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3HaueHne OM3HeC-aHTJINICKOI0
B COBPEMCHHOM MHpPC

B Hamre Bpems mioGanu3aius ¥ MeXyHApOIHBIE CBSI3H WT-
paloT KJIIOYEBYIO POJib B pa3BUTUM OM3Heca. B 3ToM KOHTEKcTe
3HaHME aHTJIMICKOTO SI3bIKA CTAJI0 HEOThEMJIEMbIM TPeOOBaHUEM
JUISL YCTIEIITHOM Kapbepbl. bU3HeC-aHIIMIACKUIA SIBJISIETCS CIIeln-
(pyueckrM BapraHTOM aHIJIMICKOTO SI3bIKa, KOTOPBIN UCTIONb3Y-
eTcsl B IeJIOBOM cpefie 1 KOMMEPUYECKMX OTHOIIEeHHUsAX. Mbl pac-
CMOTPUM 3HAYUMOCTh OM3HEC-aHTJIMIACKOTO U MOYeMy ero Bja-
JIeHUE CTaJI0 0OSI3aTeNbHBIM ISl TPO(ECCHOHATIOB BO MHOTHX
OTpacIsX.

Bo-niepBBIX, OW3HEC-aHTIMACKMIA TPEIOCTaBIsIeT BO3MOX-
HOCTb 3(P(heKTUBHOTO OOIIEHUS C ICTIOBBIMU MApTHEPAMU U KJIH-
€HTaMH 10 BCEMY MUPY. AHIIIMACKUIA SI3BIK SIBJISIETCSI MEK]TY-
HAPOJIHBIM SI3BIKOM JICJIOBBIX TIEPETOBOPOB, M BJIaJICHUE UM OT-
KPBIBACT JIBEPH K HOBBIM BO3MOXKHOCTSM M TIapTHepcTBaM. bia-
rogapsi YMEHHUIO CBOOOTHO OOMIaThCcsl HAa OW3HEC-aHTIIMHACKOM,
poheCcCHOHATIBI MOTYT YCTAHOBUTH JIOBEPUTEIIbHBIC OTHOIICHUS
C MapTHepaMH U3 Pa3HBIX CTPaH U KYJIBTYp, YTO CHOCOOCTBYET
YCIIEIITHOMY BeJICHUI0 OU3Heca.

Bo-BTOpHIX, 3HaHME OM3HEC-aHTIIMICKOTO SIBJISETCS HEOOXO-



JIMMBIM YCJIOBUEM ISl pabOTHl B MEXIyHApPOAHBIX KOMITAHH-
SIX WM TIPECTHKHBIX KOpHopanusax. MHOrue KpynHble KOMIIa-
HUM MMEIOT IUPOKYI0 MEXIYHAPOAHYIO CETh W TPOBOASAT Jie-
JIOBBIE TIEPETOBOPHI HA AHITIMICKOM si3bIKe. PaboTHMKH, Biaje-
folMe OM3HeC-aHIIMACKUM, TIONIb3YIOTCS TPEMMYIIIECTBOM TPU
NOHCKe pabOTHl M MOTYT OBITh PACHOJIOKEHBI K OCYIIECTBICHHIO
nepeessia B Apyrue CTPaHsl.

B-TpeThux, OM3HEC-aHIIIMACKUN CIIOCOOCTBYET MOBBIIICHHUIO
KOHKYPEHTOCTIOCOOHOCTH Ha phIHKE Tpyna. B ycnoBusix rinobdas-
HOM 9KOHOMMKH PadOTOAATeN ! UIYT KaHIUIATOB, KOTOpPhIE MO-
ryT 3(peKTUBHO OOIIAThCSI HA AHIIMHACKOM si3bike. BraneHue
OUBHEC-aHTJIMACKUM JIEMOHCTPUPYET BBICOKHI YpOBEHb TPO-
(beccroHaTbHOM OATOTOBKY U CIIOCOOHOCTH pad0TaTh B MEXKTY-
HAPOIHOM KOMaH ie. DTO MOXKET CTaTh KTIOUEBBIM (PAKTOPOM ITPH
NPUHSATUY PellleHNs O HaliMe WM TPOJIBUKEHUH TI0 KapbepHOU
JIECTHUIIE.

Kpome Toro, 6usHec-aHIJIMACKUI MO3BOJISIET MOMYYUTh JI0-
CTyIN K OOHIMPHBIM pecypcam U MH(pOPMAIIMU Ha aHTJIMICKOM
si3pIKe. Bosblasi yacTh Je0BOM JIMTEpaTyphl, KypHAJIOB, Ha-
YUHBIX CTaTe€ll W OHJIAMH-PECYpPCOB IPEICTABICHA HA AHITIMK-
CKOM si3blke. BrameHune Ou3Hec-aHIIMICKUM pacIvpsieT BO3-
MOXHOCTH ISl CaMOOOpa30BaHusl U MPOECCHOHATIBHOTO Pa3-
BUTHSI, UTO SIBJISIETCSl KJIIOYEBBIM (PAKTOPOM B COBPEMEHHOM
OusHec-Mupe.



Eltie oqH1M 3HAYMMBIM aCIIEKTOM OM3HEC-aHITIMIACKOIO SIBJIsI-
€TCs1 BOBMOXKHOCTb YUaCTHSI B MEKJyHAPOAHBIX KOH(PEPEHIIUSIX,
CEMHUHAPAaxX 1 BbICTABKaX. DTU MEPOIPUSATHUS TPEIOCTABIISIOT OT-
JIMYHYIO TUTOIIAJIKY JIsl TPE3EHTAIIMU CBOUX UJIei, 0OMeHa OIbI-
TOM U YCTaHOBJICHUsI HOBBIX JICJIOBHIX KOHTAaKTOB. 3HaHUE OW3-
HEC-aHIIMMACKOrO MO3BOJISIET YYaCTBOBATh AKTUBHO B AMCKYCCHU-
sIX, BBICTYNATD C MPE3EHTALMSIMU U PACHIUPATH MPO(ECCUOHAb-
HYIO CETb.

Kpome Toro, 6usHec-aHIIMACKUI CTIOCOOCTBYET Y Ty4IIIEHHIO
KOMMYHUKAIIMOHHBIX HaBBIKOB B 1ie10M. IIpu u3ydeHuu storo
BapUaHTa sI3bIKA MPOMCXOIUT Pa3BUTHE HABBHIKOB ((PEKTUBHO-
r0 YCTHOTO W MHCBMEHHOTO OOIIEHUSI, a TAK)Ke HABBIKOB Bejie-
HUS IeperoBopoB. Biagenue Ou3Hec-aHIIMIACKUM TpeOyeT ToY-
HOCTH, SICHOCTU M YBEPEHHOCTU B BBIPAKEHUM CBOUX MBICTIEH,
YTO MOJIOKUTENIBHO CKa3bIBAETCSl HA KOMMYHHUKAIIMU HE TOJIBKO
B paMKax AeJIOBOW Cpelibl, HO ¥ B IOBCEAHEBHOW KU3HHU.

bBusHec-aHTIMIACKUI SIBIISIETCS HEOThEMIIEMBIM ACIIEKTOM CO-
BPEMEHHOTO JIEJIOBOr0 MUPA. 3HAHUE ITOTO SI3bIKA TPEJOCTABISI-
eT npogeccuoHalaM O POMHBIE TPEUMYIIIECTBA, TO3BOJIsAS yCTa-
HOBUTH KOHTAKTHI C JICJIOBBIMU TTAPTHEPAMU 10 BCEMY MUPY, TI0-
BBICUTh KOHKYPEHTOCIIOCOOHOCTh Ha PhIHKE TPYAA U PaCIIUPUTD
npoheCcCHOHAIbHBIE BO3MOXKHOCTU. BU3HeC-aHTIMICKUN TaKkKe
CIOCOOCTBYET Pa3BUTHUI0 KOMMYHHKAIIMOHHBIX HABBIKOB U JIAeT



JOCTYH K OOIUIMPHBIM 3HAHUSIM M PECYPCaM Ha aHITIUHACKOM $13bl-
ke. BriagpBath Bpemsi U ycuivs B U3ydeHUe OW3Hec-aHIJINN-
CKOTO fIBJISIETCSI UHBECTULIMEN B YCIIEIIHYIO Kapbepy U pa3BUTHE
B COBPEMEHHOM Mupe Ou3Heca.



