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3HaueHHe OM3HEC-aHIJIMHCKOro B COBPeMEHHOM MHUpe

B name BpeEMA FJIO6aJ'II/I3aI_II/I}I U MEKAYHAPOAHLIC CBA3U UI'PAIOT KIIIOYEBYIO POJIb B pa3BU-
TUM OM3Heca. B 9TOM KOHTEKCTe 3HAaHME aHIIMHCKOrO SA3bIKa CTaJI0 HEOTHEMIIEMBIM Tpe60BaHI/IeM
JIA YCHCLHHOfl KapbCphbl. busHec-aHIMICKUIA ABJISAETCS CHCI_II/I(I)I/I‘ICCKI/IM BapUaHTOM AHIVIMHACKOTO
A3bIKA, KOTOpBIfI HCTIOJIb3YCTCA B HCHOBOﬁ cpee 1 KOMMEPYECKUX OTHOIICHUAX. %13 paccMOTpUM
3HAYMMOCTH OM3HEC-aHTJIMIACKOIO 1 Mo4emy €ro BJIaJICHUC CTAJIO 00s3aTeNBHBIM 1A HpO(i)CCCI/IOHa—
JIOB BO MHOT'MIX OTpaciIsdX.

Bo-niepBbix, OW3HEC-aHIIMACKUI TMPEeJOCTaBIseT BO3MOXKXHOCTh 3(P(EeKTUBHOrO OOIIEHHUS
C JIeJIOBbIMU NMAPTHEPAMU U KJIMEHTAMHU 10 BCeMY MUPY. AHIVIMIACKUI A3bIK SABJISETCS MEXAyHApOa-
HBIM SI3BIKOM JIE€JIOBBIX IIE€PEroBOPOB, U BJIAJICHUE UM OTKPHIBAET JBEPU K HOBBIM BO3MOXHOCTSM
U naptHepcTBam. brarogapst ymeHHIo cBOOOTHO 00IIaThCsl Ha OM3HEC-aHIIMIICKOM, TIPO(ECCUOHAITBI
MOTI'YT YCTAaHOBUTb JOBEPUTEJIbHBIE OTHOIIEHUS C TAPTHEPAMU U3 Pa3HbIX CTPaH U KYJIbTYP, UTO CHO-
COOCTBYET yCIIEITHOMY BEJEHHIO OM3Heca.

BO—BTOprX, 3HaHHE OW3HEC-AHIVIMACKOIO SIBIISIETCS H606XOI[I/IMBIM YCIIOBUEM I pa6OTbI
B MCXKAYHAPOAHbIX KOMITAHUAX WJIN ITPECTUKHDBIX KOPIIOpAlUAX. MHuorue KPYITHBIE KOMITAHUW UMCIOT
[MWPOKYIO MEKXAYHAPOOHYIO CETb U IIPOBOAAT ACJIOBBIC IIEPETOBOPHI HA AHIJIMACKOM s13bIKe. PadoT-
HHWKH, BJIIaJCIOIINEC 6H3HCC—aHFHHfICKHM, MOJIb3YIOTCA ITPEUMYIIECTBOM IIPU MOUCKE pa6OTLI U MOI'yT
OBITh PacnoyIOKEHBI K OCYIIECTBJICHUIO IIEPEC31d B APYI'UE CTPAHDI.

B-TpeTbrx, OW3HeC-aHITIMACKUI CIOCOOCTBYET TOBBIIICHUIO KOHKYPEHTOCIIOCOOHOCTH
Ha pBIHKE Tpyaa. B ycrnoBusx riao0asbHON SKOHOMUKHM padOTOAATENM MIMYT KaHAWAATOB, KOTOpbIE
MOryT 3(p(PeKTUBHO OOIIATHCS HAa aHIVIMHCKOM si3blke. BrnaseHne OM3HEC-aHITIMACKUM JAEMOHCTPU-
PYyeT BBICOKMI ypOBEHb MPO(eCCHOHANBHOM MOATOTOBKU M CIIOCOOHOCTH paboTaTh B MEXIyHapO.-
HOH KOMaHJe. DTO MOXET CTaTh KJII0UeBbIM (haKTOPOM IPU NPUHATUM PELIEHUs O HaliMe WU MPo-
ABUKEHUU 110 KapbePHOM JIECTHULIE.

Kpome TOro, OM3Hec-aHIIMIACKMI TO3BOJISET MOMYYUTh JOCTYNl K OOIIMPHBIM pecypcam
1 MH(OpPMAIIMY HA aHIJIMICKOM s3bIKe. Bosbliiast yacTh 1eJI0BOM JIMTEPATyPhl, KYPHAJIOB, HAYUYHBIX
craTeil ¥ OHJIAH-PECYpCOB MpeJCcTaBjeHa Ha aHIIMICKOM si3blke. BraneHue Ou3Hec-aHIIMIACKUM
pacimpsieT BO3MOXXKHOCTHU ISl caMOOOpa30BaHusl U NMPO(ECCUOHAIIBHOIO Pa3BUTHS, UTO SBIISETCA
KJTIOYEBBIM (DAaKTOPOM B COBPEMEHHOM OHM3HEC-MHpE.

Eme ogHuMM 3HAUUMMBIM acCIIeKTOM OM3HEC-AHITIMIACKOIO SIBJIIETCS BO3MOKHOCTh ydacTtud
B MEKAYHAPOAHBIX KOH(pCpCHHHHX, CEMHHApax U BbICTABKAX. Otn MEPOINPpUATHA TTPEAOCTABIIAIOT
OTNIMYHYIO TUIOMAAKY IS IMPE3CHTALIMU CBOUX Hﬂeﬁ, 0OMEHA OIBITOM H YCTAHOBJICHUS HOBBIX
JEJTOBBIX KOHTAKTOB. 3HaHue OU3HEC-AHIIIMICKOIO MTO3BOJISET y49aCTBOBATb AKTUBHO B JUCKYCCUSX,
BBICTYIIATh C IIPE3CHTALIUAMU U pACIIUPATD HpO(i)CCCI/IOHaJ'IbHYIO CETb.

KpOMC TOrO, OM3HEC-aHITIMIACKUI CHOCO6CTByeT YIYUHICHUI0 KOMMYHUKAIIMOHHBIX HABBIKOB
B LIEJIOM. HpI/I N3YYCHUU ITOI'O BaprhdHTa A3bIKA ITPOUCXOIUT PA3BUTHUE HABBIKOB SQ)q)CKTI/IBHOFO YCT-
HOI'o 1 IIMCBMEHHOI'O O6IJ_ICHI/I$I, a TaK’K€ HAaBbIKOB BEJICHU A IIEPETOBOPOB. Bnapenue OM3HEC-aHIINI-
CKUM Tpe6yeT TOYHOCTH, ACHOCTU U YBEPEHHOCTU B BBIPA’KEHUU CBOUX MHCJ'ICfI, YTO IOJIOKUTEIBHO
CKa3bIBACTCA HA KOMMYHUKAIIMU HE TOJIBKO B paMKax JIC)IOBOfI Cpelbl, HO U B HOBCC,HHCBHOfI KHW3HU.
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busHec-aHImMiicKnii ABJIETCA HEOTHEMIIEMBIM aCIIEKTOM COBPEMEHHOIO JEJI0BOr0 MUpa. 3Ha-
HHME STOTO f3bIKA IMPEAOCTABIAET MPO(ECCUOHAIAM OTPOMHBIE IIPEMMYILECTBA, MO3BOJIASA yCTa-
HOBUTb KOHTAKTHI C JIEJIOBBIMHU TapTHEPaMHU MO BCEMY MHPY, MOBBICUTh KOHKYPEHTOCTIOCOOHOCTb
Ha pbIHKE TPy/a U PACIIUPUTh TPO(PECCHOHAIbHBIE BO3MOKHOCTH. BU3HEC-aHITIMIICKUIA TaKXke CII0-
COOCTBYET Pa3BUTHIO KOMMYHHUKAIIMOHHBIX HABBIKOB U JA€T AOCTYI K OOIIMPHBIM 3HAHUSIM U Pecyp-
caM Ha aHIJIMACKOM SI3bIKe. BK1abiBaTh BpeMsi ¥ yCHIIUSI B M3yUeHHe OU3HEC-aHTTTMHACKOTO SIBIISIETCS
MHBECTHIIMEH B YCIEIIHYIO Kapbepy U pa3BUTHE B COBPEMEHHOM MHpe OM3Heca.
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OcHoBHbIE (hpa3bl U BbIPasKeHUs JI5 AeJ0BOM
nepenuckn: O0ienne Ha Npo¢eccuHOHATbLHOM YPOBHE

