3HAKOMUTHCS.

— Introducing Yourself in a Formal Email:

English: «Dear [Recipient’s Name],

My name is [ Your Full Name], and I am the [Your Position] at [Your Company]. [ am writing
to [Reason for Writing].»

Russian: «YBaxaewmbiii (as1) [Mms [Nonyyvarens],

Mens 3oyt [Baie [Tonnoe Nwms], u g [Bama Homxsocts]| B [Bama Komnanus].  nury,
yto0Ob! [[Ipnunna Hanucanus].»

— Introducing Yourself in a Formal Interview:

English: «Good morning/afternoon. I'm [Your Full Name]. I am currently the [Your Position]
at [Your Company], and I have [Number] years of experience in [ Your Field].»

Russian: «Jloopoe yrpo/nens. S [Bame [onmHoe Mmsi]. B Hactosimee Bpems s [Bama Jomx-
HocTh| B [Bama Kommnanwus], u y mens [KonudectBo] sier ombita B [Bama O6macts].»

— Introducing Yourself at a Business Conference:

English: «Hello, my name is [Your Full Name]. I represent [Your Company] as the [Your
Position]. I am looking forward to discussing [Topic] with you.»

Russian: 3apasctByiiTe, MeHs 30ByT [ Bamie [osnoe Mms]. A npencrasisio [Bara Komnanms]
B KauyectBe [Bamma JloimkHOCTh]. S ¢ Hetepnienuem xj1y oocyxaenus [Tema] ¢ Bamu.»

— Introducing Yourself in a Formal Group Setting:

English: «Hello, everyone. I'm [Your Full Name], the [Your Position] at [Your Company].
I’'m excited to be here and to collaborate with you all.»

Russian: «3xapasctByiite, Bcem. A [Baie [Tomnoe Mms], [Bama domxkHocts] B [Bama Kom-
nanus]. 5 pazg (a) ObITh 30€Ch U COTPYAHMYATH CO BCEMHU BaMHU.»

Formal Ways to introduce others.

— Introducing a Colleague:

English: Mr./Ms. [Last Name], I’'d like to introduce you to [Colleague’s Full Name],
[Colleague’s Position] at [Company Name].

Russian: «I'ocnonun/rocnoxa [®amunus], no3ponbte npeacraBuTh Bam [[lonHoe Ums Kon-
neru], [[domxuocts Komneru] B [Hazanue Kommnanuu].

English: «It is my pleasure to introduce [Colleague’s Full Name], who is [Colleague’s Position]
in our [Department/Team].

Russian: «/I1s menst ynoBosbcrBue npejactaButh [[TomHoe Mms Konneru], kotopslit siBsieTcst
[domxHocTh Komneru] B Hammem [ Otnene/Komanne].

— Introducing a Client or Business Partner:

English: «I'd like to introduce you to [Client’s Full Name], [Client’s Position] at [Client’s
Company].»

Russian: «Ilo3Bonbre mHe npeacraButh Bam [[lonoe Ums Kiwenra], [domxHocts Knuenral
B [Komnanusa Kiouenra].»

— English: «This is [Client’s Full Name], who is the [Client’s Position] at [Client’s Company].
I’'ve been looking forward to introducing you.»

— Russian: «3to [ITomnoe ma Kmuenta)], [[lomxnocts KuenTa] B [Komnanua Kimenra].
51 ¢ HeTeprieHUeM kIl BCTPEYU C BAMU.»

— Introducing a Speaker or Guest:

English: «Please join me in welcoming [Speaker’s Full Name], [Speaker’s Title/Position], who
will be speaking on [Topic].»

Russian: «[Ipucoenuanrtech KO MHe, 4ToObI npuBeTcTBOBaTh [[lonHoe Mms [loknamuukal,
[Tutyn/HJomxnocts JJoKmagunka], KOTOpblil BHICTYNUT Ha Temy [Temal.»
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English: «I am honored to introduce [Guest’s Full Name], [Guest’s Title/Position], who will
be sharing insights on [Topic].»

Russian: «Mue npustao npeacrasuth [[lomHoe WUmsa Tocra], [Turyn/Jdomxnocts Tocts],
KOTOPBIN MOJEIUTCS CBOMMHU MBIC/IsIMU O [Tema].»

— Introducing a New Employee:

English: I'd like to introduce our new team member, [New Employee’s Full Name], who will
be joining us as [Position].

Russian: [lo3BosibTe mnpeacTaBUTh Hallero HOBOro coTpydHuka, [[lomnoe WMmsa Hosoro
CorpynHuKa], KOTopslil OyeT padoTaTh y HaC Ha MO3UIUH [ [JoIKHOCTD].

English: «We are pleased to welcome [New Employee’s Full Name] to our team. [He/She/
They] will be taking on the role of [Position].»

Russian: «Mub1 pagpl npuserctBoBats [[lonHoe imsa HoBoro CotpyaHukal B Haileil komaHje.
[On/Ona/Onu] O6yaet (yT) 3aHUMATh JOJKHOCTH [[JOIKHOCTD].

— Introducing Two Contacts to Each Other:

English: Mr./Ms. [Last Name], meet [Contact’s Full Name], who is the [Position] at [Company
Name].

Russian: ['ocrionun/rocnioka [@Pamuius], nosHakoMbTech ¢ [ITonmHoe Mmsa KonrtakTa], KoTo-
poiit siBnsiercs [HomkHocTts]| B [Hazpanue Kommnanum].