OcHoBHbIE (ppa3bl 1 BHIPAKEHHUSA
IJIs1 neqoBoil nepenucku: QOo0ienue
Ha NPodeCCHOHAIBHOM YPOBHE

JlenoBas mepernucka SBISETCS HEOThEMJIEMOM 4YacThl0 CO-
BPEMEHHOro OM3HEC-KOMMYHUKAIMU. B Mupe, rae aekTpoHHas
MOYTa, YaThl U APYTUe CPEJCTBA CBSI3U CTAJIM HOPMO, BIaJieHHe
IIPABWJIBHBIMM (Ppa3aMM M BBIPAXEHUAMM JJI OEJOBOM Iepe-
IIMCKU UIPAET BaKHYIO POJib B YCTAaHOBJIEHUU MPO(ECCUOHATb-
HBIX OTHOILIEHUI U niepeaaye MHPOPMAaIIIH.



IIpuBeTCcTBHE U BCTYNUTEJIbHbIE (Ppa3bl

Dear [Ums],

[TpuBercTBeHHas (ppaza, KOTOpasi UCMOJIL3yeTCs MPU 0Opa-
HICHWM K KOHKPETHOMY IOJlydaTesio nmo mMeHu. Hampumep:
«Dear Mr. Johnson,» (YBaxaembiii r-H JI)KOHCOH).

Good morning/afternoon/evening,

OOmas mpuBeTcTBeHHast (hpaza, KOTOPYI0 MOKHO HCHOJb-
30BaTh B 3aBUCMMOCTH OT BpemeHM jaHs. Hampumep: «Good
morning, everyone,» (Iloopoe yTpo).

I hope this email finds you well.

dpaza, BeIpaxkarolias noxelaHue OJaronoay4us noixydare-
mo. Ucnonw3yercs 115 co3aHus 1Py KECTBEHHOM aTMOcC(ephl.
Hanpuwmep: «I hope this email finds you well. I am reaching out
to discuss our upcoming project.»

I¢’s a pleasure to make your acquaintance.

dpaza, ucnonblyemasi Mpy MNEPBOM 3HAKOMCTBE C HOBBIM KOJI-
JIerol Wiy JenoBbiM MaptHepoMm. Hanpumep: «It’s a pleasure



to make your acquaintance. I've heard great things about your
work.»

Allow me to introduce myself.

dpaza, ucronblyemasi ISl TpecTaBieHust o cebe. Hampu-
mep: «Allow me to introduce myself. My name is Jane Smith
and I'm the new marketing manager.»

I hope you’re doing well.

dpaza, ucrnionb3lyemasi [Uisl BbIpakeHUs] MHTepeca K OJnaro-
nonyuuto codbecennnka. Harmpumep: «I hope you're doing well.
I wanted to discuss the progress of our ongoing project.»

How are things on your end?

Bormpoc, 3agaBaemplii 1151 y3HaBaHUS O TEKYIIUX Jejax v Co-
crostHAU e y coOecennuka. Hampumep: «How are things on
your end? Have you made any progress with the client?»

I appreciate the opportunity to connect.

dpaza, BeIpakaioas Mpu3HATEIbHOCTb 32 BO3MOXKHOCTb 00-

meHuss wim cotrpyaHuuectBa. Harmpumep: «I appreciate the
opportunity to connect. I believe there are potential synergies



between our companies.»
I¢’s great to be in touch again.

dpa3za, ucnonbzyemasi pyu BO30OHOBJIEHUY KOHTAKTA WUJIH T1e-
pernucku nocie nepepeiBa. Harpumep: «It’s great to be in touch
again. [ wanted to follow up on our previous discussion regarding
the project.»

Welcome aboard!

[TpuBeTcTBeHHas (paza, UCTIONb3yeMast TPU BCTYTIIEHUH HO-
BOTO COTpyIHUKa B komaHnay. Hanmpumep: «Welcome aboard!
We're excited to have you as part of our team.»

How may I assist you today?

Bonpoc, 3amaBaembiil 4Jis1 IOMy4YeHUs] MH(POpMAMU O TOM,
KaK MMOMOYb WM peluTh MpodieMy codeceanuka. Hampumep:
«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.

dpasza, ucnionblyemas 1Jis BBIpakeHHs TENJIOrO MPUBETCTBUS
wm npurnamenus. Hanpumep: «Allow me to extend a warm



welcome to our annual conference. We are delighted to have you
join us.»

It’s a pleasure to connect with you.

dpa3za, ucnonb3yemasi 7151 BhIpaKeHHUS YIOBOIBCTBHUS OT 00-
IIeHUs] WIK COTPYIHUYECTBA 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.

dpaza, ucrnonb3oBaHHAS 11 ONArogapHOCTH 32 PACCMOT-
penue npennoxenus wian unen. 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.

dpaza, ucronb3yeMasi 1Sl OKENAHUS XOPOILEro HacTpoe-
Hus nonyyvaremo. Harpumep: «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.

<I>pa3a, HCTIOJIb3YeMasd IAJid BBIPpAKCHUA paJOCTU OT BO3MOK-



HOCTU OOIIAThCSI WM COTPYAHMYATH C KeM-To. Hampumep: «It’s
great to have the opportunity to connect with you. I believe our
organizations can benefit from collaborating.»



3anpoc nadgopmanun
Request — 3anpoc

I am writing to request information about your new product
line.

Bbl MOXkeTe ucrosb30BaTh 3TO CJI0OBO, KOIa BaM HYKHa KOH-
KpeTHasi tH(OpMalus WK JOKYMEHTAIMsl OT Balllero JIeJIOBOro
NapTHEpa WIX KOJUIETH.

Inquire — Ymounumo, océedomumuvcs

I would like to inquire about the availability of your services
in my area.

DTO CJIOBO MCIOJIL3YETCs, KOrJla Bbl XOTUTE MOTYYUTh WH-
(bopmaruio wim yTouHUTH JeTaiv 00 OnpeieieHHOM MPOAYKTe,
yCIIyre Wi BO3MOKHOCTH.

Could you please provide...? — Moxceme au 8vl, nodxcanyii-
cma, npedocmasume...?

Example: Could you please provide me with the pricing details
for your software packages?



3TO BEXJIMBBHIM CIOCOO MOMPOCUTh KOTO-TO TPEJOCTABHUTh
OIpeJEIEHHYI0 NH(OPMALIMIO MU JOKYMEHT.

DI’'m interested in... — Mensi unmepecyem...