JlenoBast mepenucka sBIsSeTCs] HeOThEeMJIEMOI YacThi0 COBPEMEHHOTO OM3HEeC-KOMMYHHKAIHH.
B Mupe, rae anekTpoHHas 1oyvra, 4aThl M Ipyrue CpeAcTBa CBA3U CTaJIM HOPMOW, BJIa/IEHUE MTPABUIIb-
HBIMU (ppa3zamMu M BBIpaKEHUSMM JJIs1 IEIOBOM NEPENUCKU UTPAaeT BaXHYIO POJib B YCTAaHOBJICHUU
1poeCCUOHATIBHBIX OTHOLIEHUI U nepesiaue MHpOopMaLim.
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IIpuBeTcTBHE U BCTyNHUTEJIbHbIE (Dpa3bI

Dear [Ums],

[TpuBercTBeHHas (hpa3a, KOTOpasi UCMIONB3YETCs IPU OOPAIIEHUH K KOHKPETHOMY TTOJTy4aTeio
no umenu. Haripumep: «Dear Mr. Johnson,» (YBaxkaemslii r-H [I>KOHCOH).

Good morning/afternoon/evening,

Oomiast npuBeTcTBeHHas (hpasza, KOTOPYI0 MOKHO MCIOJI30BaTh B 3aBUCUMOCTH OT BpPEMEHH
nus. Hanpumep: «Good morning, everyone,» (Jlodpoe yTpo).

I hope this email finds you well.

dpaza, BeIpakaoInas NoxeaaHue Onarononyuus moiaydareno. Mcnomp3yercs: 1uisi co31aHus
npyxectBeHHor atmocepsl. Hanpumep: «I hope this email finds you well. I am reaching out
to discuss our upcoming project.»

It’s a pleasure to make your acquaintance.

dpa3za, ucnonp3zyemasi py MEPBOM 3HAKOMCTBE C HOBBIM KOJUIETOM WUJIH JIEIOBBIM MAPTHEPOM.
Hanpumep: «It’s a pleasure to make your acquaintance. I've heard great things about your work.»

Allow me to introduce myself.

dpaza, ucronb3yemasi A1 pesacTaBienus o cede. Hanmpumep: «Allow me to introduce myself.
My name is Jane Smith and I'm the new marketing manager.»

I hope you’re doing well.

dpa3za, ucrionblyemas [UIsl BBIpaKeHUs1 MHTepeca K Onarononyunio codeceinuka. Hampumep:
«I hope you're doing well. I wanted to discuss the progress of our ongoing project.»

How are things on your end?

Bonpoc, 3aaBaeMblil Aj1s1 y3HaBaHUs O TEKYIIMX J€NaX W COCTOSHUM JeNl y cOOeceJHUKA.
Hanpumep: «<How are things on your end? Have you made any progress with the client?»

I appreciate the opportunity to connect.
dpaza, BbIpaamoliasi MPU3HATEILHOCTh 32 BO3MOXHOCTb OOIIEHHS] WM COTPYTHHUYECTBA.
Hanpumep: «I appreciate the opportunity to connect. I believe there are potential synergies between

our companies.»

It’s great to be in touch again.
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dpaza, ucronbzyemasi Mpu BO30OHOBJICHWM KOHTaKTa WJIM TEPENUCKH TOCjIe TepephiBa.
Hanpumep: «It’s great to be in touch again. I wanted to follow up on our previous discussion regarding
the project.»

Welcome aboard!

[TpuBercTBeHHas (ppasza, ucnonp3yemass Ipy BCTYIUIEHUM HOBOTO COTPYAHMKA B KOMaHIy.
Hanpuwmep: «Welcome aboard! We're excited to have you as part of our team.»

How may I assist you today?

Bormpoc, 3agaBaembiii 17151 omydeHust ”HGOPMAIUK O TOM, KaK TIOMOYb WJTH PEIIUATh IPOOieMy
cobecennuka. Hanpumep: «How may I assist you today? Please let me know if there’s anything I can
do to support your project.»

Allow me to extend a warm welcome.

(I)pa3a, HCTIOJIb3yeMad JIs1 BBIPAKECHUA TEIJIOTO IIPUBETCTBUSA WA TTPUTTIAIICHU . Haan/IMep:
«Allow me to extend a warm welcome to our annual conference. We are delighted to have you
join us.»

If’s a pleasure to connect with you.

®pa3za, vcnionb3yemasi 1J1s1 BHpakeHU sl YIOBOJIBCTBYS OT OOIIEHHS T COTPYTHUIECTBA C KEM-
To HOBbIM. Harpumep: «It’s a pleasure to connect with you. I am eager to learn more about your
expertise in the field.»

Thank you for considering our proposal.

®paza, ucnonb3oBaHHAsA A7 OMArOJAPHOCTH 32 PACCMOTPEHME TMPEJIOKEHUS WIH UJIeH.
Hanpumep: «Thank you for considering our proposal. We believe it has the potential to bring
significant benefits to both parties.»

I hope this email finds you in high spirits.

®paza, ucnonb3yemas U1 MOXKENAHUs XOPOILEro HAacTpoeHWs moiydaremo. Hampumep:
«I hope this email finds you in high spirits. I wanted to discuss the upcoming team-building event.»

It’s great to have the opportunity to connect with you.
®paza, ucrnonp3lyemas ISl BRIpAKEHUS PaIOCTH OT BO3MOXKHOCTH OOIIATHCS UM COTPY/IHU-

yath ¢ KeM-To. Hanmpumep: «It’s great to have the opportunity to connect with you. I believe our
organizations can benefit from collaborating.»
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3anpoc nacgopmanuu
Request — 3anpoc
I am writing to request information about your new product line.

Bl MoXeTe uCTonb30BaTh 3TO CJIOBO, KOIJa BaM HY)KHA KOHKPETHasi MH(popMalus Win JOKY-
MEHTALMs OT BalIEro AeJI0BOro MapTHepa WK KOJIJIETH.

Inquire — Ymounumuw, oceedomumucs
I would like to inquire about the availability of your services in my area.

ITO CIOBO UCHOJIB3YETCS, KOIZa Bbl XOTUTE MOMYYUTh MH(OPMAIMIO WIM YTOYHUTh AETAIN
00 ormpeneseHHOM MPOAYKTe, YCIyre Wi BO3MOKHOCTH.

Could you please provide...? — Mooiceme au 8vt, noxcaayiicma, npedocmagums...?
Example: Could you please provide me with the pricing details for your software packages?

DTO BEKJIMBBIN CIIOCOO TOMPOCUTH KOTO-TO MPEIOCTABUTH OIPee/ICHHYI0 NH(OPMAIIUIO VT
JOKYMEHT.

I’'m interested in... — Mens unmepecyem...
Example: 'm interested in learning more about your company’s sustainability initiatives.

Hcnonb3yiiTe 3TO BhIpaskeHHe, YTOOB! BRIPA3UTh CBOM MHTEPEC K OMPEICICHHOMY aCleKTy HJIH
TEME U 3aPOCUTh JONOJIHUTEIbHYIO MH(POPMALIMIO 110 STOMY MOBOLY.

Kindly let me know... — Iloxcaayiicma, cooouyume mHe...
Kindly let me know the deadline for submitting the project proposal.