English: I'd like to introduce you to [Contact’s Full Name], [Contact’s Position] at [Company
Name]. I believe you both will benefit from knowing each other.

Russian: {1 xoren (a) 6u1 peacTaButh BaM [[TonHoe Mms Konrakra], [JdomkHocTh KoHTakTa |
B [HazBanue Kommnanuu]. 9 mymaio, Bam o0oum OyieT Mojie3HO MO3HAKOMUTHCH.

— Introducing Someone at a Formal Event:

English: «Ladies and gentlemen, it is my pleasure to introduce [Guest’s Full Name], [Guest’s
Title/Position], who will be [describe their role or activity].»

Russian: «/lambl u rocrioga, ajist MeHs1 ynoBosbcTBUe mnpeactaButh [[TomHoe Mms Tocts],
[Tutyn/JomxHocts ['ocTs], KoTOpBIA/KOTOpasi OyAET [OMUILIUTE UX POJIb UM AEATETIBHOCTB].»

English: «Please welcome [Guest’s Full Name], [Guest’s Title/Position], who has graciously
agreed to [describe their role or activity].»

Russian: «IlonpuserctByiite [[lonmHoe Wmsa Tocrs], [Turyn/Homxnocts Toctsi], koTO-
pbIii/KOTOpast JII0OE3HO cornacuics (Jlach) [ONUIIMTE UX POJIb WK IeSITETbHOCTB].»

Introducing Yourself and Others Together:

English: «Hello, 'm [Your Full Name], [ Your Position]. This is [Colleague’s Full Name], who
is [Colleague’s Position]. We’re both looking forward to working with you.»

Russian: «3npascrtsyiite, s [Bame Ionnoe Mwms], [Bama Jomknocts]. 1o [[lomHoe NMmst
Komneru], kotopsiii siensiercs [domkHocts Kommern]. Mbl 06a ¢ HeTeprieHUeM KJeM BO3MOKHOCTU
padorarh C BaMu.»

Small talk in the workplace

Small Talk about Work and Projects

— Asking about Ongoing Projects:

— English: How’s your work on the [Project Name] going? Do you need any assistance?
— Russian: Kak nponsuraercs padora naa [Hazeanue [TpoekTa]? HyxHa 11 Bam nmomoris?
— English: What’s been the most challenging part of the project for you?»

— Russian: Kakas yactb mpoekTa OblIa ISl BAC CAMOU CIIOKHOM?

— Discussing Deadlines and Schedules:

— English: Are you on track to meet the deadline for the [Task/Project]?

— Russian: Brl ycrieBaete ynoxutbes B cpok no [3angaue/[Ipoekry]?
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— English: Is your schedule looking busy this week?

— Russian: Bam rpaduk Ha 3T0il Hesiene BINISIUT 3arpyKeHHbIM ?

— Talking about Meetings:

— English: What did you think about the meeting this morning?»

— Russian: Yto BbI JymaeTe 0 CErofHsIIHEM YTPEHHEM COBEIAHUN ?

— English: Do you have any key takeaways from the last meeting?

— Russian: Ectb 11 y Bac kakue-1m00 KJII0UeBbie BHIBOIBI U3 MOCIIETHEr0 coOpanusi?

Small Talk about Work-Life Balance

— Discussing Breaks and Free Time:

— English: Do you have any plans for your lunch break today?

— Russian: YV Bac ectb rmy1anbl Ha 00€/IeHHBIH MepepbIB CEeroaHs?

— English: How do you usually unwind after work?

— Russian: Kak Bl 00b1YHO paccradinsietech nocie padoThi?

— Balancing Work and Personal Life:

— English: How do you manage to balance your work and personal life?

— Russian: «Kak Bam ynaercsi copmemars padboTy ¥ JIMYHYIO KU3Hb?

— English: «Do you find it challenging to switch off from work when you’re at home?

— Russian: «C0XHO 711 BAM OTKJIIOYATLCS OT pabOThI, KOrJa BbI Aoma?

Small Talk about Office Environment

— Complimenting the Workplace:

— English: «The office has a great vibe today, don’t you think?»

— Russian: «Cerogns B oduce ommuHasi atmocdepa, He Tak Jiu?»

— English: «I really like how they’ve redesigned the common area.»

— Russian: «MHe eicTBUTEIbHO HPaBUTCS, KaK OHU Tiepeesiaan OOIyIo 30HY.»

— Discussing Office Amenities:

— English: «Have you tried the new coffee machine in the break room?»

— Russian: «BpI npo6oBai HOBBIN KO(EHHbII aBTOMAT B KOMHATE OT/bIXa ?»

— English: «The view from the office window is amazing, especially on a day like this!»

— Russian: «Buj u3 okHa odrica mpocTo MOTpsICAIOIINN, 0COOSHHO B TAKOU JIEHB ! »

Small Talk about Personal Interests and Hobbies

— General Interests:

— English: «Do you have any hobbies that help you relax after work?»

— Russian: «¥Y Bac ectb X0001, KOTOpbIE TIOMOTAIOT BaM paccIadUTLCS Toclie paboThi?»

— English: «What do you enjoy doing in your free time?»

— Russian: «YeM BbI 10OMTE 3aHUMATLCS B CBOOOTHOE BpeMs ?»

— Discussing Sports or Activities:

— English: «Did you catch the game last night? What a match!»

— Russian: «Bbl cmoTpenu urpy Buepa Beuepom? Uto 3a mary!»

— English: «I've heard you’re into [Activity/Sport], how long have you been doing that?»