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

Wcnonp3yiiTe 3TO BhIpaXeHUE, YTOOBI BBIPA3UTh CBOM MHTE-
PEC K OIpEIEJICHHOMY aCleKTy WA TEME U 3aIIPOCUTB JOTIOIHU-
TEJIbHYI0 NH(POPMALIMIO 110 3TOMY HOBOLY.

Kindly let me know... — Ioxcaayiicma, cooowume mHe...

Kindly let me know the deadline for submitting the project
proposal.

Bbl MOXkeTe Ucrhonb30BaTh 3TO BhIpaKeHUE, YTOOB BEKIUBO
MOIPOCUTH KOTO-TO COOOLIUTh BaM OIpeeieHHylo MH(popMa-

A0 WX YTOYHUTDL JACTAJIN.

I would appreciate it if you could... - byody 61az00apen, ec-
AU 8bl cCMOdCeme...

Example: I would appreciate it if you could send me a copy



of the latest sales report.

Ota (Pppaza UCHONb3YETCs ISl BIPAKEHUST IPU3HATEIBHOCTU
¥ TIPOCHOBI O BBHITIOJTHEHUH OIPeeIeHHOTO IECTBUS WM 3a/a-
4.

Please advise... — Ioocaryiicma, npokoHcyavmupyiime...

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

Hcnonb3yiite 3Ty (ppazy, 4TOObI MOMPOCUTH KOTO-TO JaTh BaM
COBET WJIN PEKOMEH/IAINIO OTHOCUTENTbHO KOHKPETHOW CUTYaIUuy
WM BOIIpOCa.

Could you clarify...? — Mooiceme au 8vt pazesacHums...?

Example: Could you clarify the warranty terms for the
product?

IT0 BhIpaXKEHHUE MCIIOIb3YETCs, KOrJa BaM HYKHO TIOJNYYHTh
Ooree sicHOE OOBSICHEHUE WM YTOYHEHUE TI0 TTOBOY KaKOTO-JIH-
00 acreKTa Win yCJIOBHSL.

I need more information about... — Mue nyscna donoanu-
meavHast ungopmauus o...



Example: I need more information about your company’s
return policy.

Bbl MOXeTe MCIoNb30BaTh TO BBHIPAKEHUE, YTOOBI MOIPO-
cuTh O0JIBIIIe MH(pOPMAIH 00 OpeesIeHHOM acleKTe, TIOMUTH-
K€ KOMITAaHUY WM MPOLIeype.

Can you provide an update on...? — Mooceme au 8ot 00HO-
eumbu ungopmayuro o...

Example: Can you provide an update on the progress of the
project?

HWcnonp3yiite 31y hpasdy, 4TOOBI MOMPOCHTH OOHOBJICHHYIO
UH(OPMALIMIO WK OTYET O TEKYIIeM COCTOSIHUU WU Iporpecce
4ero-Jmoo.

I would like to know...— A xomen 0vt y3name...

Example: I would like to know if you offer volume discounts
for bulk orders.

STO BBIpaXKE€HHE UCIIOb3yeTcs JUisi 0003HAYECHUSI KeIaHUs
MOJTYYUTh KOHKPETHYIO MH(OPMALIMIO UM OTBET Ha ONpPEAesIeH-
HBII BOITPOC.



Please send me... — Iooxcaayiicma, omnpagvme mHe...

Example: Please send me the catalog of your latest product
offerings.

I/ICHOJII)SYIU/ITB 9TO BBIPAKCHUC, YTOOBI MONIPOCUTH OTIIPABUTDH
BaM OHpe,JIeJ'IeHHbIIU/I JOKYMCHT, I/IHq)OpMaLII/IIO WJIK MaTepuaJibl.

Could you assist me with...? — Mooceme au bt ROMOUb
MHe C...

Example: Could you assist me with setting up my account on
your platform?

Sta ¢dpaza UCHOIb3YyeTCs, YTOObI 3aMpPOCUTh MOMOIIb WU
MOAJIEPAKKY B BHIIIOJTHEHUH OIPENIEIEHHOIO IEMCTBUS WU 33/1a-

YHu.

I’m writing to inquire about the status of ... — A nuwy, umo-
0bl ymouHums cmamyc...

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

Wcnome3yiite 3Ty (ppasy, 4ToOBI 3ampOCHTh MH(POPMAIHIO



0 TEKYIIEeM CTaTyce UK MPOrpecce OMpeIeIEHHOTO 3ampoca Win
3asIBKU.

I would like to request a meeting to discuss...— A xomen 0bt
nonpocums ecmpeuy 01t 00CYHCOeHUS. ..

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

Brl MoXkeTe UCOoNIb30BaTh ITO BEIPAXKEHHE, YTOOBI TOITPOCHUThH
OpraHM30BaTh BCTPEUY C LIEJIbI0 0OCYK/IEHHUSI KOHKPETHOW TeMbI
WJIA BO3MOXXHOCTE.

Can you provide more details on...? — Moceme au 8vl
npedocmasums 001vule demaaeil o...

Example: Can you provide more details on the pricing
structure of your service packages?

HWcnonp3yiiTe 3TO BBIpakeHHe, YTOOBI MOMPOCUTH Oosiee To-
JpOOHBIE CBeIeHM s WIM MH(OpMAIIHIo 00 orpeieIeHHOM acTieK-
Te WA TEMe.

I would appreciate your input on...— bvia 061 npuznamenen
3a gauie MHeHUe NO no8ody...



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

ITO BHIpaXKEHHUE UCIIOIB3YETCS, YTOOBI TIOMPOCUTh Ube-JINO0
MHEHHe, OT3bIB WJIM PEKOMEH/IAIINY TI0 OIPE/ICICHHOW CUTYalluK
WJIA BOITPOCY.

Could you share any relevant documentation regarding...? —
Mozau 61 861 nodeaumucs 110001 coomeemcmayrouieli 00KyY-
Menmauueil OMmHOCUMeABbHO. ..

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

I/ICHOJHBYIU/ITB 9TO BBIPAKCHUEC, KOI'ld BaM HYKHbI TOKYMCHTbL
WJIN MaTepuajibl, CBA3aHHBIC C onpeneneHHoﬁ TEMOW WJIA 3aKO-
HOOATE/IbCTBOM.

Id like to obtain further information about...— A xomen 0vl
nOAYUUMb OONOAHUMENbHYIO UHPOPMAUULO O...

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

370 BBIpaXKEHUE UCTIONB3YETCS VIS 3AIPOCca AOTIONTHUTETbHON
UH(pOPMAIMY WITH TTOAPOOHOCTEN 00 ONpeaeeHHOW TeMe WM



BO3MOXHOCTH.

Can you clarify the process for...? — Mooceme au 8bl ymou-
Humw npouecc...

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

Hcrnionb3yiite 3Ty hpasy, 4ToObI MOMPOCUTH OOJIee ICHOE 00b-
SICHEHUE WM Pa3bsCHEHUE TMPOIecca BHIIIOJTHEHUS ONpe/ieieH-
HOT'O JIEVICTBHSI.

I’'m reaching out to gather information about... — A oopa-
waroco, umoowvl coopams ungbopmayuro o...

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

Bbl MoOxeTe ucrnosb30BaTh 3TO BbIpa’KCHUC, YTOOBI YKa3aTrb
LCSJIb BAlICTro 3alIpocCa U IOIIPOCUTH I/IHCI)OpMaI_II/IIO 1o orpene-

JICHHOW TeMe WJIM OTPACIIU.

Could you let me know the timeline for...? — Moceme au
8bl CO00WUMb MHE CPOKU 0N4...