Bl MOkeTe HCOIb30BaTh ITO BEIPAKEHHUE, YTOOBI BEKJIMBO MOMPOCUTH KOT'O-TO COOOIITUTH BaM
orpe/ieIeHHy10 MH(MOPMAIIUIO WU YTOYHUTD JIETaJIH.

I would appreciate it if you could... — bydy 6aazooapen, ecau vl cmodiceme...
Example: I would appreciate it if you could send me a copy of the latest sales report.

Ata (ppaza UCTIONb3yeTCs s BHIPaKEHH I IPU3HATEIBHOCTH M TPOCHOBI O BBHIMTOJTHEHUH OTpe-
AEJIEHHOTO JIEUCTBUSA W 3a/1a4u.

Please advise... — Iojcanyiicma, npokoncyavmupyiime...

Example: Please advise on the best shipping method for fragile items.

11
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HWcnonw3yiiTe 3Ty (ppasy, 4TOOB MOMPOCUTH KOT'O-TO IaTh BaM COBET MJTH PEKOMEH/IAINI0 OTHO-
CUTEJIbHO KOHKPETHOW CUTYalluu WX BOIpOca.

Could you clarify...? — Moxceme au vl pazesichums...?
Example: Could you clarify the warranty terms for the product?

DTO BHIpaXEHUE UCIIONB3YeTCs, KOrJa BaM HYKHO TMOJTYy4UTh Oojiee SICHOe OOBbsSCHEHUE WU
YTOYHEHHE IO TTOBO/Y KAKOrO-JIMOO acTieKTa WIIH YCIIOBUSI.

I need more information about... — Mue nysxcha 0onoanumenvHast uHPopmauyus o...
Example: I need more information about your company’s return policy.

Bl MOXeTe MCIONb30BaTh 3TO BhIPaKeHUE, YTOOBI MOMPOCUTH O0JIbIe MHMOpMAIK 00 orpe-
JeJIEHHOM acIieKTe, NOJIUTUKE KOMIIaHWU WU MPOLIEype.

Can you provide an update on...? — Mooceme au bl 00HO8UMb UHPOPMAUUTO O...
Example: Can you provide an update on the progress of the project?

Hcnone3yiite 3Ty (ppazy, 4ToObl HOMPOCUTH OOHOBJIEHHYIO HH(POPMALIMIO UIIM OTYET O TEKYILEM
COCTOSIHUM WJIM TIPOTPecce Yero-auoo.

I would like to know...— A xomea 01 y3namse...
Example: I would like to know if you offer volume discounts for bulk orders.

ITO BhIpaKEHUE UCTIONB3YETCS T 0003HAYCHU S JKeTaHUsI TIOyYUTh KOHKPETHYI0 MH(pOpMa-
LIMIO U OTBET Ha OMpe/ie/IeHHbI BOMPOC.

Please send me... - Iloxcaayiicma, omnpagvme MHe...
Example: Please send me the catalog of your latest product offerings.

Hcrnonb3yiiTe 3T0 BhIpaXeHUE, YTOOBI TIOMPOCUThH OTIIPABUTh BaM OIPEAEICHHBIN JOKYMEHT,
MH(pOPMALIMIO UM MaTepHUaJIbl.

Could you assist me with...? — Mooiceme au 8bt NOMOUb MHE C...
Example: Could you assist me with setting up my account on your platform?

Ata (ppaza Ucrob3yeTcsi, YTOOBI 3AMPOCUTH IOMOIIIb WM TOIEPXKKY B BHITIOJTHEHUHU OIpejie-
JIEHHOT'O JIeVCTBUS WU 33/1a4H.

I’m writing to inquire about the status of ... — A nuwy, umoovl ymounums cmamyc...

Example: I'm writing to inquire about the status of my refund request.

12
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Hcnons3yiite 3Ty (pasy, 4TOObI 3aIPOCUTh MH(POPMALIMIO O TEKYIIEM CTaTyce W Iporpecce
OIIPEICJIEHHOT'O 3aI1pOCa WM 3asBKU.

I would like to request a meeting to discuss... — A xomen 0bl nonpocums ecmpeuy 0n1s
o0cydHcoeHusL. ..

Example: I would like to request a meeting to discuss potential partnership opportunities.

Bl MOkeTe MCIONb30BaTh 3TO BHIpaXeHUE, YTOOBI TIOMTPOCUTH OPraHU30BaTh BCTPEUY C LIENIbIO
00CY:K/IeHUSI KOHKPETHON TEMbI UJI BOZMOKHOCTEH.

Can you provide more details on...? — Mooceme au 8vl npedocmasums 601vuie demanell o...
Example: Can you provide more details on the pricing structure of your service packages?

Hcnonb3yiiTe 310 BhIpakeHUe, YTOOBI MOMPOCUTH OoJiee MOAPOOHbIe CBEICHHUS WU HH(pOpMa-
110 00 OTpEeIeIEHHOM acTleKTe WJIH TeMe.

I would appreciate your input on...— bvia 0bl npuznamenex 3a eauie MHeHUE NO NOBOJY...

Example: I would appreciate your input on the marketing strategy for our upcoming product
launch.

ITO BBIPAKEHUE UCTIONB3YETCs, YTOOBI MOIMPOCUTD Ube-JIMO0 MHEHHUE, OT3bIB MM PEKOMEH 1a-
LUU T10 ONpeIeIEHHON CUTYalluk WX BOIPOCY.

Could you share any relevant documentation regarding...? — Mozau 0bl 86l nodeaumvbcs
10001 coomeemcmayrouieii 00KymeHmauueil OmHOCUMENbHO. ..

Example: Could you share any relevant documentation regarding the new data privacy
regulations?

MCHOJIBCSyfITG 9TO BBIPAXKEHHUE, KOrJa BaM HYXHBI JOKYMCHTBI HWJIM MAaTCpUajibl, CBA3AaHHBIC
C OMpe/ieIeHHON TeMOI UJIM 3aKOHO/ATEIbCTBOM.

Id like to obtain further information about... — A xomea 661 noayuums 00NOAHUMENLHYIO
ungopmayuto o...

Example: I'd like to obtain further information about the professional development
opportunities in your company.

ITO BhIpaKEHHE HMCTONMb3YETCs /ISl 3arpoca JOMOTHUTEIbHON MH(POPMAIUU WA TIOAPOOHO-
cTell 00 OINpe/IeNICHHOW TeMe WM BO3MOKHOCTH.

Can you clarify the process for...? — Moxceme au bl ymouHums npovecc...

Example: Can you clarify the process for submitting expense reimbursement claims?

13
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Hcnone3yiite 3Ty (ppazy, 4roObl HOMPOCUTH OoJiee sICHOe OOBSICHEHUE WM Pa3bsICHEHUE MPO-
11ecca BBINOIHEHHsI ONPE/INIEHHOTO JISHCTBUSI.

I’'m reaching out to gather information about... — A oopawaroce, umoowt coopams ungop-
mauuro o...

Example: I'm reaching out to gather information about the market trends in the hospitality
industry.

Brl MOXeTe UCTIONb30BaTh ITO BRIPAKEHUE, YTOOBI YKa3aTh eJIb BAIIIETO 3a1Ipoca U MOMPOCUTh
MH(pOPMAILIMIO 110 ONPE/ICTIEHHON TeEME WA OTPACIIH.

Could you let me know the timeline for...? — Mooiceme au vt cooduums MHe CPOKU 0ASL...
Example: Could you let me know the timeline for project completion?

Hcnonezyiite 3Ty (ppasy, 4ToObl NOMNPOCUTh YTOUHUTH BPEMEHHBIE PAMKHM WJIM CPOKHU IS
BBITIOJTHEHU 1 OIIPEEIEHHON 3a/1a4H.

I’'m interested in learning more about... — Mue unmepecro noayuumso 0oavuie uHgpopma-
uuu o...

Example: 'm interested in learning more about your company’s sustainability initiatives.

