ekoTopble NpaBuna Oenos

NepennNCcKN Ha aHIMUNCKO




Tema - kntoy kK opmMmnpoBaHUIo
BEPHOI0 OXWAaHUS




® KpaTKo COPMYnnpynuTe oCHOBHOE codepaHue
(Priorities for next week / Issues to discuss on
Monday / Effort required to log all emails )

e NOBTOPUTE rMaBHOE NpeanoXXeHne cBOero
nncbMa (Production issue resolved by restarting
the server / Can we have a call at 5pm?)




B yem oumnbKa?

e “Quick question”
e “Follow-up about Friday”
e “The file you requested”

e “Important - read immediately”




B yem oumnoKa?

® eCI BONpOC HACTOMbLKO ObICTPLIN, TO MOYEMY EI0 HE
3a4aTtb B TEMe nNucbMa?

® a TOYHO YEeroBEK, KOTOPOMY NuLLELLb, MOMHUT O YEM
Oblna peyb B NATHULY, OCODOEHHO eCrin cerogHa He
noHeaernbHUK

® TeMa MOXET ObITb YMECTHa, €CIIN Bbl TOYHO YBEPEHHI,
4YTO YeNoBEK MOMHUT O panne N XOeT ero

® TO, YTO BaXXHO A1 BAC, MOXET ObITb HE BaXXHO ANS
OpYyroro YyenoBeka



[lpuBeTCTBME - CNOCOO
rnpueriedb BHMMaHNE




Ecnun Bbl obOpallaeTecb K ogHOMY
4yeroBeKy

e opmumanbHbIN CTUNL / NepBOE NNMCbMO - Dear Mr / Dr /
damunus (Dear Mr Miller / Dear Ms Jones)

e HeouuUMarnbHbIN CTUINb / Bbl MOCTOSIHHO ODLLIAETECH C
kosinerou (Hi Chris / Hello Matt / Jason)




NB! ObpallueHne no MMeHu

HernacHoe npaBuno - ecrnn YenoBek noanmcarn
3NIEKTPOHHOE NMMCbMO CBOUM MMEHEM N ddaMUNNEN, Bbl
nmeete npaso obpalyatbes no umenn. ObpatleHue no
NMEHW ABNSIETCA NPeanOYTUTENbHbIM.

Andrew James > Hi Andrew
PM




Ecnun Bbl obpallaeTecs K rpynne nogeun

* odouumnanbHbIN CTUMNb / NepBoe NUCbMO (Dear colleagues /
Dear partners / Hello / Good morning)

* HeodMUManbHbIN CTUINb / Bbl MOCTOSAHHO OOLLIAETECH C
konineramu (Hi Team / Hello Team / Team / Guys / Hi All / Hell
everyone)




NB! ['lyHKTYauuna

B aHrmMnmnMcKom 3Hakm NyHKTyauun B MpUBETCTBUM NNOO
BOOOLLE HE NCMOSMb3YOTCA, NMMDOO UCNOSb3YeTCA 3ansTas

UInn TMpe

Hi Evgeny, Team,
Dave, Scott -

Hello Tom -

Dear Mr Thompson,




B yem oumnbKa?

hi Don!

Hello Mary Wright,

Ladies and Gentlemen,
Dear Miss Anna Robertson!

Hey, dude,




B yem oumnbKa?

Hi Don, / Hi Don —
Hello Mary,
Dear colleagues, / Good morning

Dear Ms Robertson,

Hi / Hello




Teno nnucbMa - nuwem ceoe
coobLleHune




Teno nucbma BKIOYaeT:

* BCTYNUTENbHYIO YacCTb (HeobA3aTeribHas YacTb)

* OCHOBHYI0 YacCTb (NpuUYMHA NMcbMa, PakTbl, NPU3bIB K
NENCTBUIO)

* MPUNOXEHUS, Tabnuubl, KAPTUHKA

* 3aKnoveHue




BcTynutenbHasa YacTb

e [pYyXeckoe npuBetctBue (Hope you are doing well) -
onuunoHanbHO

e OnarogapHocTb 3a OTBET (Thank you for your prompt reply
Thanks for the information) - onuMoHanbHO




HacTo ncnon b3y€Mbl€ Bblpa>KeHNA

Thank you for your prompt reply. - cnacubo 3a ObICTPbI OTBET.