Example: Could you let me know the timeline for project



completion?

Wcnonme3yiite 31y (hpasy, YTOObI MOMPOCUTh YTOUHHUTH BpeE-
MEHHBIE PAMKHU WM CPOKH VISl BHITIOJIHEHU S ONPENIEIEHHOU 3a-
Jauu.

DI’m interested in learning more about... — Mue unmepecHno
noayuums 60avule uHghopmauuu o...

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

370 BBIPAKEHUE UCTIONB3YETCs, YTOOBI BHIPA3UTh CBOW MHTE-
pec B NOJIyYEHUH AONOIHUTENILHON MH(OpMALIAY O KOHKPETHOU
TeM€ WM NHULUATUBE.

Could you provide examples of ...? — Moceme au 8ot npedo-
cmasumo npumepwt...

Example: Could you provide examples of successful case
studies from your previous clients?

I/ICHOJII)SYIU/ITB 9TO BbIPAXKCHUC, YTOOBI MOopoCUTh MpeaocTa-
BUTD IIPUMEPLI NJIN WJTIOCTPpAllU 1JIA JIYyYIIeTO IIOHUMAaHHW A U
HarjIagHOCTHU.



Could you recommend...? — Moowceme au 8bl nopekomeHoo-
eame...

Example: Could you recommend any reliable software for
project management?

HWcnomp3yiite 3Ty pasy, 4ToObl TOMPOCUTh PEKOMEH/IAIHIO
WIN COBET 110 OINPEJEJIEHHOW TeEME, POAYKTY UJIH YCIIyTe.

DI’m writing to express my concerns about...— A nuwy, umo-
0bl 8blpa3umsv 0 03a00UeHHOCMb 1O NOBODY. ..

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

OObsicHeHHe: DTO BbIpaK€HUE HCIONb3YeTCsl, YTOObI BbIpa-
3UTh CBOIO 03200UEHHOCTB, IPOOJIEMbI T HEZIOBOJILCTBO IO T10-

BOAYy ONPEACIICHHOT'O aClICKTa WJIN CUTYallHuH.

Can you provide guidance on...? — Moyceme au 8ol npedo-
cmasums pyKoeoocmeo no...

Example: Can you provide guidance on how to improve online
customer engagement?

Hcronb3yiite 3TO BBIpaXeHUE, YTOOBI MOMPOCUTH PYKOBOI-



CTBO, COBET WUJIM IIOMOLIB I10 BBIIIOJIHEHUIO OHpCI[CHCHHOﬁ 3aj1a-
YU NI JOCTHMIKCHUIO LIC/IN.

I need assistance with... — Mue nyscna nomows c...

Example: I need assistance with troubleshooting the technical
issues I'm experiencing.

31O BBHIpAKEHUE UCTIONB3YETCsl, YTOOBI MOMPOCUTDH TTOMOIIb
WY TIOJZIEPKKY B PEIICHUH ONPe/IeNICHHBIX TPOOJIeM WJTH 3a1a4.



OTBeT U OATBEPK/ICHUE

Thank you for your email. — Criaci00 3a Ballie IICbMO.

HWcrionb3yercst 1uisi BhIpaskeHusl 01aroqapHOCTH 32 MOMyYeH-
HOE IHICHMO.

I acknowledge receipt of your email. — {1 nonTeepxaao Mo-
JIydeHHe Balllero rmichbma.

I/ICHOJII)3yeTCH I TOATBEPKACHUA TMOJTYUCHUSA IMUCbMA.

I confirm that we have received the documents. — {1 nogTBep-
KJIA10, YTO MBI TTOJTYYHIIN JOKYMEHTHI.

I/ICHOJII)SyeTCH IJIA TIOATBCPKACHU A IIOJTYYCHHUA NOKYMCHTOB.

Your request has been processed. — Bam 3anipoc 6611 00pa-
O0TaH.

Wcnonb3yeTcst 1J1si COOOIIEHNS O 3aBepIlieHnH 00pabOTKH 3a-
npoca.

I am writing to confirm our meeting on [date] at [time]. — 51
TIUIITY, YTOOBI OATBEPANTH HAllly BCTpeuy [naTa] B [Bpems].



Hcrionb3yeTcst U1 MOATBEPIKIeHN ST HA3HAYEHHOUN BCTPEYH.

We are pleased to inform you that your application has been
approved. — Mbl pagpl COOOIIUTL BaM, UTO Ballla 3asiBKa OblIa
ofoOpeHa.

I/ICHOHIByeTCﬂ IJIA TIOATBEPIKACHU A 0Il06peHI/IH 3asBKHU.

I can confirm that the payment has been made. — 51 mory
TIO/ITBEP/UTh, UTO IJIATEK OBLIT BHITIOHEH.

I/ICHOJIb3yCTC$I OJIA IOATBEPXKACHU A BBIIIOJIHEHU A I1JIATEXKA.

Thank you for confirming the meeting. — Criacu60 3a mnoj-
TBEPKJEHUE BCTPEYH.

HWcnonb3yercs 11 BbIpakeHUs1 O1arofapHOCTU 3a MOATBEp-
KJEHUE BCTPEUH.

I have reviewed the proposal and it looks great. — {1 paccmoT-
peJt npeyIoKeHHe, U OHO OTJIMYIHOE.

HWcnonb3yercs 1sl MOATBEPKASHUS TIOJIOKUTEILHOTO Pe3yJib-
Tara 0030pa MpeIoKeHHS.



Your order has been shipped. — Bam 3aka3 ObUT OTITpaBJIEH.
Hcrionb3yeTcst Ui MOATBEPIKIeHNS OTIPABKHY 3aKa3a.

I acknowledge your complaint and apologize for the
inconvenience caused. — 51 pu3HaIO Baly Kajno0y W MPUHOIILY
W3BUHEHHMSI 32 JOCTaBJIEHHbIE HEYOOCTBA.

HWcrionb3yercst 11 TIOATBEPKICHUS TOTyYEHHS KaTOObI
Y BBIPAXKEHUS COKAICHUS.

We have taken note of your feedback and will address the
issue promptly. — Mbl IpUHSIM K CBEIEHUIO Balll OT3bIB U He3a-
MEJUTUTENILHO PElINM 3Ty TIpoOIeMy.

Wcnonp3yercst UIsl MOATBEPXKICHUS TIOMYYeHUS] OOpaTHOM
CBSI3M U OOEIaHMsI ONIEPAaTHBHO PEIIUTh ITPOOJIEMy.

I appreciate your prompt response. — {1 1ieH10 Balll OTlepaTUB-
HBII OTBET.

Wcnonp3yercst 1yisi BHIpakeHHs OlaroqapHOCTH 32 OBICTPBIH
OTBeT.

I agree with your proposal and would like to move forward. —
¢l cormaceH ¢ BalmMm MpeIokKeHUEM 1 XOTeJ Obl TPOIOIKHUT.



Hcnonp3yeTcs 1 BBIPAKEHUS COIVIACUA C MPEAJIOKEHUEM
¥ TOTOBHOCTHU TTPOJIOJIKUTH PadoTYy.

We are delighted to accept your invitation to the
conference. — Mbl pajibl IPUHSATH Ballle TIPUIIAIIEHHE HA KOH-

(pepenimio.

Wcnonp3yercst 4151 MOATBEPXKIECHUS IPUHATHSA PUTIIAIICHHS
Ha MEpOIPUSITHE.

I confirm that the meeting has been rescheduled to [date]
at [time]. — 51 nonTBepx a0, YTO BCTpeya MepeHeceHa Ha [1ara]
B [Bpems].

