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Introduction

Welcome to Essential Business English for Office and Business
Workers. In today’s globalized world, effective communication
1s 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. T hope it serves as a valuable resource and
supports your journey toward achieving your professional goals.
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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.

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.

Otu (ppaskl U UX NEPEBOAIbI HA PYCCKUM SI3BIK OYIyT 1IEHHBI-
MU MHCTPYMEHTaMH JiJ1s1 TPOeCCHOHAIOB, pa0OTAIOIINX B JIBY-
SI3BIYHOM CpeJie UM UMEIOITHX JIENIO C PYCCKOS3BIYHBIMU KJTUEH-
TaMU ¥ KOJIJIeTaMHu.

1. General Business Communication

— As per our conversation...



— B cooTBEeTCTBUM C HAIIIM Pa3rOBOPOM. . .
— Please find attached...

— B npuioxenuu. ..

— P’m writing to inform you...

— [Ny, 9T0OB COOOIIMTE BaM. . .

— Could you please clarify...?

— He moruu ObI BBl YTOUHHTS. .. ?

— Let’s touch base...

— JlaBaiiTe CBsKEMCH. . .

2. Meeting and Presentation Phrases
— Let’s get started...

— JlaBaiiTe HAUHEM. ..

— D’d like to emphasize...

— 41 xotes Obl MOTYEPKHYTH. . .

— Does anyone have any questions?
— V¥V Koro-HuOyb €CTh BOITPOCHI?

— Let’s move on to the next point...
— Ileperaem K cnenyromeMy MyHKTY. ..
— Thank you for your time and attention.»
— Crnacu6o 3a Barlie Bpemsi 1 BHUMaHMe.
3. Negotiation and Persuasion

— We’d like to propose...

— MBpI XoTesu Obl IPEIOKHUTD. . .

— Can we find a middle ground?

— MoxeM 711 Mbl HAaTH KOMITPOMHUCC?
— This is a win-win situation...



— DTO cHUTYyaIusi, BHITOTHAS JIJIST BCEX. ..
— We’re open to discussing further...
— MBbI TOTOBBI POIOJIKUTH OOCYKICHHE . . .
— Let’s finalize the details...

— JlaBaiiTe yTOYHUM JIETJIH. ..

4. Customer Service and Client Relations

— How can I assist you today?

— YeMm MoOry noMoub BaM cerogHs?

— We apologize for any inconvenience caused.

— [IpuHOoCHM M3BMHEHMS 32 TPUUMHEHHBIE HEYI00CTBA.

— I’ll follow up with you shortly.

— 4 cBsKyCh ¢ BaMu B Onvkaiiiiee Bpemsl.

— Thank you for your business.

— Cniacu60 3a COTPYTHUYECTBO.

— Is there anything else I can do for you?

— Mory 11 4 ele 4eM-TO ITOMOYb?

5. Email and Written Communication

— I hope this email finds you well.

— Haperoch, 4TO 3TO MUCHMO 3acTaHET Bac B JOOPOM 37pa-
BUU.

— I would appreciate your prompt response.

— Byay npusHaresnieH 3a ObICTPBIN OTBET.

— Please let me know if you have any questions.

— Coo0mure, oXKaJIyHCTa, €CJIM y BaC BOSHUKHYT BOITPOCHI.

— Looking forward to hearing from you.



— C HereprieHHEM K1y Balllero OTBeTa.

— Best regards,

— C yBaxeHuem,

6. Expressing Opinions and Suggestions

— In my opinion...

— Ha mou B3rm14z. ..

— I suggest that we...

— ¢ npeanaraio, YTOOBI MBI. . .

— It might be worth considering...

— Crout paccMOTpeTb BO3MOKHOCTD. . .

— From my perspective...

— C MoOe# TOYKHU 3peHus. . .

— We should take into account...

— MBbI TOTKHBI yYUTHIBAT. . .

7. Time Management and Deadlines

— Can we extend the deadline?

— MoskeM 71 Mbl IPOJIUTh CPOK ?

— We’re on track to meet the deadline.

— Mpl ycrieBaeM K CpOKY.

— Please prioritize this task.

— [loxkanyiicta, oTaalTe NPUOPUTET ITOU 3aaue.

— We need to expedite this process.

— Ham HyXHO yCKOpUTB 3TOT TIpOIiecC.

— Let’s schedule a follow-up meeting.

— JlaBaiiTe 3arulaHupyeM BCTpeuy JIsl 0OCYXICHUs Jajlb-
HEUIIUX JIEUCTBUM.



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

— JlaBaiiTe permm 3TOT BOITPOC. . .

— We’re facing a challenge with...

— MBbI cTanKkuBaemcsi ¢ TPYIHOCTHIO. . .
— What are our options?

— Kakwue y Hac ecTb BapuaHTbI?

— We need to find a solution.

— Hawm HyxHO HaliTu pellieHue.

— Let’s work on a contingency plan.
— JaBaiite pa3paboTaeM 3aracHOU IJIaH.

Chapter 2
Professional greetings and introductions

Formal and informal greetings

Formal Greetings

— General Greetings:

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

Russian: J[lo6poe ytpo, rocriogun/rocrioxa (Pamuus).
English: Good afternoon, Mr./Ms. (Last Name).

Russian: J[{oOpsiii geHb, rocriofut/rocroxa (Pamumms).
English: Good evening, Mr./Ms. (Last Name).

Russian: JIo6pe1ii Beuep, rocriogun/rocroxka (Pamums).
English: Hello, Mr./Ms. (Last Name). How are you today?



Russian: 3npascrByiite, rocnoaus/rocnoxa (damumms).
Kak BbI cerogusa?

— Meeting New People:

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

Russian: [IpuaTHO 1MO3HAKOMUTBLCS C BaMU, TOCHOAMH/TOC-
noxa (Pamums).

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

Russian: Paspemmre npencraButhbesi, s (Bame Ilonnoe
Nwms), (Bama JIo1KHOCTS).

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

Russian: Paj (a) c Bamu no3Hakomutbesi. Menst 30ByT (Baie
[Tomnoe Ums).