— Russian: «{I capimas, 4ro Bbl yBiekaeTech [ AKTUBHOCTL/CHOPT], KaK JaBHO Bbl 9TUM 3aHU-
MaeTech?

Small Talk about Technology and Work Tools

— Discussing Tools and Software:

— English: How are you finding the new project management software?

— Russian: Kak Bam HOBoe mporpaMmMHoe oOecrieueH e JIsl yIpaBieHUs] TPOeKTaMu?

— English: «Do you have any tips for getting the most out of [Software/Tool]?

— Russian: «Ectb 71 y Bac coBeTbl MO MakCMMaJbHOMY HcHoib3oBaHuio [[Ipo-
rpamma/MHcTpymenT]?

— Talking about Office Gadgets:
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— English: «The new laptops we received are pretty fast, don’t you think ?»

— Russian: «HoBble HOyTOYKH, KOTOpBIE MBI ITOJTY4YHIIU, JOBOJIBLHO OBICTpBIE, HE TaK 7

— English: Have you tried using the new smartboard in the conference room?

— Russian: Bsl npo6oBaiu ucnonb30BaTh HOBYIO HHTEPAKTUBHYIO IOCKY B KOH(epeHII-3ae?

Small Talk about Industry News and Trends

— Discussing Market Trends:

— English: «Have you heard about the latest trends in our industry?

— Russian: «Crplianm v Bl O TIOCTAEIHUX TeHJCHIIUSIX B HaIlIel oTpaciun?

— English: «What do you think about the recent changes in the market?

— Russian: «Kak Bbl gymaere, 4T0 U3MEHWJIOCh Ha PhIHKE B MOC/eIHee BpeMs?

— Talking about Competitors:

— English: Did you see the new product our competitor just launched?

— Russian: Bbl BUjenn HOBbIN TPOLYKT, KOTOPBIH TOJIBKO YTO BBITYCTHJI HAIll KOHKYPEHT?

— English: How do you think we compare to our competitors in terms of innovation?

— Russian: Kak BbI JymaeTe, Kak Mbl 110 CPaBHEHHIO C HAIIMMK KOHKYPEHTaMH B IJIaHE HHHO-
Bauuin?

Small Talk about Personal Achievements and Milestones

— Acknowledging Accomplishments:

— English: «Congratulations on completing that big project! How do you feel about it?»

— Russian: «[lo3gpasisio ¢ 3aBepiienreM 3toro 6osbioro npoekra! Kakue y Bac Brievar-
neHus’?

— English: «I heard you received an award for [Achievement]; that’s fantastic!»

— Russian: 4 cibimas, 4to Bbl moy4rin Harpaay 3a [[Joctikenue]; 3To notpsicaroie!

— Discussing Career Goals:

— English: What are your goals for this year? Anything exciting on the horizon?»

— Russian: Kakue y Bac niesin Ha 310T rof1? UTto-TO 3axBaThIBaloIee Briepeau?»

— English: How do you see your career progressing in the next few years?»

— Russian: Kak Bbl BUIUTE CBOE KaphepHOE pa3BUTHE B OMKaAHIINE HECKOIBKO JIeT?

Chapter 3
Effective email communication

Email Etiquette / D TukeT 3JIeKTPOHHOI OYTHI

— Use a Clear and Concise Subject Line / Hcnob3yiiTe 4eTKyI0 H KPaTKYI0 TeMy
nHChMa

The subject line should clearly reflect the content of your email, making it easy for the recipient
to understand its purpose.

Tema nHcpMa I0JKHA YETKO OTPakaTh COAEPKaHKe BaIllero COOOIIEHH s, YTOOBI TTOTy4aTeo
OBLJIO JIETKO TOHSITh €T 1IeJb.

— Begin with a Proper Greeting / HaunnaiiTe ¢ npaBHJbHOI0 NPUBETCTBUS

Address the recipient by name, if known. Use formal greetings like «Dear [Name]» or «Hello
[Name]» in professional contexts.

Ooparaiitech K MoTydaTeltio o MMEeHH, €CIi OHO BaM M3BeCcTHO. Mcronb3yiite ouinaabHbie
MIPUBETCTBUS, TaKue Kak «YBaxaembidl [Mmsi] wiu 3npascryiite [MMs]» B 1€710BOM NEpernuckKe.

— Be Clear and to the Point / ByabTe sicHbIME M KPATKHMH

State the purpose of your email in the first few lines. Keep the content brief and focused on
the main topic.
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VKaxuTe LieJTh Balllero nucbMa B MEPBBIX HECKOJIbKUX CTPOKax. JlepkuTte conep:kaHue KpaTKuM
Y COCPEIOTOYEHHBIM Ha OCHOBHOM TeMe.

— Use Professional Language / Ucnosib3yiiTe npogeccuoHaNbHbIN SI3bIK

Avoid slang, abbreviations, and overly casual language. Ensure your tone is polite and respectful.

N36eraiite cieHra, COKpalieH! U Ype3MepHO He(pOpPMaIbHOTO S3bIKa. YOeIUTeCh, YTO BAalll
TOH BEXJIVB U YBOKHUTEJICH.

— Pay Attention to Grammar and Spelling / O6pamaiite BHUMaHHe Ha TPaAMMAaTHKY
u op¢orpaduro

Proofread your email for any errors before sending. Good grammar and correct spelling reflect
professionalism.