370 BBIpaXXEHUE UCTIONB3YETCs], YTOOBI BHIPA3UTh CBOM MHTEPEC B MOTYYEHUH AOTIOTHUTETbHOM
MH(pOPMAIMU O KOHKPETHOM TeMe W UHUIMATHUBE.

Could you provide examples of ...? — Moceme au vl npedocmasums npumepol. ..
Example: Could you provide examples of successful case studies from your previous clients?

Hcnonb3yiiTe 3T0 BhIpaskeHHe, YTOObI MOMPOCUTD MPEAOCTABUTD MPUMEPHI WM MJUTIOCTPALIUH
IUIS1 JIy41IEero MOHUMAaHU sl WU HaIJIsAJHOCTH.

Could you recommend...? — Mooiceme au 8vbl nopekomenoosams...
Example: Could you recommend any reliable software for project management?

Hcnons3yiite 3Ty (ppasy, YT0OB HONPOCUTH PEKOMEHAALIMIO JTH COBET IO OIpe/IeIeHHON TeMe,
MPOLYKTY WJIM YCITyTe.

I’'m writing to express my concerns about... — A nuwy, umoowl 8vlpa3umsv c8oro 03a00ueH-
HOCMb NO N0B0JY...

Example: I'm writing to express my concerns about the recent decline in product quality.

OoOpsicHeHne: DTO BBIpAKEHUE HCIONB3YETCs], YTOObl BBHIPA3UTh CBOIO 03a00YEHHOCTD, MPO-
O71eMbl MJIM HEIOBOJILCTBO TI0 MOBOJY ONPEIEIEHHOTO aclieKTa WM CUTYAIH.
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Can you provide guidance on...? — Modceme au vl npedocmasume pykogoocmaeo no...
Example: Can you provide guidance on how to improve online customer engagement?

Hcnonb3yiiTe 3TO BIpakeHue, YT0ObI TIOMPOCUTH PYKOBOACTBO, COBET MJIM TIOMOIIb TIO BHITIOJ-
HEHUIO OIPEIEJIEHHON 3aJauy WIN JOCTUKEHHUIO LETIH.

I need assistance with... — Mue nysicHa nomows c...
Example: I need assistance with troubleshooting the technical issues I'm experiencing.

310 BBIPAXXECHUE UCIIOJIb3YETCA, YTOOBI TMOMPOCUTD NMOMOIIb UJIX TOAACPKKY B PEHICHUN OITpE-
JCJICHHBIX HpO6JI€M WM 3aJa4.
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OTBeT M MOATBEPKAEHHE

Thank you for your email. — Criacu6o 3a Baliie TiCchbMoO.

HWcnonb3yercs 1uis BhIpakeHUst O1arofapHOCTH 3a MOJMYyYEHHOE IUCHMO.

I acknowledge receipt of your email. — 51 noaTBepsx/1a10 IOTyYeHNEe BaIllero MichkMa.
MCHOJIIByeTCH IJIA TIOATBEPKACHU A MMOJYYCHUA NMUCbMaA.

I confirm that we have received the documents. — § nonTBepxaio0, YTO Mbl TIOIYUYHIH JOKY-
MCEHTHI.

MCHOJIIByeTCH IJIA TIOATBEPKACHHUA MMOJYYCHUA JOKYMEHTOB.
Your request has been processed. — Bai 3anipoc 01 00paboTaH.
Wcnonb3yercst aiis1 cooOIIeHus 0 3aBepIiieHn: 00padOTKH 3ampoca.

I am writing to confirm our meeting on [date] at [time]. — 51 nuiy, YTOOBI TOATBEPAVTH HAIITY
BCTpeyy [aara] B [Bpems].

Wcnonb3yercs 1715 NOATBEPKICHNS] HA3HAYEHHOU BCTPEYH.

We are pleased to inform you that your application has been approved. — Mvl pasibl cOOOIUTH
BaM, UTO Ballia 3asiBKa ObUIa 0100peHa.

Wcnonb3yeTtcst A1 NOATBEPKIACHUS OOOPEHUS 3asIBKU.

I can confirm that the payment has been made. — 1 Mory noaTBepaNTH, YTO TUIATEX OBLI
BBITIOJIHEH.

MCHOJIIByeTCH IJIA TIOATBEPKACHW A BbITIOJIHCHUSA TUIATEXKA.
Thank you for confirming the meeting. — Criacu60 3a MoATBePKICHUE BCTPEUH.
HWcnonb3yertcst 11 BRIpakeHHs1 OJ1aroqapHOCTH 32 TIOATBEPIK/ICHUE BCTPEYH.

I have reviewed the proposal and it looks great. — 51 paccmoTpen npeaiokeHre, 1 OHO OTJINY-
HOE.

HWcnonb3yercs 1U1s1 HOATBEPK/ICHUS TTOJIOKUTEILHOTO pe3yyibTata 0030pa Mpe/IOKEeHHSI.
Your order has been shipped. — Bain 3aka3 ObUT OTIIpaBJIicH.

Hcnone3yercs a1 MOATBEPAKACHUA OTIIPABKU 3aKa3a.
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I acknowledge your complaint and apologize for the inconvenience caused. — {1 npusHao
Ballly Kajio0y ¥ MPUHOIIY U3BMHEHHUS 3a JIOCTaBJIEHHbIE HEYTI0OCTRA.

I/ICHOJIb3yeTCH IJIA TIOATBEPKACHUA MMOJTYYCHUA XKaJI0ObI 1 BBIPAXKCHUSA COKAICHUA.

We have taken note of your feedback and will address the issue promptly. — Myl ipuHsU
K CBE/ICHUIO BAlll OT3bIB U HE3aMEJIIUTENILHO PEIIUM 3Ty MPOOIeMy.

Hcnonb3yercst 1yt IOATBEPIKICHUsT TIOMy4YeHUs] OOpaTHOW CBS3M M OOCIaHUsl ONEepPaTHBHO
pemmTh IpodIemMy.

I appreciate your prompt response. — {1 11eHI0 Balll OlIepaTUBHBINA OTBET.
HWcnonb3yertcst 11t BRIpakeHHsi OJ1aroqapHOCTH 32 OBICTPHIN OTBET.

I agree with your proposal and would like to move forward. — {1 coriiaceH ¢ BaIlvM IpeIo-
JKEHUEM U XOTE 6I)I MMPOAOJ/IKHUTh.

I/ICHOJIb3yeTCH IJIA BBIPpAXKEHUSA COITIACUA C MPENJIOKEHUEM Y TOTOBHOCTU ITPOOJOJIKUTH pa60Ty.

We are delighted to accept your invitation to the conference. — Mbl pasipl IPUHSATDH Ballle TIPU-
rJ1aleHre Ha KOH(EPEeHIIUIO.

I/ICHOJIb3yeTCH IJIA TIOATBEPKACHUA IMTPUHATUSA MTPUTTIAIICHUA Ha MEPOITPUATHC.

I confirm that the meeting has been rescheduled to [date] at [time]. — {] nonTBepkaI0, YTO
BCTpeyYa MepeHeceHa Ha [1ara] B [Bpems].

Hcnonw3yercs 1151 MOATBEP:KAEHUS MIEPEHOCA BCTPEUYM Ha IPYTYIO 1aTy U BPEMSI.

Thank you for your prompt attention to this matter. — Criacu00 3a orepaTMBHOE BHUMaHKE
K 9TOMY BOIIPOCY.

HWcnonb3yercst 1isi BhIpakeHUs1 OJIarolapHOCTH 3a OBICTPYI0 PEaKIMIo Ha BOIPOC WIH TPO-
OemMy.

We have reviewed your proposal and have some suggestions for improvement. — Mbl paccMOT-
pesu Ballle MPeAIoKeHNe U IMeeM HECKOJIBKO MPEAJIOKEHUI MO YTy IIeHUIO.

Ncnonb3yercs 1715 NOATBEPKICHUS pACCMOTPEHUS IPEAJIOKEHUS U NTPEIJIOKEHUS aTbHEeN-
LIMX YJIyYIIEHUH.