— Formal Meetings or Events:

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

Russian: Criacu6o, 4T0 BCTPETUIIMCh CO MHOW CETOJTHS, TOC-
noauH/rocnoxa (Pamumus).

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

Russian: { nienio Bamie Bpemsi. Kak Bbl noxuBaere?

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

Russian: [Ins MeHsT 4ecTb BCTPETUTbCA C BaMU, TOCIIO-
nuH/rocnioxa (Pamvunms).

— Formal Greetings on the Phone:

English: Good morning/afternoon/evening, this is [ Your Full



Name] speaking. How may I assist you?

Russian: Jlo6poe yrpo/nens/Beuep, 31o ropopur [Barire [Tos-
Hoe Mms]. Yem s Mmory Bam momoub?

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

Russian: 3npascryiite, rocnoaus/rocnioxka (damvumnms).
Ito (Bame INomnoe m#a) u3 (Hazpanne Kommanun). Kak Bei?

— Formal Written Greetings (Letters/Emails):

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

Russian: YBakaewmslii (as1) rociogus/rocrioxa (PaMuims),

English: Dear Dr. (Last Name),

Russian: YBaxaemsiii joktop (Pamunus),

English: To Whom It May Concern,

Russian: Komy 310 MOxer kacarbes, (for very formal
contexts)

— Formal Greetings in Meetings or Presentations:

English: Ladies and gentlemen, thank you for joining us
today.

Russian: /lambl 1 rocriona, cnacu6o0, 9To MPUCOSTUHIINCH K
HaM CEerojHsl.

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

Russian: 51 xoten (a) Obl BBIpa3UTh TEIUIBINA TPUBETCTBUS FOC-
noguHy/rocnoxe (Gamusnus).

English: We are honored to have you here today, Mr./Ms.
(Last Name).



Russian: Mul pajibl BUI€TH Bac 3/1eCh CErOAHS, TOCHIOMH/TOC-
noxa (Pamums).

Informal Greetings

— General Greetings:

English: Hi, (First Name)

Russian: IIpuser, (Mms)

English: Hello, (First Name)

Russian: 3xnpasctyiite, (Mms1)

English: Hey, (First Name)

Russian: i, (Ums)

English: Hi there

Russian: ITpuser!

— Meeting Someone New:

English: Nice to meet you, (First Name)
Russian: IIpustHo no3Hakomutbes, (Mmst)
English: I'm (Your First Name). How’s it going?
Russian: /] (Bame WMms). Kak gena?

English: Hey, I'm (Your First Name). What’s up?
Russian: IIpuser, s (Bame WUms). Yto HOBOro?
English: Great to meet you! I'm (Your First Name).
Russian: Pag (a) mosnakomutbes! S (Bamie Hms).
— Starting a Conversation:

English: How’s your day been so far?

Russian: Kak npoxonur Barr geHs?

English: What’s new with you?

Russian: Yto HoBoro y Bac?

English: How’s everything going?

Russian: Kak unyt nena?



English: What are you working on today?

Russian: Hag yem BbI paGoTtaere ceromHs?

— Informal Follow-ups:

English: Did you have a good weekend?

Russian: Kak npomnuim BeIxogHble?

English: How was your evening?

Russian: Kak npouuio Bamie Beyep?

English: Any plans for today?

Russian: Kakue nansl Ha ceromusa?

English: Got any exciting plans for the weekend?
Russian: EcTb Kakue-To MHTepeCcHbIe TUIaHbl Ha BHIXOTHbIC?
— Casual Workplace Interactions:

English: Hey, have you seen (Colleague’s Name) today?
Russian: IIpuser, Bol ceronus sugemu (Mms Komnern)?
English: «What's the latest with (Project/Task)?
Russian: «Yro HoBoro ¢ (ITpoekrom/3anaveii)?
English: Do you want to grab coffee later?

Russian: Xouelb BHIIUTH KOode mo3xe?

English: Want to catch up over lunch?

Russian: Xoudems mooomarscs 3a 06eqom?

— Casual Written Greetings (Emails/Chats):
English: Hi (First Name),

Russian: IIpuser (Mms),

English: Hey (First Name),

Russian: 91 (Mm9),

English: Hello (First Name)

Russian: 3apascryiite (Mms)

English: Hey there

Russian: IIpuser



— Casual Greetings in Meetings or Social Gatherings:
English: Hey everyone, how’s it going?

Russian: IIpuser Bcem, Kak sena’?

English: Hi all, what’s up?

Russian: IIpuser Bcem, 4TO HOBOrO?

English: Hi team, how are we today?

Russian: IIpuset, komaHga, Kak Mbl cerogsi?

English: Hello, folks! What’s happening?

Russian: 3npasctByiite, pedsita! YUto HOBOro?

Introducing yourself and others

Informal Ways to Introduce Yourself

— Basic Introduction:

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

Russian: [puger, s (Bame Ums).

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

Russian: i1, s (Bame Nms). [IpustHO mo3HakOMUTHCS !

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

Russian: 3npascrByiite, s (Bame Mms). Kak Bac 30ByT?»

— Adding Context:

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

Russian: Ilpuser, s (Bame Wwms). 9 padoraio B (OT-
nen/Poinb).

English: Hey, I'm (Your First Name). 'm new here and just
wanted to say hi!



Russian: i1, a (Bame Wms). 51 HoBu4uok 3aech 1 xoten (a)
MPOCTO MO3I0POBATHCS

English: «Hi there, 'm (Your First Name). I've just joined
the team.

Russian: «IIpuser, s (Bame Ums). 1 Tonpko uto npucoeau-
HUJICA (ach) K KOMaH/E.

— Mentioning Interests or Hobbies:

English: Hi, I'm (Your First Name). I'm really into (Hobby/
Interest). What about you?

Russian: Ilpuser, s (Bame Wwms). MHe ovyeHb HpaBUTCS
(Xoo6u/MuTepec). A Bam?

English: Hey, I'm (Your First Name). I love (Activity/
Hobby). Do you have any hobbies?

Russian: i, a (Bame Mms#). 51 moomo (desrenbHocts/ X00-
6u). Ectb 1 y Bac x006u?