[TpoBepbTe Balle MUCHMO HAa HAJIMYME OIMMOOK Mepej OTHpaBKOW. Xopollas IrpaMMaThKa |
NpaBusIbHas oporpacdus oTpakaioT MPOdPecCUHOHATU3M.

— Be Mindful of the Email Format / YuurtbiBaiiTe (popmat nucbma

Use paragraphs to break up text, making it easier to read. Avoid using all caps, which can come
across as shouting.

Ucnonw3yiiTe ad3aiipl A1 pas3liesieHns] TeKCTa, 4ToObl ero ObUIo Jierde 4mrarh. V3Oeraiite
ucrnionb3oBanusi 3ATJIABHDBIX OykB, Tak Kak 3TO MOXET BOCIIPHHUMATHCS KaK KPHK.

— Use a Professional Sign-Off / Ucnoan3yiiTe npodgeccuoHalbHOe 3aBeplIeHne
nHuCchMa

End your email with a courteous closing such as «Best regards,» «Sincerely,» or «Thank you,»
followed by your name and contact information if necessary.

3aBepluaiiTe MUCbMO BEXJIMBBIM 3aKJlloueHueMm, Harnpumep, «C yBaxeHuem», «lMckpeHne
Bai» mwim «Criacu0o», 3a KOTOPbIM CJIeAyeT Ballle UMsI M KOHTaKTHasi MH(OpMalisi, eCiy 3TO HeoO-
XOAUMO.

— Be Careful with Attachments / ByabTe 0CTOpPO:KHBI € BJI0KeHUSAMHA

Mention any attachments in the body of the email, and ensure that they are correctly labeled
and of reasonable size.

VYroMuHaiTe 0 BIOKEHHSIX B TEKCTE MUCbMA M YOAUTECh, YTO OHU MPABUILHO MOMEYEHbI 1
MMEIOT pa3yMHBII pa3Mep.

— Respect Privacy and Confidentiality / YBaxaiiTe kKOH(pHUAeHINAIBHOCTD

Be cautious with sensitive information and consider whether email is the appropriate medium
for sharing it.

Bynpre ocropoxHbl ¢ KOHpUAEHIMATbHON UH(pOpMaLUEN U MOAyMaiTe, SABISETCS JIU JIeK-
TPOHHAS MMOYTA MOAXOISAIIMM CPECTBOM JIIsI € TIepeiayn.

— Respond Promptly / OTBeuaiiTe cBoeBpeMeHHO

Try to respond to emails within a reasonable time frame, typically within 24 hours.

CrapaiitTech OTBEYaTh Ha MHCbMA B pa3yMHBIE CPOKH, OOBIYHO B TeueHHe 24 4acoB.

— Use «Reply All’ Sparingly / UcnoJib3yiiTe «OTBeTUTH BCEM» C OCTOPOKHOCTHIO

Only use «Reply All’ if everyone in the original email thread needs to see your response.

Ncnonb3yiite «OTBETUTH BCEM» TOJIBKO B TOM CIIydae, €ClId BCEM B OPUTMHAJIBHON LIETIOUKE
nmiceM HeoOXOIVMO YBUJIETh Balll OTBET.

— Avoid Excessive Use of Exclamation Marks / 36eraiiTe upe3mMepHOro HCHoJb30-
BaHHs1 BOCKJINIATEJbHBIX 3HAKOB

While enthusiasm is good, excessive use of exclamation marks can appear unprofessional.

XOTs HTY3Ma3M — 3TO XOPOIIO, YPEe3MEPHOE MCIIOb30BAHUE BOCKJIMIIATENBHBIX 3HAKOB
MOXET BBIIJISETh HEMTPO(DECCUOHAIIBHO.

— Be Considerate with Follow-Ups / BynbTe BHUMaTeIbHBI IPH OTIPABKe HATIOMHHA-
HHUH

If you haven’t received a response, wait a few days before sending a polite follow-up email.
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Ecnu BBl He IOy YrJIM OTBETA, MTOJ0K/AMTE HECKOJIBKO JAHEH repe] OTIPaBKOM BEKJIMBOTO HAIO-
MUHAHUS.

— Be Careful with Humor / ByabTe 0CTOpOKHBI ¢ IOMOPOM

Humor can be easily misunderstood in written form, especially if the recipient does not know
you well.

IOMop MoXkeT OBbITh JIETKO HEMPABUIBHO TIOHSAT B MMCBMEHHOU (hopMe, OCOOSHHO €CJTH TIOJTY-
Yaresib Bac MJIOXO 3HAET.

— Use Bcec for Large Recipients Lists / Ucnob3yiiTe ckpbITyI0 Konuio (Bee) aiist 6041b-
IIMX CIIMCKOB MoJiydareJjei

If sending an email to a large group, use Bce (blind carbon copy) to protect recipients’ privacy.

Ecnu BBl OTIIpaBisieTe mucbMO OOJIBIION TPYIINE, UCTIONB3YHTE CKPHITYIO Koruio (Bec), 4To0sn
3aIUTUTh KOH(PUICHITNATBHOCTD MOTyYaTeiei.

WRITING A FORMAL LETTER (Hanucanne (popMajJbHOro NuchbMa)

Writing a formal letter involves a structured format and a polite tone. Below is a guide with
a sample letter.

Steps to Writing a Formal Letter

— Sender’s Address / Aapec oTnpaBuTeJIsi

Write your address at the top left corner.

VKkaxute CBOH afipec B BEPXHEM JIEBOM YIIIy.

— Date / [laTa

Write the date below your address.

Harnmmre naty non Bammm agpecom.