I appreciate your flexibility in accommodating our request. — 51 1ieHI0 Barry riOKOCTh B yI0-
BJIETBOPEHHHU HaIlIEeH MPOCHOBI.

MCHOJIIByeTCH IJIA  BBIPAKCHUA MPU3HATCIIBHOCTU 3a T'OTOBHOCTb YOOBJIETBOPUTL HALIy
pochOy.
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I would like to confirm the details of our agreement. — 51 xoten Obl OATBEPAUTH NETAIN
HAIIIerO COTJIAICHUSI.

I/ICHOJIb3yeTCH IJIA TIOATBEPKACHU A )IeTaJIeI;'I COIIalICHH A UM KOHTPAKTA.

We are pleased to inform you that your application has been successful. — Mp1 pajibl COOOIIUTH
BaM, YTO Ballia 3asiBKa MPOIILIa YCIEIIHO.

I/ICHOJIIBYCTCH IJIA TIOATBEPKACHUA YCIIEXA 3aABKH WU IIPUHATHA PCIHICHUA.
I confirm that the report has been submitted. — 51 nonTBepX 210, YTO OTYET OBLT ITPECTABIICH.
MCHOJIIByeTCH IJIA TIOATBEPKACHHUA OTIIPABKW OTUCTA UJIU JOKYMEHTA.

Thank you for your cooperation in this matter. — Criacubo 3a COTPYyIHUYECTBO B 3TOM
BOITpOCE.

Hcnonb3yercs [u1st BeIpakeHus O1aroqapHOCTH 32 COTPYJHUYECTBO WM yUacTHe B KAaKOM-JIM00
aene.

We acknowledge the receipt of your payment. — Mpbl IOATBEpkIaeM TIOJTyYSHHE BaIllero Iuia-
Texa.

MCHOJIIByeTCH IJIA TIOATBEPKACHUA MOJTYUYCHUA TUIATEXKa WU IIEPEBOAA ACHCT.
I apologize for the delay in response. — IIpuHOIIy U3BMHEHUS 32 3a[EPIKKY C OTBETOM.
Wcnonw3yercst 17151 N3BMHEHUS 3a 3aJIePKKY B OTBETe WM 00padOTKe 3armpoca.

We confirm our availability for the meeting on [date] at [time]. — Mbl ioATBEpk/1aeM HAIITy
JOCTYIHOCTH JIJIS BCTpeuu [ara] B [Bpems].

I/ICHOJIb3yeTCH IJIA TIOATBEPKACHHUA TOTOBHOCTU K ITPOBEACHUIO BCTPEYU B YKA3daHHOC BPEMHI.

Thank you for your prompt resolution of the issue. — Cniacu6o 3a orepaTHMBHOE pellieHIe
POOJIEMBI.

Wcnonb3yetcst it BRIpakeHUsI OJ1aroqapHOCTH 3a OBICTPOE pas3pelleHre WM HCIIpaBJIeHHe
POOJIEMBI.

I would like to confirm the delivery date of the order. — $1 xoten Obl MONTBEPIUTH ATy
JIOCTaBKH 3aKa3a.

MCHOJIIByeTCH IJIA TIOATBEPKACHUA OAThl JOCTABKU 3aKa3a WJIW TOBapa.
We acknowledge the importance of this project and will allocate additional resources as

needed. — Mbl nipu3HaeM Ba)XHOCTb 3TOTO MPOEKTa W OyIeM BBIIEISTH JOMOJTHUTEIbHBIC PECYpPChI
o Mepe HeOOXOAMMOCTH.
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Wcnonb3yercs 1151 MOATBEPkK/I€HUS TIOHMMAaHUS BaXXHOCTHU MTPOEKTa M TOTOBHOCTU BbIJEJUTh
JOMOJIHUTENbHBIE PECYPCHI.

We have reviewed your proposal and are interested in further discussion. — Mbi paccMoTpenu
Ballle MMPeJIOKEHNE U 3aMHTEPECOBAHbI B JajIbHEHIIIEM OOCYKICHHH.

I/ICHOJIIBYCTCH JJIA HOIITBCp)K)IeHI/IH I/IHTepeca K Hpe}IHO)KeHI/IIO N I'OTOBHOCTHU HpOIIOJI)KI/ITb
oOCyK/IeHHe.

Thank you for your attention to detail. — Ciacii00 32 BHUMaHUE K JACTAJISIM.

Hcnonb3yercs /s BoIpakeHUst OIarofapHOCTH 32 BHUMATEILHOCTD K JETAISIM WIIM KaueCTBO
padoTHI.

I confirm that the necessary changes have been implemented. — §1 nonTBepXx a0, 4To HEOO-
XOOUMBIE U3MECHCHU A 6I)IJII/I BHECCHBI.

I/ICHOJIb3yeTC$I JJIA TIOATBEPKACHHUA BHECCHUA H606XOI[I/IM])IX W3MEHEHHI U HCHpaBHeHHfI.

We acknowledge the receipt of your inquiry and will respond shortly. — MbI ipu3Haem moiy-
YeHHe BaIllero 3arpoca U CKOPO OTBETHM.

Hcnonb3yercs 11 HOATBEP:KACHNUS TOTyUeHus 3ar1poca U 00eIaHusl CKOPOro OTBETA.

Thank you for your prompt action on this matter. — Criacu0o 3a oriepaTHBHBIC JICHCTBUS
0 3TOMY BOITPOCY.

Wcnonb3yercst i BbIpakeHUs] OJIarogapHOCTH 3a OBICTpbIe JEWCTBUS IO KaKOMY-JHMOO
BOIPOCY WJIM TIpodIieMe.

I'would like to confirm the terms and conditions of our agreement. — 51 xoten Obl MIOATBEPIUTD
YCJIOBUSI HAILIETO COTJIAIICHMSI.

I/ICHOJIb3yeTCH IJIA TIOATBEPKACHU A YCHOBI/Iﬁ U TTOJIOKEHUI COMIAlIEHUS WA KOHTpAKTa.

Thank you for confirming the appointment. — Criacu60 3a TIONTBEpXKJICHUE Ha3HAYCHHOMW
BCTPEUH.

Wcnonb3yercst 715 BeIpakeHus1 OJ1aroqapHOCTY 32 TIOATBEPXKICHUE Ha3HAYEHHON BCTPEUH.

I confirm that the requested changes have been made. — {1 monTBep:x a0, YTO 3aMPOIIICHHbIC
N3MCEHCHU A 6I)IHI/I BbITIOJIHEHBI.

I/ICHOJIb3yeTCH IJIA TIOATBEPIKACHW A BbITIOJIHCHU A Tpe6yeMbe W3MEHEHUH WJTN I/ICHpaBJIeHI/Iﬁ.

We appreciate your patience and apologize for any inconvenience caused. — Mpl 11eHUM Barie
TepreHre U TPUHOCUM M3BUHEHUS 32 BOSMOXKHBIE HEYI0OCTRA.
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I/ICHOJIBBYCTCH IJIA BBIPAKEHU A NTPHU3HATCIIBHOCTU 3a TEPIICHUE U W3BUHEHUH 3a BO3MOKHBIE
HeynoOCTBa.

I can assure you that we are taking this matter seriously. — Mory 3aBepuTh Bac, 4TO MbI
OTHOCHMCSI K 3TOMY BOITPOCY CEPbhE3HO.

Hcnonb3yercs 111 yOexieHUs1 B CEpbe3HOM OTHOILIEHHHU K BOIIPOCY MM Mpodieme.
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IIpeasioxkeHne cCOTpyaHNYECTBA

We would like to propose a collaboration opportunity with your company. — Mb1 XoTenu Obl
MPEJIOKUTh BO3MOKHOCTb COTPYAHMYECTBA C Balllell KOMITAHUEH.

We are interested in establishing a partnership with your organization. — Myl 3auHTepeco-
BaHbl B YCTAHOBJICHVH MApPTHEPCTBA C Ballleil OpraHu3aiyen.