— Casual and Friendly:

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

Russian: [Ipuser, s (Bame Ums). Pemunn (a) mpeacraBuThest

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

Russian: i, g (Bame Nms). Kak gena?

English: Hello I'm (Your First Name). It’s great to meet you

Russian: 3npascrByiite {1 (Bame Mms). [IpusTHo no3Hako-
MUTbCS

— In a Group Setting:

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



Russian: ITpuset Bcem, s (Bame Ums).

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

Russian: 3npascrsyiite, s (Bame Mms). Tonbko uto mpuco-
eauHuICA (ach) K KoMaHze!

English: Hey folks, I'm (Your First Name). Looking forward
to working with you all.

Russian: IIpuger, pedsTa, s (Bame Wms). Pan (a) padorats
C BaMH.

— Informal Written Introductions (Emails/Chats):

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

Russian: [Ipuser (Mms [Tonyuarens), s (Bame NUms). [pu-
SITHO TTO3HAKOMUTBCS

English: Hey (Recipient’s First Name), I'm (Your First
Name). Just reaching out to say hi!

Russian: 911 (Mms [onyyatens), s (Bame Nms). [Tpocto xo-
TeJ (a) Mo310pOBaThCs

English: Hello (Recipient’s First Name), I'm (Your First
Name). Looking forward to working with you

Russian: 3npascreyiite (Mms [onyuatens), s (Bame Ums).
Pan (a) paborarh ¢ Bamu

Informal Ways to introduce others.
— Basic Introductions:

English: Hey, this is (Name).
Russian: IIpuser, sto (Mms).
English: I'd like you to meet (Name).»



Russian: 4 xoren (a) Ob1 npeacraButs Bam (Mmsi).
English: Meet (Name), my (friend/colleague/etc.).»
Russian: TIlosnakomprecs ¢ (Mwms), moum (apyrom/
KOJIJIETOI/H T.11.).

— Introducing at Social Gatherings:

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

Russian: D10 (Ums). Mbl pabotaem BmecTe (Tiepuon
BPEMEHM).

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

Russian: (Mms), ato (Mms1). Mbl 3HakoMbI (Tiepuof] Bpeme-
HU).

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

Russian: Xouy npencraButh Bam (Mwms1). Mbl mo3Hakomu-
JUCh Yepe3 (OOIIHil HHTEepeC).

— Introducing in the Workplace:

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

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

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

Russian: (ms#), no3Hakomerech ¢ (Mms). OHM 3aHUMAIOTCS



(oripesiesIeHHOM 3a1a4eid/TIPOEKTOM ).

English: I'd like to introduce you to (Name). They’re our new
(position.

Russian: {1 xoren (a) O6s1 mpeactaButh Bam (Mmst). OHu Hart
HOBBI (JOJIKHOCTD).

— Introducing Friends or Family:

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

Russian: 9to (Mms), Mot (npyr/cecrpa/v T.1.).

English: «I’d like you to meet (Name). They’re one of my
closest friends.»

Russian: «{ xoren (a) Ob1 mpeacraButh Bam (Mms). Ouu
OJIH U3 MOUX CaMbIX OJTU3KUX APY3ei.

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

Russian: (Mms), 3to (MMs1). Mbl 3Haem pyr gpyra c (Bpe-
Ms1/COOBITHE).»

— Introducing at a Casual Event:

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

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

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

Russian: 9to (Ums). (On/Ona/Onn) modut (uHTEpec/x00-
on).

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

Russian: Xouy npeacraBute Bam (Mmst). (Ou/Ona/OnHu)



TOJIBKO YTO Tepeexai (a) B ropo.

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

Russian: TToznoporaiics ¢ (Mms)! Mbl obiaemcsi OHJIAH
y’ke HEKOTOpOe BpeMsl.

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

Russian: (Mms), no3nakombTech ¢ (Mms). OHM OTIMYHBIN
(npyr/dotorpad/u T.1.), KOTOPBIA BaM IOHPABUTCSI.

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/nens/Beuep. Mens 30ByT (Batue [Tos-
Hoe Mwms). A (Bama JomxHocts) B (Bama Komnanus).

— 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: 3apasctByiite, s (Bame IlonHoe Mwms), (Bara
Homxnocts) B (Bama Komnanust). [IpusaTHO MO3HAKOMUTBCSA €
BaMH BCEMH.

— Introducing Yourself to a Client or Partner:

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



Russian: [IoOpwiii 1eHb, MeHs 30ByT (Bartre [TonHoe Ums). S
(Bama [Jomxuocts) B (Bama Kommnanus). 4 ¢ Herepnenrem xiy
COTPYJHHYECTBA 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: YBaxaewmsiii (ast) (Tutyn) (Pamuius),

A (Bame IMonnoe Mms), (Bama HomkHocts) B (Baina Kommna-
HUs). 51 oOparaock kK Bam, utoObl 00cyauTh (ILlenb KonTakra).

— 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 u rocniona, MeHs 30ByT (Barte [TorHoe Nms ],
s (Bama HomxkHocts) B (Bama Kommnanust). Cerogns s1 6ymy Bbi-
crynarb 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.

Russian: 3npasctyiite, s (Bame IMomHoe WUms). S pado-
tato (Bama [Jomknocts) B (Bamia Komnanus). IlpusitHO nmo3Ha-
KOMMThCH.

— 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]. I am writing to [Reason for Writing].»

Russian: «YBaxaemsiii (as1) [Mms [onyyarens],

Mens 3oyt [Bame [Honmnoe Nms], u s [Bama [lomxHocTs ] B
[Bamma Kommanust]. S marry, uto0Os! [[Ipuanna Harucarms].»

— 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. { [Bame [TomHoe Mms]. B Ha-
crogiiee Bpems g [Bama [JomxHocts| B [Bama Kommnanusd], u'y
MeHs [KommnuectBo] et onbita B [Bama Oosacts].»