— Recipient’s Address / Aapec noJsyuareJsi

Below the date, write the recipient’s address.

[Nox naToii HanUINUTE aapec MoTyvaTes.

— Salutation / IIpuBercTBHE

Use a formal greeting, like «Dear Mr. Smith.»

Ncnons3yiiTe (popmaibHOE PUBETCTBUE, HATIPUMED, «YBaxaeMblil rociofud CMUT».

— Body / OcHoBHas yacThb

Write the main content in clear paragraphs, starting with the purpose of the letter.

Harmuimre ocHOBHOE cofiepkaHue YeTKUMH ab3aliaMy, HaurMHasl ¢ IIeJv AChMa.

— Closing / 3akaiouenne

End with a polite closing, like «Sincerely.»

3aBeplunTe BEXKJIMBBIM 3aKI0ueHreM, Harpumep, «C yBakeHUEM».

— Signature / IToanuck

Sign your name below the closing.

[Tonnuimure CBOE MM MOJ 3aKJTIOUEHUEM.

— Printed Name / Hanucannoe ums

Type your full name below your signature.

Harmummre Baitie mojtHOe UMsI 1O, ITOTTHCHIO.

Sample Formal Letter (Ilpumep popmanbHOro nucbma)

Sender’s Address / Anpec oTnipaBuTeJIsI:

1234 Elm Street

New York, NY 10001

Date / /1ara:

August 15, 2024

Recipient’s Address / Aapec nojyuaresi:

Mr. John Smith
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ABC Company

5678 Oak Avenue

Los Angeles, CA 90001
Salutation / IIpuBeTcTBHE:
Dear Mr. Smith,

Body / OcnoBHasi 4acTh:

I am writing to formally request a meeting to discuss the partnership proposal between our
companies. We believe this collaboration will benefit both parties and look forward to exploring

potential opportunities.

The meeting would provide an excellent platform to discuss the terms and establish a clear plan
for moving forward. Please let me know a convenient time for you next week.
Thank you for considering this request. I am looking forward to your response.

Closing / 3akaouyeHue:

Sincerely,

Signature / Iloanuck:

[Your Signature]

Printed Name / HarmncanHoe nmMs:

Jane Doe

IIpumep ¢hopMaJbLHOro MIUCHMa HA PYCCKOM SI3BIKE

Anpec oTnpaBuTeJisi:

yi1. Bsazosas, 1234
Hzio-Hopx, Helo-Hopk 10001
Hara:

15 aBrycra 2024 r.

Anpec noJyyareJis:

r-H Ixon Cmur

Komnanus ABC

np. dy6oBeiit, 5678
Jloc-Anmxenec, Kanupopuus 90001
IIpuBercTBHE:

VYBaxaemsblii rocnogud Cmur,
OcHoBHas YacTh:

d numy ¢ odumanebHOW TPOChOOW HA3HAUUTH BCTpEUy LISt
OOCYXJeHUSI TpeAJIOKEHUs] O TMapTHEPCTBE MeKIy HaIIUMU
KOMITaHUSIMU. MBI YBEpeHBI, YTO 3TO COTPYAHUYECTBO IPHUHECET
NoJIb3y OOEMM CTOpOHAM M C HETepreHHeM JKJIeM BO3MOKHOCTH
0O0CYIUTh TIOTEHITUAIbHBIE BO3MOKHOCTH.

Berpeda mpenmoctaBUT OoTMuHYI0 TUathopMmy Ui OOCYKICHUS
YCIOBUI W COCTaBJIEHUSI UYETKOrO IJIaHA JaJbHEUIUX JIeHACTBUM.
IMoxanyiicra, cooOmmure ymoOHOe IJisi Bac BpeMs Ha CIIeIyIONmeH
HeJele.

Braromapio Bac 3a paccMoTpeHue JaHHOW MPockObl. C HeTepreHueM
K]y Balllero OTBeTa.

3akJroueHue:

C yBaxeHuem,

Ioamuck:

[Bama rmogmucs |

Hanucannoe ums:
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Ilxeitn Jloy

How to Write the Body of a Formal Email (Kak Hannncatbs 0cHOBHY10 4acThb (hopMaJib-
HOTI'0 NMUChMa)

— State Your Purpose Clearly / YeTko yka:kute 1ejb

Start with why you are writing. Make it clear from the beginning.

Haunute ¢ Toro, nouyemy Bbl niuiete. Caenaiite 9TO MOHATHBIM C CAMOTO HavaJa.

Example / IIpumep:

«I am writing to request a meeting to discuss the project.»

«$1 nuy, 4TOOBI 3aITPOCUTH BCTpEUy ISl 0O0CYKACHHS TPOSKTa.»

— Provide Necessary Details / Yka:kure Heo0XoaumbIe 1eTau

Include any important information that the recipient needs to know.

BrumiounTe mo0yio BaskHYI0 HH(OpMAIIUIO, KOTOPYIO JA0JKEH 3HATh MOITydaTesb.

Example / IIpumep:

«The meeting will cover our progress and next steps.»

«Ha BcTpeue Mbl 00CyIMM Halll porpecc u CleayoIIre I1ary.»

— Be Clear and Concise / ByabTe iCHbIMH M KPATKHMH

Use short sentences and clear language. Avoid unnecessary words.

Hcnonb3yiiTe KOPOTKUE NIPEIIOKEHHS M IOHSATHBIN S3bIK. V30eraiite JTMITHUX CJIOB.

Example / IIpumep:

«Please let me know your availability.»