Our company is looking for potential partners to work together on a project. — Haia xomra-
HUA UIIET NOTCHIUATIbHBIX MMAaPTHEPOB IJIA COBMECTHOU pa60T]:»I Ha/l TIPOCKTOM.

We have reviewed your company’s profile and believe that our collaboration would be
mutually beneficial. — Myl u3yunv npousib Baleii KOMIAHUU U CYUTAEM, YTO HAIlle COTPYIHUYE-
CTBO Oy/IeT B3aUMOBBITOTHBIM.

We would like to explore the possibility of joining forces to penetrate a new market. — Mubt
XOTeJIM OBl PACCMOTPETh BO3MOKHOCTh OOBEJUHEHWST YCHIIUH J1JTs1 IPOHUKHOBEHMSI HA HOBBI PBIHOK.

Our expertise complement each other, and we see great potential in working together. — Haiu
KOMITETEHIIMH JOTIOMHSIOT JPYT APYra, U Mbl BUIMM OOJBIION MTOTEHIINA B COBMECTHOM padoTe.

Let’s collaborate to enhance our market position and expand our customer base. — JlaBaiite
COTPYOHUYATH IJIs1 YKPETUIeHUs Halllel TO3UIIMK Ha PIHKE U PACIIUPEHUs] KIIMEHTCKOW Oa3bl.

We have a proposal for a joint venture that could lead to significant growth opportunities. —
V Hac ecTb NpeIokeHNe 0 CO3/IaHUU COBMECTHOTO MPEATIPUSATHSI, KOTOPOE MOXKET IPUBECTH K 3Ha-
YUTEJIbHBIM BO3MOXKHOCTAM POCTA.

We would like to extend an invitation for your company to participate in a collaborative
project. — Mbl xoTenu Obl pacIIMPUTH MPUTJTIAIIEHHE K Balllell KOMIIAHUY Ha yJacTHe B COBMECTHOM
MPOEKTE.

Our team is impressed with your company’s achievements and believes that a partnership
would be advantageous. — Haia koMaH/1a Brieyat/ieHa JOCTHKEHUSIMU Balllell KOMITAHUU U CUMTAET,
YTO MapTHEPCTBO 6y}1€T BbIT'OJHbIM.

Let’s join forces to capitalize on emerging market trends and maximize our competitive
advantage. — [laBaiite 0ObeIMHUM YCHIIUS, YTOOBI KCIIOIb30BaTh BO3HUKAIOIIKE TPEHIbI HA PhIHKE
Y MaKCMMHU3UPOBATh KOHKYPEHTHOE MPEUMYIIIECTBO.

We propose a collaboration arrangement where we can pool our resources and expertise. —
MpblI nipesiaraeM BapuaHT COTPYAHMYECTBA, B paMKax KOTOPOTO Mbl MOXEM OOBEAMHUTH PECYpCHI
1 KOMIICTCHIINU.

We believe that partnering with your company will open up new business opportunities for

both parties. — Mbl cuuTaem, 9T0 IAPTHEPCTBO C BAIllel KOMITAHUEN OTKPOET HOBBIE JICJIOBbIE BO3-
MOXHOCTH JIJIs1 0OEUX CTOPOH.

21



P. IlapudpsHoBa. «f3bik nemoBoro ycnexa: busHec-anrmuiickuii 1 komMmyHuKarmu. Mastering Business English and
Effective Communication»

We see a strong alignment between our values and goals, making collaboration a natural
fit. — Mbl BUIUM CUJIbHOE COOTBETCTBUE HAIMX HEHHOCTEH U IeJied, YTO JIeNaeT COTPYAHUYECTBO
€CTECTBEHHBIM.

We are open to exploring collaborative opportunities with your organization to expand our
global presence. — Mpbl TOTOBBI pacCCMOTPETh BOZMOKHOCTH COTPYAHUYECTBA C BAlllel OpraHu3aIen
U1 pacIlIUPEHUs HALLEro MEXIyHAPOIHOIO IPUCYTCTBUS.

Our companies share a similar target audience, and a partnership could result in increased
market share. — Hani xoMnaHuy MMEIOT TIOXOXKYIO LIEJEBYIO ayAUTOPHIO, U TAPTHEPCTBO MOXKET
MPUBECTHU K YBEIIMYCHUIO JOJIKM PBIHKA.

Let’s explore how we can collaborate to leverage emerging technologies and stay ahead of the
competition. — JlaBaiite uccieayeM, Kak Mbl MOKEM COTPYJHHYATh, YTOOBI UCIIOJIb30BATh HOBEHUIIIHE
TEXHOJIOT'NA U 6I)ITB BIIEpEAH KOHKYPEHTOB.

We believe that a strategic partnership with your company will enhance our product portfolio
and market position. — Mbl cauTaem, 4To CTpaTernueckoe MapTHEPCTBO C Ballleld KOMITAaHUEH yiTyd-
LIUT Hall NOPTgeb NPOLYKTOB U MO3ULIMIO HAa PHIHKE.

We propose a joint marketing campaign to leverage each other’s customer base and increase
brand visibility. — MbI nipeiyiaraeM COBMECTHYI0 MAapKETHHIOBYIO KaMIIAHUIO, YTOOBI MICTIOIb30BaTh
KJIMEHTCKYIO0 0a3y ApYT Jpyra v yBeJHMUUTh BUIUMOCTh OpeHa.

Let’s establish a long-term partnership that fosters continuous growth and mutual success. —
JlaBaiite co3naquM I0IrOCpOYHOE MAPTHEPCTBO, KOTOPOE CIIOCOOCTBYET HEMTPEPHIBHOMY POCTY M B3a-
UMHOMY YCIIEXy.

We propose a collaboration model where we can share resources and best practices to optimize
efficiency. — Mul ipeyiaraeM MoJie/Tb COTPYTHUYECTBA, B paAMKaX KOTOPOU MBI MOXeM OOMEHUBAThLCS
pecypcaMu U nepeaBarh JIydllie MPakTUKK 11 oNTUMUA3aUnu 3G (PEeKTUBHOCTH.

Let’s join forces to explore new market segments and expand our customer reach. — [laBaiite
O6'beIH/IHI/IM yCUin4, ‘ITO6])I HCCJICAOBATh HOBBIC CETMEHTHI PbIHKA Y paCIIMPUTDL KPYT HAIIMX KJIMCH-
TOB.

We believe that a collaboration between our companies can lead to mutual growth and
increased profitability. — Mpbl cuuTaem, 4T0 COTPYTHHYECTBO MEXAY HATMMH KOMITAHUSIMA MOXET
MIPUBECTH K B3aUMHOMY POCTY U TIOBBIIIEHUIO TIPHOBUTBHOCTH.

Let’s discuss the potential terms of a partnership agreement and move forward with our

shared vision. — [Taaiite 00CyIMM MOTEHLIMATIBHBIE YCIOBUSI MAPTHEPCKOTO COIVIAIICHUS U TIPOJIBU-
HEMCs BIIepe]] C HAIllUM OOIIMM BHJCHHUEM.
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3aBepiieHue nucbMa

Sincerely — VIckpenne

Example: Thank you for your prompt attention to this matter. Sincerely, [ Your Name]. — Cna-
cr00 3a OrepaTUBHOE pellieHre JaHHOTro Bonpoca. C MCKpeHHUM yBakeHueM, [Barre nvs].

Best regards — C Hawlyd1umMu NOXeNIaHUSIMU

Example: I appreciate your assistance in this matter. Best regards, [ Your Name]. — §1 6naroaa-
PEH 3a Ballly MoMols B 3ToM Boripoce. C HawIydIuMu noxenanusvMu, [Bariie ums].