— 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: 3apascrsyiite, MeHs 30ByT [Batue ITonHoe Nmsl].
A npencrasnsio [Bama Komnanus] B kadectse [Bama [Jomxk-
HocTb]. S ¢ HeTepnienueM xy oOcyxaenus [Tema] c 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: «3nppasctByiite, Bcem. S [Bame IlonHoe Wwms],
[Bamma Tomxnocts] B [Bama Kommanus]. 51 pax (a) ObITh 31€Ch
U COTPYAHUYATH CO BCEMHU BaMU.»



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: «['ocionun/rocnioxa [@amunusi|, mo3BoabTe pe-
craButTh BaM [IlomHoe Mma Komnern], [[domkHocts Konneru] B
[HazBanue Kommanum].

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

Russian: «Jljs meHs1 ynoBoibCTBUE TpeacTaBuTh [[lomHoe
Nms Komneru], kotopsiit sinsiercs [ [domkHocts Kosteru] B Ha-
mem [Otnene/Komange].

— 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: «Ilozonsre MHe npencraButh Bam [[lonHoe Nms
Knuenra], [[lomxHocTh KnuenTa] B [Komnanus Knuenra].»

— 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 Mmsa Knwmenra], [JomkHOCTD
Kimenra] B [Kommnanus Kimenra]. S ¢ Herepnenunem xpai
BCTpEUU 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: «IIpucoenunurech KO MHE, YTOOBI IPUBETCTBOBATh
[[Tosmnoe Mmsa Hoknaguuka], [Turyn/domxHocTs Joknagurkal,
KOTOPBIM BBICTYIIUT Ha TeMy [Tema].»

English: «I am honored to introduce [Guest’s Full Name],
[Guest’s Title/Position], who will be sharing insights on [ Topic].»

Russian: «Mue nipusitHo nipenctaButh [[lonmnoe Ums lNocrs],
[Turyn/JomxHocTs 1'0CTA], KOTOPBIM MOJEIUTCS CBOUMH MBIC-
Jsamu 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: [To3BosbTe npencTaBuTh HAIIEr0 HOBOTO COTPYTHU-
ka, [[TomHoe Mims HoBoro CoTtpyaHuKa], KOoTopsiid OyaeT pado-
TaTh Y HAC Ha no3utivu [ JomkHOCTB].

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: «MusI pagst npuBetrctBoBath [[lonmnoe Mms HoBoro
Corpynnuka] B Hameit komanze. [On/Ona/Onu] Oyner (yT) 3a-
HUMaTh JI0JKHOCTSD [JOKHOCTB].

— Introducing Two Contacts to Each Other:

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



Russian: I'ocnogun/rocrioxka [®amuims], Mo3HaKOMbTECH C
[[Tornoe Mmsa Kontakra], Kotopeid siBisiercst [[omkHOCTB] B
[HazBanue Komnanuu].

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: 4 xorten (a) Ob npexacraButh Bam [Ilonmnoe Nmst
KontakTa], [ [JoxkHOCTh KOHTakTa] B [HazBanue Kommanuu]. 4
JIyMato, BaM 000MM OyJIeT MOJIe3HO TTO3HAKOMUTHCS.

— 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: «Jlambl 1 rocrioa, 1711 MEeHsI yIOBOJIbCTBUE TIPeI-
craButh [[lomHoe Nmsa Tocts], [Tutyn/Hdomxnocts 'ocTs], Ko-
TOPBI/KOTOpast OyJeT [OMUIIMTE UX POJIb UK AeSATETBHOCTD |.»

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

Russian: «IlonpuserctByiite [[lomnoe Mms Tocrs], [Tu-
Tya/JomxkHocts ['ocTs1], KOTOpBIi/KOTOpast TIOOE3HO COTTIACHIICS
(J1acp) [onMIIKMTE UX POJIb WK JEATEIBHOCTD|.»

Introducing Yourself and Others Together:

English: «Hello, I'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: «3npaectByiite, s [Bame IlonHoe Mwms], [Bara
HomxHocts]. D10 [ITonHoe Mmsa Kostern], koTopbii siBasieTcs
[Homxuocts Komteru]. Mbl 00a ¢ HeTeprieHUeM kJeM BO3MOXK-
HOCTH paboTaTh C BAMM.»

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 Haa [Hazsanwue I[po-
exta]? HyxHa 11 Bam nmoMonip?

— English: What’s been the most challenging part of the
project for you?»

— Russian: Kakas yacte mpoekta ObUta i Bac camoun
CJIOKHOM ?

— Discussing Deadlines and Schedules:

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

— Russian: Bbl ycneBaete ynoxkutbes B Cpok o [3aga-
ye/lIpoekty]?

— English: Is your schedule looking busy this week?

— Russian: Bai rpaduk Ha 3TOM Heaele BBITISUT 3arpy-
JKEHHBIM ?

— Talking about Meetings:



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

— Russian: Yto BBl 1ymaeTe 0 CErofHsIIHEM YTPEHHEM CO-
BelaHnun?

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

— Russian: Ectb 1 y Bac kakue-1100 KJII0UEBbie BHIBObI
U3 TIOCJIeIHEero coOpaHusi?

Small Talk about Work-Life Balance

— Discussing Breaks and Free Time:

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

— Russian: Y Bac ecTb miaHsl Ha 00€/IEHHBIN MTEPEPHIB Ce-
romas?

— English: How do you usually unwind after work?

— Russian: Kak BbI 00b14HO paccriadsieTech mocjie padoTsl?

— Balancing Work and Personal Life:

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

— Russian: «Kak Bam ynaetcs coBmeniath padoTy 1 TMYHYIO
KU3Hb?!

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

— Russian: «CoxHO 11 BaM OTKJIIOYAThCsl OT pabOTHI, KO-
raa Bel qjoma?

Small Talk about Office Environment



— Complimenting the Workplace:

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

— Russian: «Cerogns B oduce oTimyHas atmocgepa, He Tak
m?»

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

— Russian: «MHe eiCTBUTEbHO HPABUTCS, KAK OHU Tepe-
JeJ1am OOIIyI0 30HY.»

— Discussing Office Amenities:

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

— Russian: «Bsl mpoOoBam HOBBII KOGeHHBIII aBTOMAT B
KOMHATe OT/IbIXa ?»