Hcnonb3yercss s MOATBEPKIEHUS IEPEHOCAa BCTPEYH
Ha JIpYTYIO 1aTy U BpeMsl.

Thank you for your prompt attention to this matter. — Cna-
cr0O0 3a OrepaTMBHOE BHUMaHUE K STOMY BOIIPOCY.

Hcrionb3yeTcst 17151 BIpakeHUsT OJIarofapHOCTU 3a OBICTPYIO
PEaKIMIo Ha BOMPOC WJIK MPOOJIeMy.

We have reviewed your proposal and have some suggestions
Jor improvement. — Mpbl paccMOTpeny Balle MpeaioKeHue



N UMCEEM HECKOJIBKO HpCIUIO)K@HI/Iﬁ IO yJIYy4IICHUIO.

I/ICHOJIIBYGTCH IJIAd MIOATBCPIKACHUA PACCMOTPEHUA IIPEAJIO-
KCHHUA U ITPENJIOKCHUA naaneﬁmnx }U’Iy‘l]lleHHﬁ.

I appreciate your flexibility in accommodating our
request. — $1 1ieH10 Bally THOKOCTh B YIAOBJICTBOPEHUH HAIIISH
MPOCHOBI.

Wcnonb3yercs 1yisl BBIPAKEHNS MPU3HATENIBHOCTU 34 TOTOB-
HOCTh YJOBJIETBOPUTH HAIITy TTPOCHOY.

I would like to confirm the details of our agreement. — §1
XOTeJ1 Obl TIOITBEP/IUTD JETAJIN HAIIIErO COTJIAIIeHUSI.

Hcrionb3yeTcst 151 MOATBEePKACHUS AeTalleid CoralieH s Win
KOHTPAKTA.

We are pleased to inform you that your application has been
successful. — Mbl pajipl COOOIIMTL BaM, YTO Ballla 3asBKa Mpo-

1IJIa YCIIELIHO.

I/ICHOJHByeTCﬂ IJIA IOATBEPKACHUA YCIIEXa 3dABKU UJIU ITPpU-
HATHUA PCIICHUA.

I confirm that the report has been submitted. — {1 noaTeep-



JKJ1al0, YTO OTYET ObLI MpPe/ICTABJICH.

I/ICHOJII)3yeTCH IJIA TIOATBEPKACHU A OTIIPABKH OTYETA UJIN 0~
KYMCHTA.

Thank you for your cooperation in this matter. — Ciacu6o
3a COTPY/JIHUYECTBO B 3TOM BOIPOCE.

Hcrionb3yetcst y1s1 BeIpakeHusl OJIarolapHOCTH 32 COTPYIHU-
YeCTBO WJIM y4acCTHe B KAKOM-JIMOO JeTie.

We acknowledge the receipt of your payment. — Mpbl nop-
TBEpIK/IaeM TIOJTyYeHHUe BaIllero IJiaTexa.

I/ICHOJII)3yeTC$I IULA TIOATBECPKACHU A MOJTYYCHUA IVIATCKA NI
INEpeBOJa OACHET.

I apologize for the delay in response. — I1puHolity U3BUHEHU ST
3a 33JIEPIKKY C OTBETOM.

Hcrionb3yeTcst 17151 M3BMHEHUS 3a 3aJIEP/KKY B OTBETE WITH 00-
paboTKe 3arpoca.

We confirm our availability for the meeting on [date] at
[time]. — Mbl noATBEp:KAAEM HAIlly TOCTYIHOCTh /I BCTPEUU
[mata] B [Bpems].



I/ICHOJIBSYGTCH IJIA TIOATBEPIKACHU S TOTOBHOCTU K ITPOBEOC-
HHUIO BCTPEUYH B YKA3aHHOC BPEMA.

Thank you for your prompt resolution of the issue. — Cna-
cr0O0 3a OMEePaTHUBHOE pPEIleHNe TPOOIIEMBbI.

Hcronb3yercst 1)1 BeIpaxkeHUs1 OarolapHoOCTH 3a ObICTpoe
paspelieHre Wiv UCIpaBieHre mpoOIeMbl.

I would like to confirm the delivery date of the order. — 51
XOTeJ1 Obl IOATBEPANTD ATy JOCTABKHU 3aKa3a.

Wcnons3yeTcst asi MOATBEPXkKIEHUST AAaThl JOCTAaBKU 3aKa3a
WY TOBapa.

We acknowledge the importance of this project and will
allocate additional resources as needed. — Mbl npu3HaeM Bax-
HOCTB 3TOTO MpOeKTa 1 OyJeM BBIIEIATh AOTOTHUTENbHbIE pe-
CYPCBI TIO Mepe HEOOXOANMOCTH.

I/ICHOJIBSYCTCH IJIT TIOATBEPKACHUA TMOHUMAaHUA Ba)XKHOCTU
IMPOCKTAa U TOTOBHOCTHU BBIACIIUTDL NOIMOJIHUTCJIbHBIC PECYPCHI.

We have reviewed your proposal and are interested in further
discussion. — Mbl paccMOTpesH Ballle IPeJIOKEHNE U 3auHTepe-



COBaHbI B JAJIbHEHINIEM 00CYXKICHUY.

I/ICHOJII)SYGTCH IJIA TIOATBEPKACHUA MHTEPECA K IIPEIJIOKEC-
HUIO 1 TOTOBHOCTH ITPOIOJIKUTD 060y)KIleHI/Ie.

Thank you for your attention to detail. — Criacn60 3a BHU-
MaHUe K JICTJISIM.

HWcrionb3yercst 1Jis BeIpaXkeHHs1 ONaroflapHOCTH 32 BHHUMa-
TEJIBHOCTb K JICTAJISIM WM Ka4eCTBO padOTHI.

I confirm that the necessary changes have been
implemented. — 51 nonTBEpKAaI0, YTO HEOOXOAUMBIC N3MEHEHH ST
OBLUIM BHECEHBI.

Hcrionb3yercst 1151 HOATBEPKIEHUSI BHECEHU ST HEOOXOIUMBIX
VM3MEHEeHUW WUJTU UCTIPABJICHUM.

We acknowledge the receipt of your inquiry and will respond
shortly. — Mbl nipr3HaeM MOJydeHHe Balllero 3arnpoca U CKOpo

OTBCTHUM.

I/ICHOJII)SYGTCH IJId  TNOATBCPKACHUA TIOYYCHUA 3allpoca
nu O6€I_H21HI/IH CKOpOro OTBETa.

Thank you for your prompt action on this matter. — Cna-



cu0o 3a ornepaTUBHBIE AEHCTBUS 10 STOMY BOIPOCY.

Hcriosnb3yeTcs i1 BhIpaXeHUsl OJIaroJapHOCTU 3a OBICTphIC
JeWCTBUSI 10 KAKOMY-JIMOO BOIIPOCY WJIU MpodiieMe.

I would like to confirm the terms and conditions of our
agreement. — $1 xoTes1 Obl OATBEPIUTDH YCIIOBUSI HAIIIETO COTJIa-
IICHUSI.

Hcnonb3yercs s MOATBEPKACHUSA YCIOBUM U TOJIOKEHUN
COIJIAIICHUS] WJIM KOHTPAKTA.

Thank you for confirming the appointment. — Cnacu6o
3a TIOAITBEPXKICHE HA3HAYEHHOUN BCTPEYH.