Thank you — Criacu60o
Example: Thank you for considering my request. — Criacu0o 3a pacCMOTpPEeHHE MOl MPOCHOBI.
Kind regards — C noOpbiMy TIOKeJIaHUSIMU

Example: I look forward to hearing from you soon. Kind regards, [ Your Name]. — C Hereprie-
HUeM X1y Bairero orsera. C qoOpeIMU MoXeIaHusMH, | Barie ums).

Yours faithfully — Vickperne Barm

Example: Please let me know if you require any further information. Yours faithfully, [Your
Name]. — INoxanyiicta, cooOImTe MHE, €CIM BaM TOTpeOyeTcs JOMOJHUTETbHAsA MH(pOpMAIIUS.
Uckpenne Ban, [Baie nms]).

Best wishes — C HauTyYIIuMy TTOKeTaHU MU

Example: Best wishes for a successful conference. — C HanTyq1mmmu noxesaHusIMU YCTIEIITHOW
KOH(EPEHIH.

Warm regards — Teruible oxeJIaHUS

Example: I hope we can work together again in the future. Warm regards, [Your Name]. —
Haneroch, Mbl cMOKeM CHOBa cOTpyaHMYATh B OymyiieM. C TerIbIMU IJIoXeTaHusIMe, [Barie ums].

Looking forward to your reply — ’Kny Baiiero orsera

Example: I have attached the requested documents. Looking forward to your reply. — { npu-
KPEIuJ 3alpoIleHHbIE TOKYMEHTHI. 7K1y Balero oreera.

With gratitude — C GnaronapHOCTBIO

Example: With gratitude for your support and guidance. — C G1arogapHocTbio 3a BaIry TMoj-
JepPKKY U PYKOBOJICTBO.

Thank you for your consideration — Ciacu6o 3a paccMOTpeHHe
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Example: Thank you for considering my proposal. — Ciaci6o 3a pacCMOTpeHHe MOero Mpeji-
JIOKEHHUSI.

All the best — Bcero HavydImero

Example: Wishing you all the best in your future endeavors. — Kenaio Bam Bcero HausIyiero
B Ballmx 6y,IIyH_[I/IX HauyMHaHUAX.

Many thanks — Bonbinoe criacu6o

Example: Many thanks for your prompt response. — Bosbioe criacu0o 3a orepaTiBHBIN OTBET.
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Kak nanucarp 3¢ppekTuBHoOE 1€J10B0€ MUCHMO
Ha aHIJIMICKOM sI3bIKE: COBEThI U MIA0JI0H

Hasbik HanucaHus HpO(pCCCI/IOHaJ'ILHbIX JEJIOBBIX ITMCEM Ha AHIJIMHACKOM SI3BIKE SIBJISIETCS KJTIO-
YCBbLIM B COBPEMECHHOM MHUPE Ou3Heca. KOppCKTHOC HCIIOJIb30BaHKE OU3HEC-aHIJIMHCKOrO B ITHCh-
MEHHOMU (pOpMC MOJKET MMOMOYb BaM YCTAHOBUTHL IIPOYHBIC ACJIOBBIE CBA3U, NOCTHYb CBOUX LICJ'ICfI
" CO3aTb 6)'[8.FOHPI/I${THOC BIICUATJICHUE O Balllell KOMITAHWUH.

OcHoBHas1 4acTh:
1. Tema nucoma (Subject line):

Tema mnmcbMa JOMKHA OBbITh KpaTKOH, HO wuH(popMmaTtMBHOW. OHa JOJKHA OTpakarh
OCHOBHYIO LieJIb Balllero cOOOLIeHUsl M 3auHTepecoBaTh nonyvarens. Hampumep: «Request for
Information on Products» (3anpoc nnHpopmanmu o npogykumn) wim «Proposal for Collaboration
Opportunity» (ITpeanoxeHue o BO3MOXXHOCTH COTPYAHUYECTBA).

2. Ilpusemcmeue (Greeting):

Obparaiitech K Molyyaresnio MMcbMa C y4eTOM ero AOKHOCTH U uMeHH. Eciu Bbl He 3Ha-
KOMBI C TOJTydartelsieM, UCIonb3yite ¢opmy oOpamenus «Dear [Pamumus]» (YBaxaemsrit/[Iopo-
ron [Pamunus]). Hanpumep: «Dear Mr. Smith» (YBaxkaembiii muctep Cmut) mim «Dear Ms.
Johnson» (YBaxaemasa muccuc JI>xoHc).

3. Bgeoenue (Introduction):

BBenenne OmKHO OBITh KOPOTKUM M SICHBIM. YKaKHUTE CBOE UMs1, Ha3BaHHE KOMITAHUHU U LIEJTh
Bamero nucbMa. Hanpumep: «My name is [Your Name], and I represent [Company Name]. I am
writing to you to inquire about [product information/request a meeting/etc.]» (Mens 30ByT [Barue
nMs |, 1 51 ipeacTapiso komnanuio [Ha3Banne komnanuu]. 51 nuiiry Bam ¢ BOrpocom o [uHgopmaryu
O ITPOIYKLMK/3aIpOce Ha BCTpeYy U T. [.]).

4. Ocnosnas wacmo (Body):

OcHOBHas1 4acTh MHUCbMa JIOJKHA COJEPKAaTh OCHOBHYIO MH(OPMALMIO, KOTOPYIO Bbl XOTHUTE
nepenars. Paznenute Tekct Ha maparpadbl Ui JTydlneid YnTaOenbHOCTH. BynbTe KOHKpETHBIMU
U JIaKOHWYHBIMU. [IpenocTaBbTe HEOOXOMMMBIE ETalH, 33/1aiiTe BOMPOCH! WM MPEJIOKHUTE CBOU
YCIIyTH.

5. Bakarouenue (Conclusion):

3aK/IoueHne JOJDKHO MOABOAUTH UTOTM BaIllEro MHCbMA M yKa3bplBaTh HA CIIENYIOIIUE Iaru
WM OXKUJlaeMble JIericTBrsl. Bripasute OnarosapHOCTh 32 BHUMaHHME K BallleMy IMUMCbMY M OCTaBbTE
KOHTAKTHbIE JaHHble 1)1 cBsA3u. Hanpumep: «Thank you for your attention. I look forward to hearing
from you soon» (Cnacu6o 3a Bauie BHUMaHue. C HeTepHeHUEM /1y Balllero OTBeTa B Onvkaiiiiee
BpeMsi).
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6. Ilpowanue (Closing):

Ncnonb3yiite popmyity npolaHusi, COOTBETCTBYIOILYIO CTENIEHN B3aMMOOTHOILIEHUH € IOJTyYa-
tesieM. HekoTopble pacripocTpaHeHHbIe BAPUAHTHI BKJIIOUAIOT « Yours sincerely» (C yBaxeHUueM) Win
«Kind regards» (C Hamy4mmMuy NoXeJIaHUsIMHU).

7. Iloonucw (Signature):

VYKkaxute cBOe MOITHOE UMS, JOJDKHOCTh M KOHTAKTHYIO MH(POPMAIIMIO B TTOAINKMCH TOJI OCHOB-
HBIM TEKCTOM IMUChMa. DTO MOMOXKET MOJTyYaTeNIo JIETKO UASHTU(UITMPOBATH BAC U CBSI3AThCS C BaMU
MpU HEOOXOTUMOCTH.

8. Popmamuposanue u nposepka:

[Nepen oTrpaBkoii NChbMa, yOEOUTECH, YTO OHO OT(HOPMATUPOBAHO YETKO M uyMTadesibHo. Pa3-

JeNMTe TeKCT Ha a03arlbl, UCTIONB3YITe MyHKTYAIIUIO U MPABIJIbHbIE TPAMMATHUECKUE KOHCTPYKITUH.
Tak:xe He 3a0y/IbTe TPOBEPUTH MTUCHMO Ha HAJIMYKE OIMMOOK, ONeYaToK U HETOUHOCTEH.
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[I1a610H 1€eJ10BOro mMuchMa HA AHIVIMICKOM

Subject: [Tema ncpma|

Dear [®avmnus],

I hope this email finds you well.
Introduction:

My name is [Your Name], and I represent [Company Name]. I am writing to you regarding
[state the purpose of the email, e.g., a business proposal, request for information, or introduction].