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

— Russian: «Buja u3 okHa oduca mpocTo MOTPSCAONTUH,
0COOEHHO B TAKOH AEHbL!»

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 X000H, KOTOpPBIE IIOMOTAIOT BaM pac-
cabuThCs Tocsie padoThl?»

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

— Russian: «Yewm BbI JTI0OKMTE 3aHUMATHCSI B CBOOOHOE Bpe-



Ms?»

— Discussing Sports or Activities:

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

— Russian: «Bbl cmorpenu urpy Buepa Beuepom? Uto 3a
Mat4!»

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

— Russian: «4 cnpiman, 4ro Bbl yBieKaeTech [AKTHB-
HOCTB/CHOpT], Kak JaBHO Bbl 3TUM 3aHUMAETEChH?

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 nporpamMmmHoe oOecrieyeHue 11s
yIpaBJIEHUs] TPOEKTaMu ?

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

— Russian: «Ectb 111 y Bac COBETHI 110 MaKCUMAJIbHOMY HC-
nosib3oBanuio [I[Iporpamma/MucTpyment]?

— Talking about Office Gadgets:

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

— Russian: «HoBble HOYTOYKH, KOTOpbIE MbI MOTYYMIIH, J10-
BOJILHO OBICTpBIE, HE TaK JI?

— English: Have you tried using the new smartboard in the



conference room?

— Russian: Bsl mpo6oBaim ucmonb30BaTh HOBYIO MHTEPAK-
TUBHYIO JJOCKY B KOH(pepeH1-3a1e?

Small Talk about Industry News and Trends

— Discussing Market Trends:

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

— Russian: «Crpliany a4 Bel O TIOCIAEIHNX TEHICHIIUSX B
Haren orpaciu?

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

— Russian: «Kak Bbl ymaeTte, 4TO U3MEHUJIOCh HAa PbIHKE B
nocJyiegHee BpemMsi?

— Talking about Competitors:

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

— Russian: Bbl BUaenu HOBbIM MPOAYKT, KOTOPbIA TOJBKO
YTO BBITYCTUJI HAIll KOHKYPEHT?

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

— Russian: Kak Bbl fymaeTe, Kak Mbl 10 CPaBHEHUIO C Ha-
MMM KOHKYPEHTaMH B IIJIAaHE MTHHOBALIWNA?

Small Talk about Personal Achievements and Milestones

— Acknowledging Accomplishments:

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



— Russian: «ITo3apapisio ¢ 3aBepiieHIeM 3TOro 0OJIbIIOro
npoekTa! Kakue y Bac Bnevarienus?

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

— Russian: {1 cipimasn, 4yTo Bbl NOMy4Ywv Harpanay 3a [o-
CTHKEHME]; 9TO moTpscaroie!

— Discussing Career Goals:

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

— Russian: Kakue y Bac nenu Ha 3tot roa? Yro-to 3axBa-
THIBAIOIIIEE BIIEPEU?»

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

— Russian: Kak BbI BuguTe CBOE KapbepHOe pa3BUTHE B OJ1-
JKaWIIMe HECKOJIbKO JIeT?

Chapter 3
Effective email communication

Email Etiquette / DTnkeT 3J1eKTPOHHOM MOYTHI

— Use a Clear and Concise Subject Line / UcnioJib3yiiTe
YEeTKYI0 U KPaTKyl0 TeMy ucbMa

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

Tema nucbMa JI0JKHA YETKO OTpakaTh COAEp)KaHUE Ballero



COOOIIIEHH S, YTOOBI TIOTyYaTeNo ObUIO JIETKO TIOHSITH €T0 11eb.

— Begin with a Proper Greeting / Hauunaiite ¢ npa-
BIJILHOT'O NMPUBETCTBUS

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

Ooparnaiitech K MOTyYaTesio MO UMEHHU, €CIU OHO BaM HU3-
BecTHO. Mcnonp3yiite oguiManbHble MPUBETCTBUS, TaKhe Kak
«YBaxaembil [msi] umu 3apascrByiite [MMsi]» B nenoBoi mne-
peTuCKe.

— Be Clear and to the Point / ByabTe sicHbiMu 1 Kpar-
KHMH

State the purpose of your email in the first few lines. Keep the
content brief and focused on the main topic.

VYKaxute 11e/ib Balllero MruchbMa B MEePBBIX HECKOJIBKHUX CTPO-
Kax. Jlepxute copepkanue KpaTKUM U COCPEJOTOUEHHBIM Ha OC-
HOBHOM TEMe.

— Use Professional Language / Mcnoab3yiiTe npodec-
CHOHAJIbHBIN SI3BIK

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

W36eraiite cieHra, COKparieHuii ¥ Ype3mMepHo HehopMaTbHO-
ro sI3bIKa. YOeauTech, UTo Balll TOH BEKJIUB U YBAKUTEJICH.

— Pay Attention to Grammar and Spelling / O6pamarite
BHUMAaHNe Ha rpaMMaTHKy u opcorpaduro

Proofread your email for any errors before sending. Good



grammar and correct spelling reflect professionalism.

[TpoBepsbTe Ballle MUCHMO Ha HAJTMYKE OIIMOOK TIepe]] OTIIPaB-
KOil. Xopolas rpaMMaTuKa U npaBwibHast opdorpacdus orpa-
KaloT MPOGECCUOHATUZM.

— Be Mindful of the Email Format / YaurtsiBaiite op-
MaT nucbMa

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

Hcnonp3yiiTe ad3a1ipl 11 pa3aeieHus TEKCTa, 4TOOBI ero Obl-
7o nerde uutath. M3beraiite ucnonbzoBanus 3ATJIABHDBIX
OyKB, TaK KaK 3TO MOXET BOCIIPUHUMATHCS KaK KPUK.

— Use a Professional Sign-Off / Ucnoan3yiiTe npodec-
CHOHAJIbHOE 3aBeplIeHNe MUChMa

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

3apepinaiite MUChbMO BEKJIMBBIM 3aKJTIOYEHHEM, Halpumep,
«C yBaxkenuem», «Vckpenne Bam» win «Crnacu0o», 3a KOTO-
pbIM Clie/lyeT Baille UMsI U KOHTaKTHas1 MH(GOPMAIHs, eCIu ITO
HEOOXOIUMO.