«[Moxany¥icra, coodmTe 0 Baiem rpaduke.»

— Summarize or Request Action / ITogBeanTe UTOrH NN 3aNIPOCUTE 1eHCTBHUE

End with a summary or a clear request for what you want the recipient to do.

3aBepIimTe KpaTKUM UTOTOM MJIM YETKHM 3alIPOCOM, YTO BBl XOTUTE OT MOJTydaTels.

Example / IIpumep:

«Thank you for your attention. I look forward to your response.»

«bnarogapio 3a Buumanue. C HeTepreHueM k/1y Ballero OTBeTa.»
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Sample Formal Letter

Sender’s Address:

789 Pine Street

Chicago, IL 60601

August 15, 2024
Recipient’s Address:

Ms. Emily Johnson

Human Resources Manager
Tech Innovators Inc.

456 Maple Avenue

San Francisco, CA 94102

Dear Ms. Johnson,

I am writing to express my interest in the Senior Software Developer position advertised on
your company’s website. With over ten years of experience in software development and a strong
background in leading tech projects, I am confident that I would be a valuable asset to your team.

In my previous role at ABC Tech Solutions, I led a team of developers in creating innovative
software solutions that improved client satisfaction by 30%. I am particularly drawn to the opportunity
at Tech Innovators Inc. due to your company’s reputation for pioneering cutting-edge technology in
the industry.

I would appreciate the opportunity to discuss how my skills and experiences align with the
needs of your team. Please find my resume attached for your review. I am available for an interview
at your earliest convenience and can be reached by phone at (555) 123—4567 or via email at
janedoe @example.com.

Thank you for considering my application. I look forward to the possibility of contributing to
Tech Innovators Inc.

Sincerely,
Signature:
[Your Signature]
Printed Name:
Jane Doe

Anpec oTnpaBuTeJisi:

yi. CocHoBast, 789

Yukaro, MimuHoric 60601
Hara:

15 aBrycra 2024 r.

Anpec noJiygareJsi:

r-ka v [[)KOHCOH
Menemxep 1o nepcoHanty

Tech Innovators Inc.

yi. Knenosas, 456
Can-®pannucko, Kamgopaus 94102
IIpuBercTBHE:

VBakaemasi rocrnoxa JI>KOHCOH,
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OcHoBHast 4acTh:

S munny, 9TOOB BBIPA3WTh CBOIO 3aMHTEPECOBAHHOCTH B JIOJKHOCTH
cTapiiero pa3padoTurKa MporpaMMHOTO odecriedeHusl, OObsBICHHON
Ha caiite Bamedl kommaHuw. Mmess Oonee gaecATd JieT OMbITa
B pa3padoTKe MPOrpaMMHOTO OOeCreYeHUs] W COJUAHBIA  OIBIT
PYKOBOACTBA TEXHUYECKHUMU IIPOCKTAMH, A YBCPEH, UTO MOTY CTAaTb
LCHHBIM COTPYAHHKOM Baren KOMaH/HhI.

Ha moein npeapinymeit gomkHocty B komnanu ABC Tech Solutions
s PYKOBOIWJI KOMaHJIOM pa3padOTYUKOB, CO3/laBas WHHOBAIMOHHbIC
MPpOrpaMMHBIC PEHICHHA, KOTOPLIC ITOBLICWIN YAOBJIECTBOPEHHOCTDH
kimeHtoB Ha 30%. MeHs 0COOEHHO TpUBJIEKaeT BO3MOKHOCTD
pabotatp B Tech Innovators Inc. u3-3a penyrarmu Bareil KOMIIAaHUN
Kak Jiujiepa B 00JIacTH MePeOBbIX TEXHOJIOTHIA.

Byny mpusHatesnieH 3a BO3MOXKXHOCTh OOCYIUTh, KAaK MOU HABBIKU W
OITBIT COOTBETCTBYIOT MOTPEOHOCTAM Balliell KOMaHpl. B mpuioxeHun
Bbl HailJleTe MOe pe3loMe ISl O3HaKOMJIeHWs. $1 JocTyreH s
MHTEPBBIO B yHOOHOe [Uisi Bac BpeMs. CBsA3aTbCs CO MHOM MOXKHO
no Ttenedony (555) 123—4567 wunm NO IMEKTPOHHOM MOYTe
janedoe@example.com.

bnaronapio Bac 3a paccMotpeHue moei kKanauaarypsl. C HeTeprieHueM
K1y BO3MOXHOCTU BHecTH BKJaa B Tech Innovators Inc.
3akiaw4deHue:

C yBaxeHuew,

Ioamuck:

[Bara rmogmnucs |

Hanucannoe ums:

Ilxeitn Jloy
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Informal emails

Informal emails are more relaxed and casual than formal ones. They are typically written to
friends, family members, or colleagues with whom you have a close relationship. The tone is friendly,
and the structure is flexible.

Structure of an Informal Email

— Subject Line (Optional)

You can skip the subject line or keep it brief and casual.

Example: «Catch up soon?» or «Just Checking In»

— Greeting

Use a casual greeting like «Hi [Name],» «Hey [Name],» or just «Hello!»

Example: «Hi John,»

— Opening Sentence

Start with something light and friendly. You might ask how the person is doing or comment
on something recent.

Example: «Hope you're doing well!» or «It’s been a while since we last talked!»

— Body

Write in a conversational tone. Keep it natural, like you’re speaking to the person. Share news,
ask questions, or discuss plans.