Wcnonbs3yeTcs 11 BbIpakeHus1 OJarogapHOCTH 3a TIOATBEp-
JKJIeHUe Ha3HAYeHHOW BCTPEUH.

I confirm that the requested changes have been made. — 51
MOJITBEPXK/IA0, YTO 3aIpOIlEHHbIE U3MEHEHUsT ObUTH BBITIOJTHE-

HBI.

Wcnonb3yeTcst 17151 MOATBEPIKACHHU I BBHIMOTHEHU S TPEOyEeMBbIX
WM3MEHEHU WUJTU UCTIPABJICHUI.

We appreciate your patience and apologize for any



inconvenience caused. — Myl 11eHUM Ballle TEPIIEHUE U MPUHO-
CHM M3BHHEHHUS 32 BO3MOKHbIE HEYIOOCTBA.

I/ICHOHb3yeTCH IJIA BBIPpAKCHUA ITPHU3HATCIIBHOCTH 34 TCPIIC-
HHE Y U3BUHEHUH 3a BO3MOKHBIE HCy,HO6CTBa.

I can assure you that we are taking this matter seriously. —
Mory 3aBepuTh Bac, YTO Mbl OTHOCMMCSI K 3TOMY BOIIPOCY Ce-
PbE3HO.

Wcrnonb3yercst uist yOEKJAEHWS B CEPbE3HOM OTHOIICHUU
K BOITPOCY WJIM MpoOdIieMe.



IIpenioxxkeHue cCOTpyaHNYECTBA

We would like to propose a collaboration opportunity with
your company. — Mbl X0TeJu Obl PEAI0KUTH BO3MOXHOCTb CO-
TPYJHUYECTBA C Balllell KOMIIaHUEH.

We are interested in establishing a partnership with your
organization. — Mbl 3aMHTEPECOBAHbI B YCTAHOBJIEHUH MAPTHEP-
CTBA C Balllel OpraHu3aIuei.

Our company is looking for potential partners to work
together on a project. — Haiia KoMraHus UIIET MOTEHITUATBHBIX
MApTHEPOB I COBMECTHOM paOOTHI HaJl IIPOEKTOM.

We have reviewed your company’s profile and believe that
our collaboration would be mutually beneficial. — Mb1 uzyuniu
npopuIb Ballield KOMITAHUKM M CYMTAeM, UTO Hallle COTPYAHUYE-
CTBO OyJIeT B3aMMOBBITOJTHBIM.

We would like to explore the possibility of joining forces
to penetrate a new market. — Mubl X0Tenu Obl pACCMOTPETh BO3-
MOXHOCTbh OObE/IMHEHU I YCUITU JIJ1s1 TPOHUKHOBEHM S HA HOBBIN
PBIHOK.

Our expertise complement each other, and we see great



potential in working together. — Haiiu KoMNieTeHIIMU JOTIOJHSI-
0T JPYT APYTa, ¥ MBI BUUM OOJIBIIION ITOTEHITAAT B COBMECTHON
paoore.

Let’s collaborate to enhance our market position and expand
our customer base. — JlaBaiite coTpymHUYaTh /51 YKPEIUICHUS
Hallle! MO3MIIMK Ha PHIHKE M PACIIUPEHUsT KITMEHTCKON Oa3bl.

We have a proposal for a joint venture that could lead
to significant growth opportunities. — Y Hac ecTb NpeJIokKeHUe
0 CO3JJAaHUU COBMECTHOT'O MTPEANPHUSATHS, KOTOPOE MOXKET IPHUBE-
CTH K 3HAUUTEJIbHBIM BO3MOKHOCTSIM POCTA.

We would like to extend an invitation for your company
to participate in a collaborative project. — Mb1 xoTenu Obl pac-
IIMPHUTH TIPUIJIAIICHHE K Ballleld KOMIIAHUKM Ha y4acTHe B COB-
MECTHOM IIPOEKTE.

Our team is impressed with your company’s achievements
and believes that a partnership would be advantageous. — Haia
KOMaH/1a BrieyatTjieHa JOCTHKEHUSIMU Ballleld KOMIIAHUU U CUM-
TaeT, YTO MAPTHEPCTBO OYJET BHITOAHBIM.

Let’s join forces to capitalize on emerging market trends and
maximize our competitive advantage. — JlaBaiite 0O0beTUHUM
YCHJTHSI, YTOOBI UCTIONh30BaTh BO3HUKAIOIIVE TPEHIbI HA PHIHKE



Y MAaKCUMU3UPOBATh KOHKYPEHTHOE IMPEUMYILIECTBO.

We propose a collaboration arrangement where we can pool
our resources and expertise. — Mbl ipejijiaraeM BapuaHT COTPY/I-
HUYECTBA, B paMKaX KOTOPOTO Mbl MOKEM OOBEJUMHUTD PECYPChI
Y KOMITETCHIINU.

We believe that partnering with your company will open up
new business opportunities for both parties. — Mbi cantaem, 4To
MIAPTHEPCTBO C Balllell KOMITAHUEN OTKPOET HOBBIE JIEJIOBBIE BO3-
MOKHOCTH ISl 0OEMX CTOPOH.

We see a strong alignment between our values and goals,
making collaboration a natural fit. — Mbl BUIUM CHIIBHOE CO-
OTBETCTBHME HAIIMX IIEHHOCTEW W TEJIH, UTO JIeIaeT COTPYIHH-
YEeCTBO €CTECTBEHHBIM.

We are open to exploring collaborative opportunities with
your organization to expand our global presence. — Mbl rOTOBBI
PacCMOTPETh BOBMOKHOCTHU COTPY/IHUYECTBA C Balllel OpraHu3a-
MeH JIJIS1 pacIMPeHKs Halllero MesKIyHapOIHOTO MPUCYTCTBHSI.

Our companies share a similar target audience, and
a partnership could result in increased market share. — Haim
KOMITAaHUM MMEIOT TOXOXKYIO IIEJIEBYI0 ayJUTOPUIO, U TIApTHEp-
CTBO MOXET IIPUBECTU K YBEJIMUEHHIO IO PHIHKA.



Let’s explore how we can collaborate to leverage emerging
technologies and stay ahead of the competition. — JlaBaiite vc-
clielyeM, KaK Mbl MOXEM COTpPYIHHYATh, YTOOBI UCIIOJIb30BaTh
HOBEHIIME TEXHOIOTHH 1 OBbITh BIIEPE/I KOHKYPEHTOB.

We believe that a strategic partnership with your company
will enhance our product portfolio and market position. — Mp1
CUMTAEM, 4TO CTpaTErnyecKoe MapTHEPCTBO C Balllel KOMITaHUeH
YIYUIIAT Hall OPTgeTh MPOAYKTOB U IMO3UIIMIO HA PhIHKE.

We propose a joint marketing campaign to leverage each
other’s customer base and increase brand visibility. — Mbl
npejJiaraeéM COBMECTHYI0O MAapKETWHTOBYIO KaMITaHWIO, UYTOOBI
UCTIOJIb30BaTh KJIMEHTCKYIO 0a3y JIPYT JIpyra U YBEJIMIUThH BUIIM-
MOCTh OpeHJia.

Let’s establish a long-term partnership that fosters
continuous growth and mutual success. — [laBaiite co3nagum
JIOJITOCPOYHOE MApTHEPCTBO, KOTOPOE CIIOCOOCTBYET HEpephIB-
HOMY POCTY U B3aIMHOMY YCIIEXY.