Thanks for the information. - cnacnbo 3a nHdopmauunto

Thank you for your email of (date) ... - cnacmbo 3a NMCbMO OT TaKOro-To Ymcna
Thank you for letting me know that ... - cnacn6o, 4To coobLnnNn o ...

Thank you for the update. - cnacn6o 3a HOBOCTHU

How are you doing? - Kak gena?

How is the business going? - Kak 6u3Hec?

How are the things going? - Kak NnoXXnBaete?

Hope all is well. - Hagetocb, Bce B nopsake

Sorry for the delayed answer. - npoLly NpoLeHnd, 3a HECBOEBPEMEHHbIN OTBET
Sorry for long silence. - NpoLUy NpoLLeHnsa 3a [onroe monyaHue

Thank you for your attention to this issue. - cnacnbo, 4To obpaTnnn BHUMaHWE Ha 3TOT BOMPO




OcHOBHadA YacTb

e MNpuyMHa NUCbMa / ynoMmHaHue npeabiayLero KoHTakTa, B
CBA3U C YeM nuiieTcd NcbMo (As agreed during the call, | am
sending you the form example / Per your request yesterday...)

e [aHHble, AeTanu, pakTbl - BCe, YTO ECThb CKa3aTb

e npu3bIB K aencteuto (Could you send me those files by
tomorrow? / Please review the update)




YacTo ncnonb3yemble BblpaXKeHUS - NPUYNHbI NUCbMa

| am writing to confirm ... - nuwy, YTOoObLI NOATBEPAUTD ...

| am writing in connection with ... - Ny B CBA3U C ...

| am emailing / writing to ask about ... - nuWy cnpocuTb O ...

Further to your last email ... - B OTBET Ha TBOe / Balle nocrnegHne nmcbMmo ...
Further to our call last week ... - B OTBET Ha HaLL 3BOHOK Ha NPOLUSIon Heaene
With reference to your email of (date) ... - ccblnasicb Ha TBoOe / Balle NMMCbMO OT TaKOro-To Yncna
Regarding our call on... - OTHOCUTENbHO HaLLEero 3BOHKa Takoro-To Yymucna

Per your request yesterday ... - OTHOCUTENBLHO TBOEWN MPOCLOLI / Ballero Bornpoca B4yepa

| would (just) like to confirm the main points we discussed on ... - xoTen Obl NOATBEPANTL OCHOBHbLIE
NYHKTbI, KOTOPble Mbl O6CYANN TAaKOro-To YMcna ...

| am writing to apologize for ... - nKUWYy.4 TOObI U3BUHNTLCA 34 ...
Per your request yesterday ... - OTHOCUTENLHO TBOEN NMPOCLOLI / BalLero Bonpoca B4



YacTo ncnonb3yembie BblpaXkeHUs - akTbl MMCbMa

Just a quick note to tell you ... - KOpoTKkoe coobLieHne ans Tebsi / Bac

Just a quick note to let you know ... - KOpOTKOE coobLleHne ansa Teds / Bac
Just to update you on ... - KOPOTKOE coobLieHne / HOBOCTM Ansa 1ebs / Bac
We would like to point out that ... - XxoTenocb 6bl BblAennUTb / OTMETUTb
Sorry, but | can't make the call tomorrow. - K cOXXaneHuto, CerogHsa y MeHs He rnony4mnTcs ObiTb HA 3BOHKE
After careful consideration we have decided (not) to ... - nocne TwaTenbHOro 00CyXaeHUS Mbl PELLUUIINA, YTO
Just wanted to let you know... - coobulaem, 4To ...

We are pleased to announce that ... - C pagocTbio COODLLIAEM, YTO ...
| am delighted to inform you that ... - ¢ pagocTbto coobuiato, YTo ...
Unfortunately ... - K cOXaneHwuto, ...

| am afraid that ... - K coXXaneHuto, ...

| am sorry to inform you that ... - K cOXXaneHwuto, ...

We regret to inform you that ... ¢ cokaneHnem coobLlaem, 4To ...

| am a little unsure about ... - He yBepeH, 4YTO

| do not fully understand what ... - He 4O KOHLUa NOHUMaIO, YTO




YacTo ncnonb3yemble BblpaXKeHUs! - NPU3bIB K AEACTBUIO

Could you (possibly) ... - He Mor Obl Tbl / HE MOrnu 6bl Bbl ...

| would be grateful if you could ... - 6yay 6narogapeH, ecnmv obl Tbl / Bbl ...