— Be Careful with Attachments / ByabTe 0CTOpPOKHBI €
BJIOKEHUSIMH

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

YroMuHaiiTe 0 BIOXEHHUSIX B TEKCTE MIChMa U YOeTUTECh, UTO
OHU TIPABUJIbHO MIOMEYEHBI U UIMEIOT Pa3yMHBIN pa3Mmep.



— Respect Privacy and Confidentiality / YBaxaiiTe KOH-
(puaeHINATBHOCTD

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

Bynbsre ocTopokHBI ¢ KOH(PUAESHIUAILHON MH(pOpPMALUENl 1
MoAlyMaiiTe, SIBSIETCS JIM JIEKTPOHHAs TOYTa MOAXOSIIUM
CPEeACTBOM [I7151 €€ Mepelayuu.

— Respond Promptly / OTBeuaiiTe cBoeBpeMeHHO

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

Crapaiitech OTBeUYaTh Ha MMCbMa B pa3yMHbIE CPOKHU, OOBIYHO
B Te4eHue 24 4acos.

— Use «Reply AIl’ Sparingly / Ucnioab3yiiTe «OTBeTHTH
BCEM» C OCTOPOKHOCTHIO

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

Ucnone3yiite «OTBETUTh BCEM» TOJBKO B TOM Clyyae, ec-
JI BCEM B OPUTUHAJIBHOM TETIOUKe MUCEM HEOOXOIUMO YBU/IETh
BaIll OTBET.

— Avoid Excessive Use of Exclamation Marks / U306eraii-
Te YpPe3MEePHOro HCIOJIb30BAHUS BOCKINIATEJbHBIX 3HA-
KOB

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

XOTs HTY3Ua3M — 3TO XOPOIIO, YPE3IMEPHOE UCIIOIH30Ba-
HUE BOCKJIMIIATENIbHBIX 3HAKOB MOXET BHIIJISIETh HEMTPOgecch-



OHAJTBHO.

— Be Considerate with Follow-Ups / BynbTe BHUMAaTEIb-
HbI IPU OTIPABKe HANIOMUHAHUT

If you haven’t received a response, wait a few days before
sending a polite follow-up email.

Ecnu Bl He MOMTy4YWJIM OTBETA, MOJOKIUTE HECKOIBKO JTHEN
riepe/i OTIPABKOU BEKIMBOTO HATIOMUHAHUS.

— Be Careful with Humor / ByabTe 0cTOpoKHBI € 10MO-
pom

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

FOMOp MO3XeT ObITh JIETKO HEMPaBUIBHO MOHSAT B TUCbMEHHOMN
(opme, ocoOeHHO ecitu moyJaresb Bac TIOXO 3HaeT.

— Use Bcce for Large Recipients Lists / Ucnoab3yiiTe
cKpoITYI0 Konnio (Bec) s 60abmux cnuckoB moJryvare-
Jaen

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

Ecnu BBl OTIIpaBiisieTe MUcbMO OOJBILION TPYIITE, UCTIONb3YH-
Te CKphITyI0 Koruio (Bcc), 4ToObl 3aMTUTh KOH(PUACHINATb-
HOCTb TIOJTy4aTesiei.

WRITING A FORMAL LETTER (Hanucanue dop-
MAaJIbHOTO IMHUCHMA)

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 / Anpec oTnpaBuTeJst

Write your address at the top left corner.

Ykakute CBOH aJpec B BEpXHEM JIEBOM YTIy.

— Date / /Iata

Write the date below your address.

Harnumwre naty noj Balimm aipecoM.

— Recipient’s Address / Aapec nosaydareJis

Below the date, write the recipient’s address.

I[Mon naToil HanUIIMTE agpec Moayvares.

— Salutation / IlpuBeTcTBHE

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

Ucnonb3yiite hopmasibHOE TTPUBETCTBUE, HANPUMEp, «YBa-
skaeMbIi TocrioguH CMUT» .

— Body / OcHoBHas yacTh

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

Harmmmmte ocHOBHOE cofiepkaHue YeTKUMU ab3aliamMmu, Hauu-
Has C LeJU MUChbMA.

— Closing / 3akaoueHue

End with a polite closing, like «Sincerely.»

3aBepIINTE BEKIMBBIM 3aKII0YEHUEM, Hanpumep, «C yBaxe-
HUEM».

— Signature / Ilognucn

Sign your name below the closing.

Ioanuimmre CBOE UM 1101 3aKII0OUYEHUEM.



— Printed Name / Hannucannoe ums

Type your full name below your signature.

Hanumure Bariie nosiHoe MMs NOJ HOAIKUCHIO.

Sample Formal Letter (Ilpumep ¢popmasibHOro nucbma)

Sender’s Address / Anpec oTnpaBuTeJisi:

1234 Elm Street

New York, NY 10001

Date / /IaTa:

August 15, 2024

Recipient’s Address / Aapec nmojaygareJsi:

Mr. John Smith

ABC Company

5678 Oak Avenue

Los Angeles, CA 90001

Salutation / IIpuBeTrcTBHE:

Dear Mr. Smith,

Body / OcHoBHast yacTh:

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 / 3akaodeHnue:

Sincerely,

Signature / Ilognuce:

[Your Signature]

Printed Name / HannmcanHoe umsi:

Jane Doe

IIpumep popMaILHOrO NUCHMA HA PYCCKOM SI3bIKE

Anpec oTnpaBuTeIA:

yi1. Baszosas, 1234

Heio-Mopk, Heio-Hopk 10001

Hara:

15 aBrycra 2024 r.