Body:

[Provide the necessary details, information, or questions. Be concise and clear. Use paragraphs
to organize your thoughts.]

Conclusion:

Thank you for taking the time to read my email. I would appreciate any further information
or feedback regarding [specific request or topic]. Please feel free to contact me at [your contact
information] if you have any questions or require additional details.

Closing:

Yours sincerely,
[Your Full Name]

Signature:

Your Full Name]
Your Position]
Company Name]
Contact Information]

— ———

ITOT AGJOH SIBJISIETCS OTIIPABHOM TOUKOW ¥ MOKET OBITh aJaITUPOBAH B COOTBETCTBUM C KOH-
KPETHBIMH ITOTPEOHOCTSIMU Y LIEJISIMU Batiero nucbMa. [JoMHUTE 0 BaXKHOCTH YETKOCTH, BEKITUBOCTH
1 1poheCcCHOHANI3MA B BallleM 3JIeKTPOHHOM IHCbMe Ha OM3HEC-aHITIMIICKOM SI3bIKE.
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IIpuMepbl JeJI0BbIX THCEM

IIpumep 1: IIucbmo o coTpyaHu4YecTBE
Subject: Proposal for Collaboration
Dear Mr. Johnson,

I hope this email finds you well. I am writing on behalf of ABC Company, a leading provider
of IT solutions. We have been following the success of XYZ Corporation and are interested in exploring
potential collaboration opportunities between our two companies.

We believe that a partnership could be mutually beneficial and help create synergies in the market.
Our expertise in software development combined with your strong distribution network would enable
us to reach a wider customer base and deliver innovative solutions to meet their needs.

We propose a meeting at your convenience to discuss the details further. During the meeting, we
can share more information about our company, present case studies of successful collaborations, and
explore potential areas of partership.

Please let us know your availability for a meeting in the next two weeks. We are excited about
the possibility of working together and look forward to your positive response.

Thank you for your attention. Should you have any questions or require additional information,
please do not hesitate to contact me directly at [email protected] or +1-123-456-7890.

Best regards,

Emily Thompson
Business Development Manager
ABC Company

B nanHOM muchMe InpejuiaraeTcsi COTpyAHUYECTBO MEKAY JAByMs KOMIAHUSAMU. ABTOP Ha4U-
HaeT MUCbMO C BEXKJIMBOTO MPUBETCTBUS U MPEJICTABICHUS CBOEW KOMIIAHMUM. 3aTe€M OH YKa3bIBaeT,
YTO CJIEIUT 32 ycIexXaMHd KOMIIaHWMHM ajipecara M BbIPaKaeT 3aMHTEPECOBAHHOCTb B BO3MOKHOCTHU
COTpPY/IHUYECTBA.

ABTOp yKa3blBaeT, YTO MapTHEPCTBO MOXET ObITh B3aMMOBBITOJAHBIM. YTIOMUHAETCS KOMIIe-
TEHTHOCTb B 00JIaCTH pa3pabOTKU MPOrpaMMHOTO 0OeCTeYeH s aBTOpa U IUPOKAasi TUCTPUOBIOTOP-
CKas CeThb ajJpecaTa, uYTo MO3BOJIUT JAOCTHYb OoJiee IMMPOKOH ayJUTOPUM U TIpeiaraTh ”HHOBAIOH-
HBIE pelIeHMUS.

B nuceme mpenaraercss Ha3HAUMTb BCTpeUy JIsi OOCYKAEHHS JeTajeil COTpyAHUYECTBa.
B xone BcTpeun OyneT mpejacTaBiieHa JONOMHUTENbHAS MH(OpMAIMs O KOMITAHUM aBTOpa, MpUBe-
JEHBI IPUMEPHI YCTIEIIHBIX COTPYAHUYECTB U U3yUeHbl TIOTEHIIMAIbHBIE 00JIACTH MAPTHEPCTBA.

ABTOp IIpOCHT ajipecara COOOIIUTh O CBOEW JOCTYITHOCTH /ISl BCTPEUYM B TEUEHHE CIIEYIONHX
JBYX HEAEJb U BbIPAXKAET HA/IeK Iy Ha MOJIOKUTEIbHbIA OTBET.
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B koHIIe mrchbMa yKa3aHbl KOHTAKTHBIC IaHHBIE aBTOpa M OJIaroIapHOCTh 32 BHUMaHue. Takxke
ajipecaT MpUIJIalaeTCs 3a/1aTh BOIPOCH! WM 3alIPOCUTh JONOJIHUTEIbHYIO MH(OPMALIHIO.

Ipumep 2: [IncbMo ¢ npeajio:KeHuEM YCJIyr

Subject: Proposal for Marketing Services

Dear Ms. Rodriguez,

I hope this email finds you well. My name is John Smith, and I am the Marketing Manager
at XYZ Agency. We specialize in providing comprehensive marketing solutions to help businesses like
yours achieve their growth objectives.

After reviewing your company’s online presence and marketing strategies, we believe that we
can offer valuable support to enhance your brand visibility and attract new customers. Our proposed

services include:

— Development of a tailored digital marketing strategy to target your key audience and increase
website traffic.

— Creation of engaging content across various platforms to build brand awareness and engage
with your target market.

— Implementation of search engine optimization (SEO) techniques to improve your website’s
visibility in search results.

— Management of social media accounts to enhance customer engagement and drive conversions.

— Analytics and reporting to track campaign performance and provide insights for continuous
improvement.

We would be delighted to schedule a meeting to discuss your specific requirements and provide
a detailed proposal outlining the scope of work, timelines, and pricing. Our team has a proven track

record of delivering successful marketing campaigns for clients in similar industries.

Please let us know your availability for a meeting or if you have any questions. We apologize
for any inconvenience caused.

Thank you for considering our services. We look forward to the opportunity to collaborate and
contribute to your marketing success.

Best regards,
John Smith

Marketing Manager
XYZ Agency
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B paHHOM mnuceMe npeiaraloTcs yClIyrd MAapKeTHMHra. ABTOp HauMHAeT IUCBMO C BEXKJIU-
BOI'O IIPUBETCTBUS U MPECTaBIEHUs] CBOETO MIMEHU U KOMIIAHUM, KOTOPYIO OH MPE/CTaBisAeT. 3aTeM
OH YKa3bIBAET, YTO IOCJIEC U3YUYEHUS OHJIAH-TIPUCYTCTBUS Y MAPKETUHIOBBIX CTPATETMi KOMITAaHUU
azipecara, y HUX ecTh IpeJIokKeHNe OKa3aTh LIEHHYIO MOAJIEPKKY /IS YTy UIlleH!sI BUAUMOCTY OpeHaa
Y TIPUBJICYEHUS] HOBBIX KJIMEHTOB.

B nmceme mpuBOnSATCS KOHKPETHBIE YCIYTH, KOTOPBIE aBTOpP Mpejyiaraet: pa3padboTka WUHIAM-
BUAYaJIbHOW CTpaTeruy IUPOBOTO MAPKETHUHTA, CO3/IaHUE TTPUBJIEKATEILHOTO KOHTEHTA Ha pa3ind-
HBIX T1aThOpMax, ONTUMU3ALIMS CalTa JIJIs YITydIIeHUsI er0 BUJMMOCTH B TIOUCKOBBIX pe3yJibTaTax,
yIpaBJiCHUE COIMATBHBIMU MeJa aKKayHTaMH, aHAJTATUKA U OTYETHOCTD JJIsI OTCIICKUBAHUS PE3YJTh-
TATUBHOCTU KaMITaHUIA.
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KoHen 03HaKOMHUTEJIBHOT0 (pparmMeHra.

Texkcr npenocrasieH OO0 «JIutPec».

[IpounTaiiTe 3Ty KHUTY LIEJIMKOM, KYIMB IIOJHYIO JIEraJbHYIO 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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