Can you (please) send me ... - He Mor Obl Tbl / HE MOrnK Bbl Bbl MpUcnaTb MHE ...
We would appreciate it if you would / could ... - Mbl Byaem 6narogapHbl, ecnv Bbl / Tbl ...
Regarding X, can you tell me if ...? - OTHOCUTENBHO X, NOACKaXW / NOACKaXUTE ....
What about ...? Will that suit you? - Kak Hac4eT... ? Tebe / BaMm nogonget?
Canyou ...? - - He Mor Obl Tbl / HE MOITIN Obl Bbil ...

| wonder if you could ... - He Mor 6bl Tbl / HE MOrNK Obl BblI ...

Please, have a look at / review ... - noxanymncra, NOCMOTPUTE ...




[TpnnoxeHunsa, KapTUHKK, Tadbnuubl

e 00a3aTtenbHO nNpeaynpeguTe rnosyvyartesnsd o
npukpenneHHbix pannax (Please find attached / Attached
you will find / | attached...)

e Has3BaHWA NpuKpennsemMbiXx dannoB A0IKHbI YETKO
OMUCbIBaTb, YTO Bbl OTNPAaBNsAETE




YacTo ncnonb3yembie BblpaXKeHUS

Attached you will find ... - B NpUNOXXeHnn HaxoauTcA ...
Please find attached ... - B TpUNoXxeHun HaxoguTcs ...
Take a look at the attached file. - 0OpaTUTE BHUMaHWE Ha NPUKPENSIEHHbIN hanr...

Have a quick look at the file I've attached about ... - 0OpaTnTe BHUMaAHWE Ha NPUKPENTIEHHbIN
Thought you might find the attached interesting / useful. - gymato, npukpenneHHbln ann dyge
NHTEepeceH

| have attached ... - B NpuUnoXxeHmm HaxogutcA ...

Please note that | have attached ... - B npunoxeHun HaxoguTtcs ...




3aKn4vYeHue - cnocob co3nartb
HaCcTpOEeHWe Ha OTBET




3aknr4ynTenbHasa 4YacTb

® VYTOYHEHWeE, BCe NN NPaBUSIbHO NMOHATO / yCTpanBaeT Nu
npepnoxeHue (Are you ok with it? / Does that sound good?)

e 3aKnYnUTENbHbLIV NPU3LIB / HaAeXxada Ha cneayroLwmnm
KOHTaKT (Let me know if you have any questions / Looking
forward to hearing what you think)




YacTo ncnonb3yemble BblpaXeHus

If we can be of any further assistance, please let us know. - HanuLwKnTE, €CN Mbl MOXXEM eLle YEM-TO NMOM
If | can help in any way, please do not hesitate to contact me. - HaNULWINTE, €CNN Mbl MOXXEM eLLe YeM-TO M
If you have any questions or concerns, don’t hesitate to let me know. - ecnu ecTb BONpocChI, HanULInUTe
Should you have any questions, please do not hesitate contact me. - - €Cn1 eCTb BOMPOCHI, HAaNnULINUTE
For further details, please contact ... - €Cnv HyXHbI eLle aetanu, HanmwmnTe

We hope you are happy with this arrangement. - Hageemcsl, BaM NoAxXoauUT Takon BapuaHT
We hope you can settle this matter / issue. - HageemMcsl, Bbl CMOXETE PeLLUTb 3TOT BOMNPOC
| look forward to hearing from you soon. - C HETEPNEHNEM XYy OTBETA OT Tebs / Bac

look forward to your response. - C HETEpNEHNEM XAy OTBETa OT Tebs / Bac

| hope to hear from you soon. - HaeCb Ha CKOPbINA OTBET.

| regret any inconvenience caused. - MIPUHOCUM N3BUHEHMNA 3a HeyaobCcTBa

Once again, | apologize for any inconvenience. - ewie pa3 NMPUHOCUM U3BUHEHUS 3a HEyOODCTBa
Thank you for your patience and cooperation. - cnacnbo 3a NnoMoLLb 1 TeprneHne

| would appreciate your immediate attention to this issue. - 6yaem GnarogapHsbl, €cnu Bbl cpas
BHMMaHMe Ha 3TOT BOMNpPOC