Example: «I just wanted to let you know about the upcoming weekend trip we’re planning.
Would love for you to join us!»

— Closing Sentence

Wrap up the email with a friendly closing note. Mention what you're looking forward to or
wish them well.

Example: «Looking forward to catching up soon!» or «Take care and talk soon!»

— Sign-Off

Use a casual sign-off like «Best,» «Cheers,» «Take care,» or even just «See you.»

Example: «Best, Emily» or «Cheers, Tom»
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Sample Informal Email

Subject: Weekend Plans?

Hi Sarah,

I hope you're doing great! I wanted to check in and see if you're free this weekend. We're
planning a small get-together at the beach, and it wouldn’t be the same without you.

Let me know if you can make it! It’s been too long since we all hung out.

Looking forward to hearing from you!

Cheers,

Jessica

IIpumep HepopMaTBLHOrO MUCHMA HA PYCCKOM SI3BbIKE

Tema: [1nanpl Ha BEIXOOHEIE?

IIpuset, Capa,

Hapneroch, y Te0s1 Bc€ ommmuHo! XoTena y3HaTh, CBOOOIHA JIM Thl HA BBIXOIHBIX. MBI ITAaHUpYeM
HeOONBITYIO BCTpEUy Ha TUIsiKe, U 0e3 TeOs1 Oy/eT He To.

Coo0111y, ecii CMOXKeIb TPUCOoeAMHUTHCsI! MBI Tak IaBHO He COOMPATIHICh BCe BMECTE.

C HereprieHHEM Ky TBOEro oreera!

Ho BcTpeun,

Ixeccrka

Summary of Key Points (KpaTkoe pykoBoacTBO):

— Be Casual and Friendly / ByabTe HedopmaababivMu u apy:xeao0HbiMu: Use a relaxed
tone and friendly language.

— Keep It Brief / [lenaiite nmcbmMo kpatkum: Stick to the main points without lengthy
explanations.

— Personal Touch / JImunoe npuxkocHoBenne: Feel free to add personal comments or
questions.

Common phrases and structure for business emails

Business emails require a balance between professionalism and clarity. Here’s a guide to
commonly used phrases and structures in business communication:

1. Subject Line

— Purpose: Clearly state the topic of the email.

— Examples:

«Meeting Request: Project Update»

«Follow-Up on Proposal Submission»

«Urgent: Action Required for Client Issue»

2. Greeting

— Purpose: Start with a polite and professional salutation.

— Examples:

«Dear Mr. Smith,»

«Hello Ms. Johnson,»

«Hi Team,»

3. Opening Sentence

— Purpose: Introduce the purpose of the email.

— Examples:

«[ am writing to inform you about...»
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«I hope this message finds you well.»

«Following up on our previous conversation. ..»

4. Body

— Purpose: Clearly convey your message or request.

— Examples:

Requesting Information: «Could you please provide the latest update on...?»
Providing Information: «Attached is the report you requested.»
Scheduling Meetings: «I would like to schedule a meeting to discuss...»
5. Closing Sentence

— Purpose: Politely indicate the end of the email and any next steps.

— Examples:

«Please let me know if you have any questions.»

«Looking forward to your response.»

— «Thank you for your attention to this matter.»

6. Sign-Off

— Purpose: End the email with a professional closing.

— Examples:

«Best regards,»

«Sincerely,»

«Kind regards,»

«Thank you,»

7. Signature

— Purpose: Include your name and contact information.

— Examples:

Name: Jane Doe

Position: Marketing Manager

Company: ABC Corp

Contact Information: Phone: (555) 123—4567 | Email: janedoe @abccorp.com
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Sample Business Email

Subject: Meeting Request: Q3 Financial Review

Dear Mr. Anderson,

I hope this message finds you well.

I am writing to request a meeting to review the Q3 financial results. We need to discuss the
performance metrics and address any potential issues before the upcoming board meeting.

Could you please let me know your availability this week? I am flexible with timing and can
adjust to fit your schedule.

Thank you for your attention to this matter. I look forward to your response.

Best regards,

John Smith

Senior Financial Analyst

XYZ Ltd

Phone: (555) 987—6543 | Email: johnsmith@xyzItd.com

IIpumepsl hpa3 u CTPYKTYP AJs AeJOBBIX I CEM

JlenoBele mUchMa TPeOyIOT coYeTaHusl MPo(ecCHOHANIM3MA U SICHOCTH. BOT pyKOBOACTBO 1O
YacTO UCTIOb3yeMbIM (ppa3aM U CTPYKTypaM B JIEJIOBOY MEpeIHCcKe:

1. Tema

— Heab: YeTKo yKaxuTe TeMy MUChMa.

— IIpumepsr:

«3amnpoc Ha BcTpeuy: OOHOBIIEHHUE O TIPOEKTY>

«[Mocnenyromue nedcTBUSA MO MoAave MPeIIOKESHUS»

«Cpouno: TpeOyeTcs AeiicTBHE MO KIMEHTCKOMY BOIIPOCY»

2. IIpuBetcTBHE

— Hean: Hayars ¢ BeKJIMBOTO U Mpo(eCcCHOHANBHOTO 0OpalieHusl.

— IIpumepsr:

«¥YBaxaemblil rocriogud CMHUT,»

«3apaBcTByiiTe, rocrnoxa [[KoHCOH,»

«ITpuBer, KoMaH1a,»

3. BBoaHoe npeioxenne

— Ieanb: Beectu 1ie1p nuchkMa.