Anpec nosyuyareJisi:

r-u JIxxoa Cmut

Komnanusa ABC

np. Ly6oBblii, 5678

Jloc-Anpxenec, Kamgopuusa 90001

IIpuBercTBHE:

VBaxaembii rociogud CMur,

OcHoBHasA 4acThb:

A numry ¢ ourmaneHON MPOChOO HA3HAYUTH BCTPEUy IS
00CyXaAeHUs TPEAJIOKEHNsI O MAPTHEPCTBE MEKy HAILIMMHU
KOMIAHUSMU. MBI yBepeHbl, 4YTO 3TO COTPYIHUYECTBO
IIPUHECET M0JIb3y 00EMM CTOPOHAM M C HETEPIEHUEM KJEM
BO3MOHOCTH OOCYAUTD MOTEHIIMAIbHBIE BOZMOXKXHOCTH.
Berpewa  mpepoctaBUT  OmIMUHYI0  Iuiatopmy A
00CyXIeHHUsI YCJIOBUH M COCTaBJIEHHs 4YETKOro IulaHa



nanpHenmmx nevictBuil. [loxanyiicra, cooOumre ynoOHoe
JUISl BAC BpeMsI Ha CJIeyIolei Heee.

Brnaromapio Bac 3a paccMoTpeHHWe OaHHOW TpockObl. C
HETEepIIeHUEM /1y Balllero OTBETA.

3aknoueHue:

C yBaxeHueM,

IMognucob:

[Bama moammcs|

HanucanHnoe ums:

Ilxeiin oy

How to Write the Body of a Formal Email (Kak nanucarn
OCHOBHYIO 4acTh (DOpPMAaJIbLHOI0 MUCHMA)

— State Your Purpose Clearly / YeTko ykaskure 11eJib

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

Haunwute c Toro, moyemy Bbl nuiere. Caenaite 3T0 NOHST-
HBIM C CaMOro Havaja.

Example / IIpumep:

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

«$1 muty, 9T0OBI 3aNTPOCUTH BCTPEUy ISl OOCYKACHUS MPO-
eKTa.»

— Provide Necessary Details / Ykakute He0o0XxoaumMble
J1eTaJan

Include any important information that the recipient needs to
know.

Brutiounte mo6yio BaxkHy0 WH(POPMAIIMIO, KOTOPYIO TOTKEH



3HATh TIOJTyYaTeb.

Example / ITpumep:

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

«Ha BcTpede Mbl 00CyIUM Halll MPOrpecc U caeAyolIye Iia-
T'U.»

— Be Clear and Concise / ByabTe sicCHbIMU M KPATKUMH

Use short sentences and clear language. Avoid unnecessary
words.

Wcnonp3yiite KOpPOTKHE TPEIOKEHUs] U TOHSITHBIN S3bIK.
W36eraiite TUITHUX CJIOB.

Example / ITIpumep:

«Please let me know your availability.»

«[Moxanyiicra, cooOmuTe 0 BareM rpapuke.»

— Summarize or Request Action / ITogBeguTe uTOrH
WJIH 3aMpoCcHuTe JIeCTBHE

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

3aBepiivTe KPaTKUM UTOTOM WM Y€TKUM 3alpPOCOM, YTO BbI
XOTUTE OT MOJTydaTess.

Example / IIpumep:

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

«bnaropmapio 3a BHumManue. C HeTeprieHreM Ky Ballero oT-
BeTa.»



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 oTnpaBHuTeJIA:
yi. CocHoBast, 789
Yukaro, Mimunoric 60601
Hara:

15 aBrycra 2024 r.
Anpec nosyyareJsi:
r-xa v JI>KoHCOH
MeHnemxep 1o nepcoHaty
Tech Innovators Inc.

yn. Knenosas, 456
Can-®panuucko, Kamigopausa 94102
IIpuBeTrcTBHE:



YBaxaemas rocroxa JIKOHCOH,

OcHOBHas1 4acTh:

4l nunry, 49TOOBI BBIPA3UTh CBOK 3aWHTEPECOBAHHOCTH
B JOJUKHOCTM CTapIlero pa3paboTYMKa IPOrpaMMHOIO
oOecrieueHns1, OObABJIICHHOM Ha caiTe Ballell KOMIIAHUMU.
Nmess OGonee fpecsatu JeT ombita B pa3paboTke
MPOrpaMMHOTO  OOeCrieueHus] U CONMMIOHBIA  OMbIT
PYKOBOJZICTBA TEXHUYECKUMHU ITPOEKTAMH, 51 yBEPEH, UTO MOTY
CTaTh [IEHHBIM COTPYJHMKOM Ballleld KOMaHpl.

Ha wmoeli npenpigymiein pomxkHocty B KommaHuu ABC
Tech Solutions s pykoBOOMI KOMaHIOH pa3paOOTUMKOB,
co3aBasi MHHOBAIIMOHHBIE  TPOTPAMMHBIE  peEIleHus,
KOTOpbIE MOBBICUJIN YIOBJIETBOPEHHOCTh KJIMEHTOB Ha 30%.
MeHst 0cOOEHHO MPUBJIEKAET BOBMOKHOCTh padoTtars B Tech
Innovators Inc. u3-3a penyTanMy Bailleli KOMIIAHMM Kak
Juiepa B 00JIaCTH MePeJOBBIX TEXHOIOTHIA.

Byny mnpusHateneH 3a BO3MOXHOCTb OOCYAUTh, KaK MOU
HaBBIKM W ONBIT COOTBETCTBYIOT NOTPEOHOCTSIM Ballen
KOMaHIbl. B mpunoxeHun Bbl Haiiere Moe pe3ioMe
I8 O3HaKOMJIeHWs. $1 JocTymeH [Uis MHTEpPBBIO B
ynoOHoe ist Bac BpeMs. CBSI3aThbCsl CO MHOM MOXHO TIO
tenedony (555) 123—4567 wiu 1o 371eKTPOHHON TouTe
janedoe@example.com.

Bnarogapio Bac 3a paccMoTpenue Moel kaHmunmatrypbl. C
HeTepreHreM K1y BO3MOXKHOCTM BHecTH BKJan B Tech
Innovators Inc.

3akJiroueHue:

C yBaxeHuew,

IMognucek:



[Barma noamnucs|
Hanmncannoe numsi:

Ilxeiin Jloy



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»



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 HepopMaJIBLHOrO NMCHMA HA PYCCKOM SI3bIKE

Tema: [1nanel Ha BEIXOOHEIE?