We propose a collaboration model where we can share
resources and best practices to optimize efficiency. — Mul nipen-
JlaraeM MOJIeJTb COTPY/IHMUYECTBA, B PAMKaX KOTOPOM Mbl MOKEM
0OMEHUBAThCSI PECypcamMu U MepeiaBaTh JIyUlliie MTPAKTUKH JIJIsT



ontuMu3aluu 3(PGEeKTUBHOCTH.

Let’s join forces to explore new market segments and expand
our customer reach. — JlaBaiite 00beJMHUM YCUJIHS, UTOOBI UC-
CJIeJIOBaTh HOBBbIE CETMEHTHI PhIHKA W PACIHIMPUTh KPYT HAIMX
KJIMCHTOB.

We believe that a collaboration between our companies can
lead to mutual growth and increased profitability. — MvI cunta-
€M, UTO COTPYIHUYECTBO MEXy HAIIMMU KOMIAHUSMU MOXET
MIPUBECTU K B3aUMHOMY POCTY U TIOBBIIIEHUIO TPUOBLTEHOCTH.

Let’s discuss the potential terms of a partnership agreement
and move forward with our shared vision. — [laBaiite o6cyam
NOTEHIIMAIBHBIE YCJIOBHS MAPTHEPCKOTO COMIAIIEHUS U TIPOJIBH-
HeMCs BIIepe/l C HallluM OOIIMM BUAECHHUEM.



3aBepieHne nucbmMa

Sincerely — VickpeHne

Example: Thank you for your prompt attention to this matter.
Sincerely, [Your Name]. — Criacu6o 3a ornepaTtBHOE peleHue
JanHoro Bonpoca. C UICKpeHHUM yBaxkeHueM, [Bare nmvs].

Best regards — C HaunyYIumu MoxenaHusIMu

Example: I appreciate your assistance in this matter. Best
regards, [ Your Name]. — {1 Giarogapen 3a Baiiry TOMOIIb B TOM
Borpoce. C HaWyuImumu noxenaHusimMu, [Barie nms].

Thank you — Criacu6o

Example: Thank you for considering my request. — Criaci6o
3a PaCCMOTpPEHKE MOEH MPOCHOBI.

Kind regards — C no6pbiMu noxenaHusIMU
Example: I look forward to hearing from you soon. Kind

regards, [Your Name]. — C HeTeprieHMeM X1y Balllero OTBETA.
C noOpeiMu TioXkenaHusMH, [Barte ums|.



Yours faithfully — Vickpenne Bar

Example: Please let me know if you require any further
information. Yours faithfully, [Your Name]. — Iloxasnyiicta, co-
o0ImuTe MHe, ecii BaM MoTpedyeTcsi JONOIHUTENbHAsT UHDOP-
manus. Mckpenne Bam, [Baie ums]).

Best wishes — C Hany4uMu NoXeIaHus MU

Example: Best wishes for a successful conference. — C Hau-
JIY9IIAMU TTOXKEJIAHU MU YCHEITHON KOH(bEpEHIINH.

Warm regards — Ternuible noxenaHus

Example: I hope we can work together again in the future.
Warm regards, [Your Name]. — Hazgeloch, Mbl cMOXkeM CHOBa
coTpyaHuvath B Oymymiem. C TeruibIMu IUioxeaaHusmu, [Baie
nuMs].

Looking forward to your reply — ’Kny Baiiiero otseta

Example: I have attached the requested documents. Looking
forward to your reply. — {1 npukpenun 3anpoieHHble JOKYMEH-

ThI. >K,Ily BalI€ro OTBETaA.

With gratitude — C 6naroqapHOCTbIO



Example: With gratitude for your support and guidance. —
C OmaromapHOCTBIO 32 Ballly OIJIEPXKKY U PYKOBOJICTBO.

Thank you for your consideration — Criacu6o 3a paccMoTpe-
HUE

Example: Thank you for considering my proposal. — Criacr6o
3a PaCCMOTPEHHE MOETO MPEJIOKEHUSI.

All the best — Bcero Hauyiiero

Example: Wishing you all the best in your future endeavors. —
7Kenato Bam BCero HamIyyInero B Bamux OyIyIIMX HAUMHAHHSIX.

Many thanks — Bonbiioe cnacu6o

Example: Many thanks for your prompt response. — Bosbioe
crnacu0o 3a ONepaTUBHbINA OTBET.



Kak nanucarts 3¢ ekTuBHOE
IeJOBO€ MUCHLMO0 HA aHIVINACKOM
A3bIKE: COBEThI M MIA0JIOH

HaBpik HamucaHusi MpOecCHOHABHBIX JIENOBBIX THCEM
HA aHIJIMICKOM SI3bIKE SIBJISIETCS KJIIOYEBBIM B COBPEMEHHOM MHU-
pe O6usHeca. KoppekTHoe ncrnonb3oBaHue OM3HEC-aHTIIMICKOTO
B IMCBMEHHOM (POPME MOXKET IIOMOYb BaM YCTAHOBUTD IIPOYHBIE
JIeJIOBBIE CBSI3H, JOCTUYb CBOMX IIEJIel ¥ CO3/1aTh OJIaronpusTHOS
BIIEYAT/IEHHUE O Ballleld KOMIIAHUH.

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

Tema mmchmMa AOKHA OBITH KpPaTKOW, HO WH(MOpPMATUB-
Hoi. OHa J0/KHA OTpaXaTb OCHOBHYIO 1I€/b Balllero cooolie-
HUA M 3auHTepecoBaTh nosyvarens. Hanpumep: «Request for
Information on Products» (3arnpoc nadgopManuu o mpogyKIuu)
nm «Proposal for Collaboration Opportunity» (ITpennoxenue
0 BO3MOXHOCTU COTPYOHUYECTBA).

2. Ilpusemcmeaue (Greeting):



Ooparnaiitech K MOJyYaTelTio MICbMa C YIeTOM €ro JIOJKHO-
CTU ¥ UMeHU. Ecii Bbl HE 3HAKOMBI C MOJTy4YaTesieM, UCTIONb3Yi-
Te popmy oOpamerust «Dear [Pamunusi]» (YBaxkaemsiit/ [Jopo-
ron [®amunus]). Hanpumep: «Dear Mr. Smith» (YBaxkaemblit
muctep Cmut) wm «Dear Ms. Johnson» (YBakaemass muccuc
JIKOHC).

3. Bgeoenue (Introduction):

Beenenvie TOMIKHO OBITH KOPOTKUM U SICHBIM. YKaXKHTE CBOE
UMsl, Ha3BaHUE KOMIIaHUM U 11eJ1b Baiero nucbma. Hampumep:
«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 [Bae ums], u 1 npeacrasisio
komnanuio [Ha3eanune kommanuu]. I nuiny Bam ¢ BOmpocoMm
0 [MH(pOopMaLK O MPOAYKLIMK/3AIPOCE HA BCTPEUY U T. 1.]).

4. Ocnosnas wacms (Body):

OcHoOBHasl yacTh NMcChbMa JIOJDKHA CONEPKATh OCHOBHYIO MH-
(popmanmio, KOTOpyIO BBl XOTUTE mepenarb. Pasznenure Tekcr
Ha naparpadsl s JTy4Iend Y4ntadbeTbHOCTU. By/ibTe KOHKPETHBI-
MU U JIaKOHUYHBIMU. [IpegocraBbTe HEOOXOAUMBIE AETald, 3a-
JlaiiTe BOIPOCH] WM MPEJIOKUTE CBOU YCIIYTU.