— IIpumepsr:

«$1 nuny, yToOBI TPOMH(OPMHUPOBATH BaC O...»

«Hapetock, 9T0 MMChMO 3acTaHeT Bac B XOPOIIIEM HACTPOEHHH. »

«B mpopokeHye Halero npepAyero pasroBopa. . .»

4. OcHoBHas YyacTh

— Heab: cHO U3TOXUTH Ballle COOOIIEHNE WU 3aIpoc.

— IIpumepsr:

3anpoc ungopmamuu: «He Moriu Obl BB PEJOCTABUTH MOCIEIHIE OOHOBJIEHUS T10. . . 7»

IIpenocraBienne nHgopmanuu: «B npuioxkeHun Bbl HallleTe 3aNpallliBaeMblil OTYET. »

Ha3znauenue BcTpeu: «f xoTen Obl HA3HAYUTH BCTPEUY IJIs1 OOCYKICHUS. . .»

5. 3akaouuTesbHOE NIPeJIoKeHne

— Hean: BexnmBo ykaszarh Ha 3aBeplieHHe HChbMa U JTI00bIe TIOCEYIOIIUe [Iary.

— IIpumepsr:

«[loxanyiicra, cooOIMUTE, €CIM y BAC BOSHUKHYT BOITPOCHL.»

«Kny Baiiero orsera.»
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«Cracu60 3a Ballle BHUMaHUE K TOMY BOIIPOCY.»

6. Ilogmiucek

— ean: 3aBepiute NMCbMO NPOGECCUOHATBHBIM ITPOLIAHUEM.
— IIpumepsr:

«C yBaxeHueMm,»

«HMckpeHHe Barlr,»

«C Hawy4ylIMMU TOKeJTaHUSIMHU, »

«Crniacn00,»

7. llogmuck

— ean: Briounte Baille UM U KOHTAaKTHYIO MH(OPMAIIHIO.
— IIpumepsr:

Nms: Txeitn doy

HoaxHOoCTh: MeHenxkep o MapKeTUHTY

Komnanusa: ABC Corp

KonrakTrnasa nncgopmamus: Tenedon: (555) 123—4567 | Email:
janedoe@abccorp.com

Chapter 4
Business mettings

Language for Setting Up Business Meetings

Setting up business meetings requires clear and professional communication. Here’s a guide on

the language and phrases commonly used to schedule, confirm, and discuss business meetings.

1. Requesting a Meeting

— Opening Request:

«I would like to schedule a meeting to discuss...»

«Could we arrange a meeting to review...»

«I am reaching out to set up a meeting regarding...»

— Proposing Times:

«Would you be available for a meeting on [Date] at [Time]?»

«Please let me know your availability for a meeting next week.»

«I’'m available on [Date] or [Date]. Would either of these work for you?»

— Offering Flexibility:

«If these times do not suit you, please suggest an alternative.»

«I am flexible with the timing and can adjust to your schedule.»

2. Confirming a Meeting

— Acknowledging a Meeting Request:

«Thank you for your email. I confirm our meeting on [Date] at [Time].»

«I appreciate your flexibility. Our meeting is scheduled for [Date] at [Time].»
— Providing Details:

«The meeting will take place at [Location]. Please find the agenda attached.»
«I'have included the meeting link below. Please let me know if you have any issues accessing it.»
3. Rescheduling a Meeting

— Requesting a New Time:
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«I need to reschedule our meeting originally planned for [Date]. Could we move it to [New
Date]?»

«Due to a scheduling conflict, would it be possible to change our meeting to [New Date]?»

— Offering Alternatives:

«Please let me know your availability on [New Date] or [New Date].»

«I am available at the following times: [List Times]. Let me know if any of these work for you.»

4. Cancelling a Meeting

— Notifying of Cancellation:

«I regret to inform you that I need to cancel our meeting scheduled for [Date].»

«Unfortunately, due to unforeseen circumstances, I must cancel our meeting on [Date].»

— Apologizing and Offering Alternatives:

«I apologize for any inconvenience this may cause. Could we reschedule for another time?»

«I am sorry for the short notice. Please suggest an alternative date and time.»
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Russian Translations

1. 3anpoc Ha BcTpeuy
— OTkpsITHE 32aHPOCa:
«$1 XoTen Obl HA3HAUUTD BCTPEUy ISl OOCYKASHUS. . . »

«MoxeM JI1 Mbl OPraHU30BaTh BCTPEUy /JIs1 PACCMOTPEHHUS. .

«$1 oOparaiock, YTOOB HA3HAYUTH BCTPEUyY MO MOBOMY. . .»
— IlpenJiokeHue BpeMeHH:
«bynere yu BbI focTynHbl A1 Betpeuu [[dara] B [Bpemsi]7»

»
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KoHen 03HakoMuUTEJIbHOT0 (pparmMeHra.

Texkcr npenocrasinen OO0 «JIutpec».

IIpounTaiiTe 3Ty KHUTY LIEJIMKOM, KYIMB II0OJHYIO JIETaJIbHYIO Bepcuio Ha JluTpec.

BesomnacHo onnatuTh KHUTY MOKHO OaHKOBCKOM Kaprtoit Visa, MasterCard, Maestro, co cuera
MOOWIIBHOTO TenepoHa, C TUIaTeKHOro tepMuHana, B catone MTC wm Cesi3Hoii, yepes PayPal,
WebMoney, fAunekc.densru, QIWI Komesnek, 60HyCHbIME KapTaMu WX APYTUM YIOOHBIM Bam crio-
coOom.
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