[loanuncok

e odomuManbHbIN CTUNb (€CNK ncnofb3oBaHoO Dear Mr / Ms
+ doamunug) Sincerely, ... Bawle nvg

e HeodmumarnbHbIM CTUSMb / Bbl NOCTOSIHHO ObLLaeTech €
Kosinerou Best Regards, Regards, Thank you... Balle M4

e COOCTBEHHbIE AaHHbIe - UMS, dbaMUNUS, OOIKHOCTb,
KOHTaKTHbIe JaHHble




YacTo ncnonb3yemble BblpaXKeHus

Sincerely, (ecnu ncnornwe3oBanu Dear Mr / Ms +)
Best Regards,

Kind regards,

Bests,

Thank you,

Thank you in advance,




NB! basoBble npaBuna

® BEXNNBbIV MHQOPMATUBHbLIN CTUIMBb U3NOXEHUS

e HWKaAKoOW KoOHUAeHuUnanbHon nHgpopmaumnm

e HE MEYATAUTE TEKCT 3AITIABHbIMWN BYKBAMM

® [IpoBepbTe TEKCT HA HAJIM4Ne OLLMOOK




INydwine npakTmkn

e 1 mnaeda Ha nUCcbMO - naear, He bonee 5 naparpados -
peanbHOCTb

e 1 MbICnb -1 naparpad
e He bonee 5 npeanoXxeHnn Ha naparpad
e [ycTad CTpoKa Mmexay naparpagamu

® MapKMPOBAaHHbIN CMIUCOK U HYMepaLus




Nyywine npakTukn

e MaKcMMaribHO NMPOCTON A3bIK U KOPOTKME NpeanoXeHus

® KOPOTKME NOHATHbIE CNOBA; €CIK CITOBO MOXHO
BbIKMHYTb 6€3 NoTepn Ansa CMbICNa - BblKuablBanuTe

® He UCMNOoSb3yUTe NONOMbI , CN3HT U XXaproH




INydwine npakTukn

® He 3r1oynoTpedbnsnTe CoKpalLeHNSIMN, CMannkamMmm u
BOCKNMUATENMbHbIMU 3HAaKaMu

® [MOHATHbIE rPaMMaTUYEeCKUe KOHCTPYKLUMN - TULInNTE
akTuBHbIe aencTteus (I sent you the report NOT the-report
was-sent)

e nNUINTE NpaMbIe Bonpockl (Can we dISCUSS the trainin
during lunch tomorrow? NOT

fortunrehtomorrowto-diseuss-the-traininge)




Subject: Alpha-Beta Change Request - https://jira.nixsolutions.com/browse/AB-42

Team,

Further to our call on Monday, there is a Alpha-Beta Change Request -
https://jira.nixsolutions.com/browse/AB-42 - which we agreed to implement in January.

Today, we reviewed our Labor Priorities and scheduled this CR to be started by Alex next week
(1/18). Dev estimate is 64 hours, QC preliminary estimate is 47. Any objections to this plan?

Best regards
XXXX
PM

NIX Solutions Ltd
XXXXX@nixsolutions.com _ 4

skype: xxxxx




B yem oumnbKa?

“Dearest Arnold: | would be very much obliged if, at your
earliest convenience, you could send me the current password

for the website. | look forward to your response. Have a nice
day! :-) Yours Truly, Philomena.”




B yem oumnbKa?

Kak Obl Bbl nepenucanu aToT TEKCT




Hi Arnold,

The site is down, but | can’t troubleshoot without the new
password. Do you know it?

Best regards,

Philomena




YacTo ncnonb3yembie cokpalleHud

® ASAP - as soon as possible - Kak MOXHO cKkopee

® FYI - for your information - K Ballemy cBeeHuto
e BTW - by the way - KCcTatn

e TP - if time permits - ecrniv NO3BONINT BpEMS

e [MO -in my opinion - N0 MOEMY MHEHUIO

e KIS - keep it simple - penaem NpocTo

e WRT - with respect to - OTHOCUTENBHO

e AFAIK - as far as | know - HACKOJS1bKO A 3Hal0




yKenaem ycnexoB B Hanuca

nmcem!