IIpuset, Capa,

Hapnetocsh, y Te6s Bc€ oTmmuno! XoTena y3HaTh, CBOOOIHA JIU
ThI HA BBIXOTHBIX. MBI TUIAaHUPYeM HEeOOJBIITYI0 BCTpedy Ha TUIs-
xKe, u 6e3 1edst OyaeT He To.

Coo01mu, ecy cMOKelTh TPUCOeTUHUTLCs! Mbl Tak IaBHO He
CcOOMpaJMCh BCE BMECTE.

C HerepnieHueM K1y TBOEro orseral

o BcTpeun,

Ixeccuka



Summary of Key Points (Kpatkoe pykoBoacTBO):

— Be Casual and Friendly / Byabre HecpopmaabHbIMEI 1
npyxeawoubivMu: Use a relaxed tone and friendly language.

— Keep It Brief / Iesiaiite nncbMo kpaTkum: Stick to the
main points without lengthy explanations.

— Personal Touch / JIuunoe npuxkocHoBenue: 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:

«I am writing to inform you about...»

«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...?7»

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



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? |
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@xyzltd.com

IIpumeps! hpa3 U CTPYKTYP AJs J1€JOBbIX MICEM

JlenoBele TUcbMa TPeOYIOT coueTaHus podeccuoHann3ma u
sicHocTi. BOT pyKOBOJICTBO IO 4acTo MCMONMb3yeMbiM (hpa3aM U
CTPYKTypaM B J€JIOBOIl MeperucKe:

1. Tema

— Ieab: YeTko ykaxuTe TeMy MUChMa.

— IIpumepsbr:



«3arpoc Ha BcTpeuy: OOHOBJIEHHUE 110 MTPOEKTY>»

«[locnenyiomiye AeUCTBUS MO NOAAYE MPEITIOKEHUS»

«Cpouno: TpeOyercs AeWiCTBHE MO KIMEHTCKOMY BOIIPOCY»

2. IIpuBeTcTBHE

— IMean: Hayath ¢ BeXIMBOIO U MpodeccHoHaIbHOro 00pa-
IICHUS.

— IIpumepsbr:

«YBaxkaeMbli rocriogd CMHUT,»

«31apaBcTByiiTe, rocnoxa J;KOHCOH,»

«ITpuser, komana,»

3. BBogHoOe€ npeioKkeHne

— Ilean: Bectu nenb nucbMa.

— IIpumepsr:

«$1 mumry, yToOB MpOUHMOPMUPOBATH BaC O...»

«Hagetoch, 3T0 TUCBMO 3aCTaHET Bac B XOPOIIIEM HACTpoe-
HUHW.»

«B mpoiokeHre HaIero mpeabIayero pasropopa. . .»

4. OcHoBHAasI 4acCTh

— Heab: fAcHo U3IOXUTH Ballle COOOIEHNE U 3arpocC.

— IIpumepsbr:

3anpoc uadgopmanuu: «He Morim Obl BB IIPEJOCTaBUTH
[IOCJIEAHUE OOHOBJIEHUS T10. .. 7»

IIpexocraBienne uHcgopmammu: «B TPUIOKEHUH BbI
HaijieTe 3arpaiiMBaeMblid OTUYET.»

Haznauenue Bcrped: «f1 xoTen Obl HA3HAYMTH BCTPEUY JJIs
OOCYK/ICHUS. . .»



5. 3akuaouuTeabHOe MpeIJIoKeHne

— Iean: BexmBo yka3arh Ha 3aBepIlieHre MUChMa U JII0ObIe
MOCJIEAYIOUIUE IIIary.

— IIpumepsbr:

«[Moxamnyiicra, cooOIIUTe, ECIIM Y BAC BOSHUKHYT BOIPOCHL.»

«Kny Bamero orsera.»

«Crmacu60 3a Ballle BHUIMaHHE K 3TOMY BOIPOCY.»

6. Iloanucew

— Ieanb: 3aBepmmre MNUCBMO IPO(PECCHOHAIBHBIM
MPOIIIAaHUEM.

— Ilpumepsr:

«C yBaxeHuEeM,»

«Hckpenne Bam,»

«C HaWJTy4IIMMU NTOXKEIAHUMU,»

«Cracu60,»

7. Iloagnuch

— Heab: Bxmouwre Bame #UMs W KOHTAKTHYIO
nHpopMario.

— Ilpumepni:

Nms: Txeitn Joy

JoJKHOCTB: MeHexep 110 MapKETUHTY

Komnanusi: ABC Corp

KonTakTHas uncgopmanus: 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:

«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.»



Russian Translations

1. 3anpoc Ha BcTpeuy

— OTkpbITHE 3anpoca:

«$1 xoTen Obl HA3HAYUTH BCTPEUY JJIs1 OOCYKIEHHUS. . . »

«MoxeM JI1 Mbl OpPraHM30BaTh BCTpPeUy MJisi PacCMOTpe-
HUSA...»

«51 obGpararock, 4TOObl HA3HAYUTH BCTPEUY MO MOBOAY. ..»

— IIpenJioxenne BpeMeHH:

«bynere mm BBl joctynns! 1714 Berpeud [[lara] B [Bpemsa]?»



Konen 03HaKOMUTEJLHOI'O
¢dparmenra.

Tekct npegocraBieH OO0 «Jlurpec».

[IpounTaiiTe STy KHUTY LIEJIMKOM, KYIIUB TOJIHYIO JIETATbHYIO
Bepcuio Ha Jlurpec.

Be3ormacHo oriaTuTh KHATY MOKHO OaHKOBCKOH KapToit Visa,
MasterCard, Maestro, co cuyera MOOMJIBHOTO TesiehOHa, C TiIa-
Te)KHOro TepMmuHaia, B cajoHe MTC wmm Cesa3HoOHM, uepe3
PayPal, WebMoney, Aunexc./lensru, QIWI Komenek, 60Hyc-
HBIMU KapTaMu WK APYTUM YI0OHBIM Bam crioco6om.



https://www.litres.ru/book/raznoe/essential-business-english-with-russian-translations-74319243/
https://www.litres.ru/book/raznoe/essential-business-english-with-russian-translations-74319243/
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