5. Baxarouenue (Conclusion):



3akloyeHre AO0JKHO TMOABOAMTh WTOTM Balllero MHUChbMa
Y YKa3blBaTh Ha CJEAYIOIIME [Iark Uik OXUJaeMble JeHCTBUSI.
Bblpasute OnarogapHocTh 3a BHMMAaHUE K BallleMy MHCbMY
Y OCTaBbTE KOHTAKTHbIE AaHHbIe A1 cBsA3u. Hanpumep: «Thank
you for your attention. I look forward to hearing from you
soon» (Crnaci6o 3a Barie BHUMaHue. C HeTeprieHrueM X1y Balie-
ro OTBeTa B OJIMKaiiiiee Bpems).

6. Ilpowanue (Closing):

Wcnone3yiite hopmyty MpoOLIaHKs, COOTBETCTBYIOILYIO CTe-
NIeH! B3aMMOOTHOIIIEHUH C monyvareneM. Hekotopele pacripo-
CTpaHEHHbIE BapUaHThl BKJIIOYAIOT «Yours sincerely» (C yBaxe-
HueMm) nm «Kind regards» (C HanyqIIuMu NOXEIAaHUSAMUA).

7. Iloonucw (Signature):

VYKakute cBOe MOJHOE UM, AOKHOCTh M KOHTaKTHYIO MH-
(opmanuio B mognucH noJ OCHOBHBIM TEKCTOM MUChMa. DTO MO-
MOXET TOJTyYaTeio JIETKO WASHTU(UIMPOBATh BAC U CBA3ATHCS
C BaMU TIpY HEOOXOIUMOCTH.

8. Dopmamuposanue u npogepxa:

[Nepen oTmpaBKoii muckMa, yOeauTech, 9TO OHO OT(hopMaTH-



pOBaHO YeTKO M unTadenpHO. Pa3nenure TekeT Ha ab3alibl, MC-
NOJIL3YIUTE TYHKTYAIIMIO U TTPAaBUJIbHBIE TpaMMaTUIecKue KOH-
crpykumu. Takke He 3a0yAbTe POBEPUTh MUCHMO Ha HAJIMYKE
OIIMOOK, OIEYaTOK ¥ HETOYHOCTEN.



[Ia6J0H Hej10BOro
NMACHhMA HA AHTJIHHCKOM

Subject: [Tema nucpMma]|

Dear [®amunus],

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]

DTOT 1IA0JIOH ABJIAETCS OTHpaBHOI/UI TOYKOM U MOXKET ObITh
aaalTupoBad B COOTBETCTBUM C KOHKPECTHBIMH HOTp€6HOCT$I-
MU M LEeJISIMM Baiiero nucbma. IIomMHUTE O BaXXHOCTHU YETKO-
CTHU, BEXJIIMBOCTHU U HpO(I)eCCI/IOHa.HI/IBMa B BallIEM 3JICKTPOHHOM
MMCbMe Ha OM3HEC-aHIVIMMCKOM SI3BIKE.



IIpumepsl JeJI0BbIX MMCEeM

IIpumep 1: IlucbMo 0 cOTpyIHUYECTBE
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 partnership.



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 paHHOM muceMe mnpeasaraeTcsi COTPYZHUYECTBO MEKAY
JBYMsI KOMIIQHUSIMU. ABTOpP HAUMHAET MHCHbMO C BEXKJIUBOIO
MPUBETCTBUS U MPENICTABJICHU S CBOEM KOMIIAaHUU. 3aTeEM OH YKa-
3bIBAET, YTO CJICAUT 3a YCIeXaMu KOMIIAHWM aJpecara U BbIpa-
’KaeT 3aMHTEPECOBAHHOCTh B BO3MOKHOCTU COTPYAHUYECTBA.

ABTOp yKa3bIBaeT, YTO MAPTHEPCTBO MOKET ObITh B3AMMOBbI-
TOJHBIM. YTIOMUHAETCS] KOMIIETEHTHOCTh B 00JIaCTH pa3padoT-
KU [TPOrPaMMHOT0 0OeCTieYeH s aBTOPA U IUPOKast TUCTPUOBIO-
TOpCKast CETh aJipecaTa, YTo MO3BOJIUT JOCTUYb OoJiee IUPOKON
ayJIMTOPHH U TIpejIaraTh MHHOBAIIMOHHBIE PEIICHHS.



B niiceMe nipeyiaraeTcst Ha3HaYUTh BCTpedy 1151 O0CYKICHU ST
JeTajiel CoTpyaHnYecTBa. B xome BcTpeun Oyner mpesicTaBieHa
JONIOJIHUTEIbHAs MH(OPMAIIUsI O KOMIITAHUM aBTOpa, MpUBEJIe-
HBI TIPUMEPHI YCIICIITHBIX COTPYTHUYECTB M W3yUYEHBI TIOTEHIIU-
aJibHBIE 00JIaCTH MTAPTHEPCTBA.

ABTOp MpocHT agpecara COOOIIUTH O CBOEH JOCTYITHOCTH JIJISI
BCTPEYM B TeUEHHWE CJEIYIOIMX JIByX Helellb U BhIpakaeT Ha-
Ty Ha MOJIOKUTETbHBIN OTBET.

B KoHIIe nMrchbMa yKa3aHbl KOHTAKTHBIE JaHHbBIE aBTOpa U OJa-
roJapHOCTh 32 BHUMaHMe. Takoke agpecar mpuriamaercs 3a1aTh
BOIPOCHI WJIH 3AIPOCHUTBD JIOTIOTHUTENTbHYI0 HH(POPMAITHIO.

IIpumep 2: IIucbmo ¢ npeaiosKeHneM yCJayr

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

B paHHOM mmceMe mpeiaraloTcs YCJIyrd MapKeThHra. AB-
TOp HAYMHAET MUCbMO C BEKJIMBOI'O PUBETCTBUS U MPE/ICTaBIIEC-
HU$1 CBOETO IMEHU U KOMITAHUM, KOTOPYIO OH IPEJCTaBIsAeT. 3a-
TEM OH YKa3bIBaeT, YTO MOCJIE U3YyUYEHUsSI OHJIAUH-ITPUCYTCTBUS
Y MapKETUMHIOBBIX CTpaTervii KOMIIAaHUM aJpecaTa, y HUX €CTh
MPEIJIOKEHHUE OKA3aTh IEHHYIO MOAJEPKKY /15 YIy4lIeHUs BU-
JMMOCTH OpeH/ia U MPUBJIEYEHU s HOBBIX KJIMEHTOB.

B nucbMe npuBOasATCS KOHKPETHBIE YCIYTH, KOTOPbIE aBTOP
npejiaraeT: pa3padoTKa UHAUBUAYATBHON CTpaTeruu 1udpoBo-
IO MApKETUHIA, CO3/IaHUE MPUBJIEKATEbHOIO KOHTEHTA Ha pa3-
JIMYHBIX IJ1aTpopMax, ONTUMHU3ALMS CaiiTa 1J1s1 yIyqIleHUs ero
BUAVMOCTHU B ITIOUCKOBBIX Pe3yJIbTaTax, yIpaBJieHUe COLIMATbHbI-
MU MeUa AKKAYHTAMH, AaHAJTUTUKA U OTYETHOCTh [IJ151 OTCIIEKHU-



BaHUWA PE3YJIbTATUBHOCTH KaMIIaHWH.



Konen 03HaKOMUTEJLHOI'O
¢dparmenra.

Tekct npenocraBieH OO0 «JIutPec».

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

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.
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